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Getting Started 

1.1 First-time Users 

For buses that are registered under individuals, if you do not have a Singpass account 

or have forgotten your Singpass log-in details, visit www.singpass.gov.sg to apply for a 

new Singpass account or reset your Singpass password. 

 

For buses that are registered under businesses, if your company does not have a 

Corppass account, please visit www.corppass.gov.sg to register for a Corppass 

Administrator account. The Administrator will create the Corppass accounts for the 

employees to transact on your business’s behalf.  

 

1.2 Accessing the OneMotoring Portal 

Step 1: Visit 

onemotoring.lta.gov.sg  

 

Step 2: Click the ‘Login’ 

button on the top right-

hand corner of the 

webpage.  

 

 

Step 3: For buses that are 

registered under 

individuals, login with 

your Singpass by clicking 

the ‘For Individual Users’ 

button.  

 

For buses that are 

registered under 

businesses, login with your 

Singpass by clicking the 

‘For Business Users’ 

button.  
  

 

  

2 

3 

http://www.singpass.gov.sg/
http://www.corppass.gov.sg/
http://www.onemotoring.lta.gov.sg/
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1.3 Apply for In-principle Approval for Private Hire Bus 

Upon successful login, you 

will be brought to the 

Dashboard. 

 

Step 4: Click on ‘Go to 

Vehicle Hub’.  

 
 

Step 5: On the main page 

of Vehicle Hub, click on 

‘Ownership’. 

 

Step 6: On the 

‘Ownership’ drop-down 

menu, click on ‘Bus’. 

 

Step 7: Under the ‘Bus’ 

drop-down menu, click on 

‘Apply for In-principle 

Approval for Bus’. 

 

 

  

5 

4 
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1.4 Select Type of Submission 

 
Step 8: Click on ‘Submit a 

new application’ if you 

wish to submit a new 

application.  

 

If you have previously 

saved an application as 

draft but have not 

submitted it, refer to 

Section 1.10 Steps 1 and 2 

to access the draft 

application. 

 

If you are doing a re-

submission as requested 

by the LTA to provide 

missing information/ 

supporting document, 

please refer to Section 3.2. 

 

 

1.4.1 Register New Private Hire Bus 

 
Step 1: Select ‘Register 

new bus’.  

 

 

Step 2: Select ‘Private 

Hire Bus’.  
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Step 3: Enter number of 

vehicle(s) to be registered.  

 

Proceed to Section 1.5 to 

enter conveyance activity 

and to continue with your 

application. 

 

 

1.4.2 Buy Used Private Hire Bus 

 

Step 1: Select ‘Buy used 

bus’.  

 

 

Step 2: Select ‘Private 

Hire Bus’. 

 

Step 3: Select ‘No’. 

 

 

 

 

1 

2 

3 
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Step 4: Enter the bus 

registration number of the 

Private Hire Bus that you 

wish to buy. 

 

Step 6: Enter name and 

owner ID/ ACRA certificate 

number of the current 

registered owner of the 

Private Hire Bus. 

 

Proceed to Section 1.5 to 

select conveyance activity 

and to continue with your 

application. 

 
 

 

 

1.4.3 Convert my Bus to Private Hire Bus 

 

Step 1: Select ‘Convert 

bus type of a bus’.  

 

 

Step 2: Select ‘Excursion 

Bus’ or ‘Private Bus’ or 

‘School Bus’ that you wish 

to convert to a Private Hire 

Bus.  

 

Step 3: Select ‘Private 

Hire Bus’.  
 

 

2 

3 

4 

5 

1 



 

8 

 

Step 4: The bus 

registration number of the 

Excursion Bus(es)/ Private 

Bus(es)/ School Bus(es) 

that you own will be 

displayed in the yellow 

button(s).  

 

Select the bus registration 

number of the Excursion 

Bus/ Private Bus/ School 

Bus that you wish to 

convert to a Private Hire 

Bus. 

 

Proceed to Section 1.5 to 

select conveyance activity 

and to continue with your 

application. 

 

 

 

 

1.4.4 Buy Used Bus and Convert to Private Hire Bus 

 

Step 1: Select ‘Buy used 

bus’.  

 

 

1 

PB1234C PC1234D 

4 

PA1234A 
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Step 2: Select ‘Excursion 

Bus’ or ‘Private Bus’ or 

‘School Bus’ that you wish 

to buy and convert to a 

Private Hire Bus.  

 

Step 3: Select ‘Yes’. 

 

Step 4: Select ‘Private 

Hire Bus’. 

 

 

Step 5: Enter the bus 

registration number of the 

Excursion Bus/ Private 

Bus/ School Bus that you 

wish to buy and convert to 

a Private Hire Bus. 

 

Step 6: Enter name and 

owner ID/ ACRA certificate 

number of the current 

registered owner of the 

Excursion Bus/ Private 

Bus/ School Bus. 

 

Proceed to Section 1.5 to 

select conveyance activity 

and to continue with your 

application. 

 
 

 

 

 

 

 

  

2 

3 

4 

6 

5 
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1.5 Select Conveyance Activity 

 

Step 1A: If you are using 

the Private Hire Bus to 

ferry adult workers, select 

‘Workers conveyance’, 

and proceed to Section 1.6 

for steps on enter 

Workers’ Transport 

Information. 

 

Step 1B: If you are using 

the Private Hire Bus to 

ferry students, select 

‘Students conveyance’, 

and proceed to Section 1.7 

for steps on enter School 

Information.  

 

Note: You have to select at 

least one type of 

conveyance. Select both 

types if you are using the 

Private Hire Bus to ferry 

both adult workers and 

students. 

 

 

 

 

  

1A 

1B 
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1.6 Enter Workers’ Transport Information (If Applicable) 

 

Step 1: Enter Workers’ 

Organisation Name and 

Postal Code. System will 

auto-populate the address 

based on postal code 

entered. 

 

Step 2: Select “Free 

Format” under Address 

Type. 

 

Step 3: Enter unit no. and 

building no., if applicable. 

 

 

 

 

 

Home to Work Trip 

Information 

 

Step 4: Enter pick-up time 

of first worker (from 

worker’s home). 

 

Step 5: Enter set-down 

time at workers’ 

organisation. 

 

Work to Home Trip 

Information 

 

Step 6: Enter pick-up time 

from workers’ 

organisation.  

 

Step 7: Enter set-down 

time of last worker (at 

worker’s home). 

 

Tip: Please enter pick-up/set-

down times in HHMMSS 

format. 

 

 

 

 

 

 

 

 

 

 

 

1 

4 5 

2 

3 
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Step 8: Select type of 

worker transportation 

contract. 

 

Select ‘Company 

Agreement’ if you have 

entered into a contract 

with the workers’ 

organisation.  

 

Select ‘Private’ if you 

have entered into a 

contract directly with the 

workers. 

 

 

 

Step 9: If you serve more 

than one workers’ 

organisation with the 

same bus, click on the 

arrow and follow Steps 1 

to 8 (provided above) to 

fill in the relevant 

information for the 

subsequent workers’ 

organisation that you 

serve. 

 

You may enter 

information for up to two 

workers’ organisations. 

 

Proceed to Section 1.7 to 

enter school information, 

if you are also using the 

bus to ferry school 

children. Otherwise, 

proceed to Section 1.8 to 

enter transport details. 

 

 

  

8 

9 
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1.7 Enter School Information (If Applicable) 

 

Step 1: Select the type of 

school that you are 

providing student 

transportation services to. 

 

 

Step 2A: Enter School 

Name 

 

Tip: If you are ferrying 

students from a Primary, 

Secondary, or Mixed 

(Primary and Secondary) 

school, the school name can 

be filled with a quick search 

bar by typing the first few 

letters of the school name 

and selecting from the auto-

populated list.  

The school’s address will be 

auto-populated once the 

school name is filled. 

 

If the school that you serve is 

not listed, please enter the 

school name and postal code 

manually. System will auto-

populate school address 

based on postal code. 

 

1 

2A 
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Step 2B: If you are not 

ferrying students from a 

Primary, Secondary, or 

Mixed (Primary and 

Secondary) school (e.g. 

international school, 

religious school, or 

kindergarten/childcare), 

enter School Name and 

Postal Code. System will 

auto-populate the school 

address based on postal 

code entered.  

  

Step 3: Select “Free 

Format” under Address 

Type. 

 

Enter unit no. and 

building no. if applicable. 

 

3 

2B 
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Home to School Trip 

Information 

 

Step 4: Enter pick-up time 

of first student (from 

student’s home). 

 

Step 5: Enter set-down 

time at school. 

 

School to Home Trip 

Information 

 

Step 6: Enter pick-up time 

from school. 

 

Step 7: Enter set-down 

time of last student (at 

student’s home). 

 

Tip: Please enter pick-up/set-

down times in HHMMSS 

format. 

 

 

 

 

 

 

 

 

 

 

Step 8: Select type of 

student transportation 

contract. 

 

Select ‘School 

Agreement’ if you have 

entered into a contract 

with the school.  

 

Select ‘Private’ if you 

have entered into a 

contract directly with the 

students’ parent(s). 

 

4 5 

6 7 

8 
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Step 9: If you serve more 

than one school with the 

same bus, click on the 

arrow and follow Steps 1 

to 8 (provided above) to 

fill in the relevant 

information for the 

subsequent school that 

you serve. 

 

You may enter school 

information for up to two 

schools.  

 

Proceed to Section 1.8 to 

enter transport details. 

 

 

1.8 Enter Transport Details 

 

Step 1: Enter the Licensed 

Seating Capacity 

(applicable only if you are 

registering a new Private 

Hire Bus).  

 

Step 2: Enter the number 

of students that you are 

ferrying for the forward or 

return trip, whichever is 

higher (applicable if you 

selected ‘Students 

conveyance’ under 

conveyance activity). 

 
 

 

 

 

 

 

Step 3: Enter the number 

of workers that you are 

ferrying for the forward or 

return trip, whichever is 

higher (applicable if you 

selected ‘Workers 

 
 

 

 

 

1 2 

3 
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conveyance’ under 

conveyance activity). 

Step 4: Enter bus driver 

and bus attendant names 

and ID numbers. 

 

A bus attendant is 

required if: 

• You are ferrying students 

from a childcare centre 

or kindergarten; or 

• The licensed seating 

capacity of your bus 

exceeds 30. 

 

Tip: Number of passengers 

(i.e. students ferried and the 

bus attendant or workers 

ferried) cannot exceed the 

licensed seating capacity of 

your bus. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

4 
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1.9 Save Information Entered, Print and Obtain School Endorsement 

 

Note: (Applicable if you have 

selected students conveyance) 

If you have previously input 

information and have already 

obtained school endorsement 

on hardcopies of your Form 

A-1 and A-2, please skip Steps 

1 and 2 and proceed to 

Section 1.10 for steps on 

uploading your supporting 

documents. 

 

Step 1: Click “Save” button to 

generate and view the pre-

filled Forms A-1 and A-2 

based on the information 

that you have entered earlier.  

 

Tip: Clicking the “Save” button in 

Step 1 will generate one copy of 

Form A-1 and Form A-2 for each 

school that you serve, e.g. if you 

are serving two schools, you will 

see two copies of Form A-1 and 

Form A-2, one copy for each 

school. Your application will also 

be saved as a draft application. 

 

 

1 
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Step 2: Click the “Printer” 

icon to print Form(s) A-1 and 

A-2 for endorsement by the 

school(s) that you serve.  

 

Fill in the student name list in 

Form(s) A-2 accordingly. 

 

If you have entered into a 

contract with the school 

you serve, please obtain the 

school’s endorsement on 

both Forms A-1 and A-2. 

 

If you have entered into a 

contract directly with the 

students’ parents, please 

obtain the school’s 

endorsement on Form A-2 

only. 

 

 

 

 

 

 

 

 

 

 

 

Pre-filled with 

information entered 

Pre-filled with bus 

registration number  

Please 

fill in 

manually 

Click the printer icon to 

print the pre-filled 

form 
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1.10 Upload Supporting Documents 

 

Once you have obtained the school endorsement on the respective copies of Form A-1 

and A-2 (applicable if you have selected Students Conveyance), please upload the 

supporting documents by re-accessing the digital service, based on steps provided in 

Sections 1.2 to 1.3 of this User Guide.  

 

Retrieve saved information under your draft application by selecting the relevant 

application according to the steps below. 

 

Step 1: Select type of 

submission as ‘Draft 

submission’.  

 

Step 2: Select your draft 

submission.  

 

 

You may amend the saved information under your current application, if required. 

Otherwise, proceed to scroll down to the “Upload Supporting Documents” section of the 

digital service to continue your application according to the steps below. 

1 

2 
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Step 1: (Applicable if you 

have selected Students 

Conveyance)  

 

Scan or take a photo of duly 

completed forms with 

endorsement by the school, 

and save these copies in 

single PDF or image file 

format. Please ensure that 

your vehicle number and 

school name are included in 

the filename (e.g. 

PB1234Z_Ang Mo Kio 

Secondary School_Form A-

1.pdf or PB1234Z_Ang Mo 

Kio Secondary School_Form 

A-1.jpg). 

 

Please refer to Section 2 of 

this user guide if you need to 

upload multiple images 

within your supporting 

document(s). 

 

Step 2: Click the ‘Upload’ 

button under respective 

documents to attach the 

scanned copies or images of 

the Form A-1(s) and Form A-

2(s), if applicable. 

 

Click the ‘Not Applicable’ 

checkbox under Form A-1, if 

you have entered into a 

contract directly with the 

students’ parent(s). 

 

2 
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Step 3: Upload the other 

supporting documents, if 

applicable. Otherwise, click 

the ‘Not Applicable’ 

checkbox(es). 

 

 

 

Please ensure that your supporting documents (if applicable) contain the following details: 

 

For Form A-1 and Form A-2: 

• School stamp; 

• Signature of school personnel; 

• School endorsement date; and  

• School endorsement on amendments made. 

 

 For certification letter from company: 

• Vehicle number (if applicable) and contract period on company letterhead, signed 

and dated within past 2 months. 

 

For worker namelist: 

• Signature of company personnel; 

• Company endorsement date; and 

• Company endorsement on amendments made. 

 

 

  

3 
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1.11 Declarations  
 

Step 1: Check the box to 

declare that the 

information you have 

provided are true and 

correct. 

 

Step 2: Click ‘terms and 

conditions’ to view the 

terms and conditions for 

submission of the  

application. 

 

Step 3: Check the box if 

you are agreeable to the 

terms and conditions. 

 

Step 4: Click the ‘Next’ 

button to proceed to next 

page. 

 

 

 

 

 

 

 

  

2 1 

3 
4 
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1.12 Review and Submit Application 

 

Step 1: Please scroll down 

and verify that all details 

entered are correct. 

 

Step 2: At end of page, 

click the ‘Previous’ button 

to return to the previous 

page, if you need to 

modify the information 

entered. Please do not 

click the ‘Back’ button 

on your browser. 

 

Step 3: Click the ‘Confirm’ 

button to submit the 

application.   

 

 

 

Step 4: You have 

successfully submitted 

your application. Click the 

‘Save as PDF’ button to 

save a copy of your 

application in PDF format. 

Click the ‘Print’ button to 

print a hardcopy of your 

application. 

 

Step 5: Click the ‘OK’ 

button to return to the 

main page for Application 

for In-principle Approval 

for Private Hire Bus.  

 

 

 

 

3 

4 5 

1 
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2. Combining Multiple Images Into One Document 
 

If your supporting documents consist of multiple images (e.g. photos from your phone 

camera), you will need to combine the images into a single document for upload.  

 

There are free online tools available for this purpose. You can access these online tools 

through any web browser on your mobile device or computer. Some examples of such 

online tools are as follows: 

 

1. www.ilovepdf.com/jpg_to_pdf 

2. www.convert-jpg-to-pdf.net 

3. www.jpg2pdf.com 

 

Below is an example of how you can use one of these online tools 

(www.ilovepdf.com/jpg_to_pdf). The steps listed are generally applicable to the other 

online tools listed above as well.   

 

Step 1: Visit 

www.ilovepdf.com/jpg_to_pdf 

on your mobile device or 

computer. 

 

Step 2: Click “Select JPG 

images”. 

 

1 

2 

http://www.ilovepdf.com/jpg_to_pdf
http://www.convert-jpg-to-pdf.net/
http://www.jpg2pdf.com/
http://www.ilovepdf.com/jpg_to_pdf
http://www.ilovepdf.com/jpg_to_pdf
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Step 3: Select the images to 

combine and click “Done”.  

 

Step 4: Click “Convert to PDF” 

to merge the images. 

 

Tip: To rearrange the order of 

images, hold down an image 

and drag it to its correct 

position. 

 

3 

4 
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Step 5: Click “Download PDF”. 

A PDF file with the combined 

images will be saved to your 

mobile device or computer. 

 

You may then proceed to 

upload the PDF file according 

to Section 1.10. 

 
 

 

  

5 
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3. Request For Clarification 

 

You will receive a letter from LTA if we need further information on your application. You 

will receive this letter in your OneMotoring e-letter Inbox with a Short Message Service 

(“SMS”) notification to alert you on the e-letter or by post if you have opted for hardcopy 

letters. Please see sample of the letter below.  

 

 
 

Items required 

from the bus 

owner 

 

 

- Reason 1 

- Reason 2 
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3.1 View Your e-Letter 

 

Step 1: Click the 

‘mailbox’ icon to 

access your e-

letter Inbox 

through the 

Vehicle Hub portal.  

 

Alternatively, refer 

to Steps 2 and 3 

below. 

 

Step 2: Click on 

‘My Account’.  

 

Step 3: On the ‘My 

Account’ drop-

down menu, click 

on ‘e-Letters’.  

 

 
 
 OR 
 

 

Step 4: Click the e-

letter titled ‘Notice 

on Re-submission 

for In-principle 

Approval for Bus 

Application’ to 

view the details of 

the information 

required for your 

vehicle. 

 

The selected e-

letter will pop-up 

in a new window. 

 
 

 

  

1 

4 

2 
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3.2 Re-submit Information Required 
 

Step 1: On the main 

page of Vehicle 

Hub, click 

‘Ownership’  

 

 

Step 2: On the 

‘Ownership’ drop-

down menu, click 

‘Bus’.  

 

Step 3: Under the 

‘Bus’ drop-down 

menu, click ‘Apply 

for In-principle 

Approval for Bus’.  

1 

2 

3 
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Step 4: Select ‘Re-

submit an 

application’.  

 

Step 5: Retrieve 

your application 

requiring 

resubmission by 

selecting your 

application number. 

 

Tip: Previously 

submitted information 

will be auto-populated 

if resubmission is 

performed within 7 

calendar days from 

the date of the e-

letter. 

 
 

 

Please resubmit the information indicated in the letter within 7 calendar days from the 

date of the letter. You may refer to Sections 1.3 to 1.12 of this User Guide to retrieve the 

steps which are relevant to the information you are resubmitting.  

4 

5 
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4. Post-application Approval/Rejection 

 

4.1 In-principle Approval Letter  

 

When your application has received in-principle approval, you will receive the letter 

titled “Notice on In-principle Approval for Bus Application” in your OneMotoring e-

letter Inbox with an SMS notification to alert you on the e-letter or by post if you have 

opted for hardcopy letters.  Please see sample of the letter below: 
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You need to meet all the required conditions listed in this in-principle approval e-letter 

and may proceed with the transaction(s). 

 

  

Conditions for your 

application for 

Private Hire Bus 
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4.2 Rejection letter  

 

You will receive the letter titled “Notice on Unsuccessful Application for In-principle 

Approval For Bus Application” at your OneMotoring e-letter Inbox with an SMS 

notification to alert you on the e-letter or by post if you have opted for hardcopy letters, 

if your application is rejected. Please see sample of the letter below. 

 

 

 

  

Reasons for 

rejection 

 

 

- Reason 1 

- Reason 2 
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5. Contact Information 

 

For enquiries on the application process, you may write to LTA at 

www.lta.gov.sg/feedback. 

http://www.lta.gov.sg/feedback

