
Submission of Medical Records User Guide 
 

 
 
 
 
 
 
Step 1: Visit GoBusiness (GB) Portal (www.gobusiness.gov.sg ) and login with your SingPass or Login 
ID. 
 

 
 

 
Step 2: Upon successful login, under “Dashboard”, scroll down to “My Licences” and click on “Active” 
in the dashboard. 
 

 
 
Alternatively, you may go to “Licences”, and click “Amend Licences”. 
 

 Things to note: 
1) Please refer to this user guide if you are submitting medical records only. No payment is required 
for submission of medical records only. 
2) If you are intending to submit your medical records to renew your vocational licence, please 
refer to the “Vocational Licence (VL) Renewal User Guide”. A renewal fee will be applicable. 
 
  
 

http://www.gobusiness.gov.sg/


 
 

 
Step 3: Under “Active Licences” tab, click “Amend” under “Select Action”. 
 

 
 
 
Step 4: Under “Applicant Detail”, please select your salutation. 
 



 
 
 
Step 5: Click “Application Details” to proceed. 
 

 

 
Step 6: Under “Type of Amendment”, select “Submission of Medical Records”. 
 



 
 
 
Step 7: Check that your name and ID number are correct. 
 

 
 
 

 
 

 
Step 8: Indicate the date of medical assessment. 
 

 
 

 
 
Step 9a: To upload your medical documents, click on the “cloud” button. 
 



 
 
Step 9b: A document link should appear below with a green check message. To complete the upload 
of document, click on “Add” below. 
 

 
 

 
Step 9c: You should see the document successfully uploaded below. 
 

 
 
Step 9d: Repeat steps 9a to 9c for upload of “Other Supporting Documents” if necessary. 
 

  
 
 
 
Step 10: Click “Review Form” to proceed to the next page. Afterwards, review your details provided 
under “Review Form”.  
 
 



 
 
Once done, click on “Declaration”. 
 

 
 

 
Step 11: Read through the declaration. Check on the declaration box and click on “Make payment”. 
 

 
 
 
Step 12: Click “Submit” to proceed. No payment is required for submission of medical records. 
 



 
 
 
 

<<End>> 


