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1.0 Registration to CorpPass by Authorized Representative 
 
To access the Healthier Dining Programme (HDP) in the Aurora system (https://healthier-
choice.hpb.gov.sg), a CorpPass account is required.  On the homepage of Aurora system, click 
on the ‘JOIN NOW WITH SINGPASS’ button for more details. 
 

 
 
The below page will load with steps to create / setup the CorpPass account and also prepare the 
necessary items for enrolling to HDP. 
 

https://healthier-choice.hpb.gov.sg/
https://healthier-choice.hpb.gov.sg/
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Generally, in the CorpPass system, the following setup will need to be created before business 
entity (BE) can onboard the Healthier Dining Programme (HDP) in Aurora system: 
 

a. A new CorpPass account if the business entity does not have an account. 
 

b. A new CorpPass eService such as “HDP e-Service”. 
 

c. CorpPass User Roles: 
 

i. Authorized Representative 
A BE user will have to subscribe to the above eService as well as be assigned the “BE 
(Authorized Rep)” user role in CorpPass system, in order to enrol the company into 
the HCS / HDP programme. 
 
This role will create user accounts with the relevant user roles in CorpPass system for 
the BE’s staff based on the relevant UEN, so that they can log into Aurora system to 
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manage the respective programme’s applications for the same UEN. Note that it is 
possible for a BE staff user to have both HCS & HDP user roles in CorpPass & Aurora 
system. 

 
ii. Staff for HDP 

If a BE (Staff) user has joined a new company, then the new company’s Authorized 
Rep user will have to update this BE (Staff) user’s user account in CorpPass system 
with the new company’s UEN. The next time he / she logs into Aurora system via 
CorpPass system, user authentication & authorisation will be based on the updated 
UEN and the user should not be able to see any existing HCS and / or HDP application 
data that belongs to the previous BE that he / she worked for. 

 
Brands Assignment 
In order to cater for cases whereby a BE has more than 1 brand under its holding, the following 
additional parameter field, Brand Name(s) configuration will be required in CorpPass system, for 
HDP programme: 
 

1. The BE (Authorized Rep) has to specify 1 or more brand names for each BE (Staff for 
HDP) user in the Brand Name(s) field, during user account creation in CorpPass. 
 

2. The “Brand Name” values are free-text, comma-separated and must match exactly (but 
non-case sensitive) with the brand name that is created under the same BE / Brand UEN 
using the HDP Brand Management module in Aurora system (e.g. Swensen’s, Curry 
Times). 
 

3. During each staff user login via CorpPass, if the brands in the Brand Name(s) field returned 
by CorpPass system matches the brands created in Aurora system, that staff user will be 
granted access only to all HDP applications data pertaining to the corresponding matched 
brand(s). 
 

4. The BE (Authorized Rep) will be granted access to all brands that are created under the 
UEN that he / she specified during user login, i.e. Aurora system will not check the Brand 
Name(s) field if the user logging in has a BE (Authorized Rep) user role in CorpPass 
system. 
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2.0 HDP Programme Enrolment 
 
After the BE (Authorized Rep) has completed the setup in CorpPass system, he / she can log into 
Aurora system (https://healthier-choice.hpb.gov.sg) using CorpPass. 
 

 
 
After clicking on the ‘’LOGIN WITH SINGPASS’ button, the page will be redirected to the 
SingPass Login Page (see below screenshot) for user to login using either the SingPass app or 
Password login. 
 

https://healthier-choice.hpb.gov.sg/
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Once CorpPass system has successfully authenticated the user, Aurora system will allow user 
access based on the user role assigned in CorpPass system. 
 
If the current user is not assigned the above user role (i.e. as BE legal representative), the system 
will display a message to inform the user that HCS / HDP Programme enrollment can only be 
done by a legally authorized person from the BE. 
 

2.1 Enrolling for HDP Programme  
 
Below are the business rules for the HCS / HDP programme enrolment: 
 
a) Only a BE (Authorized Rep) user can select the programme(s) to enrol for. 

 
b) BE (Authorized Rep) user is not able to enrol for both programmes at the same time. He / 

she has to complete enrolment of a programme before he / she can proceed to enrol for 
the other. 
 

c) BE (Authorized Rep) user needs to agree to the Terms & Conditions clause before he / 
she is able to proceed with the current programme enrolment.  

 
d) BE (Authorized Rep) user can download a copy of the Terms & Conditions by clicking on 

the respective link embedded in the T&Cs clause (see below sample screenshot). 
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e) Upon successful programme enrolment, the BE (Authorized Rep) user should see the 
Enrolment Date for the respective enrolled programme(s) (see below sample screenshot). 
 

 
 

2.2 Company and User Profiles Setup 
 

Select all the checkboxes 
and click on ‘START 
APPLICATION’ to accept 
the T&C to proceed next. 

4 



  
               

Doc Version 1.1  Page 10 of 81 

2.2.1 Authorized Representative 
 
To enrol in the programme successfully, BE (Authorized Rep) is required to setup the 
Company Profile and User Profile in Aurora system. 
 

 
 
BE (Authorized Rep) user can either manually enter company details or get the company 
details from ACRA (if the BE is a local ACRA-registered company), to auto-populate the 
BE’s information to the corresponding data fields under the Company Profile section. All 
data fields, except UEN is editable in Aurora system.  Note that any updated company 
details will only be saved in the Aurora system and will not be saved to / synchronised with 
ACRA / EDH. 
 
Only the BE (Authorized Rep) users can update Company Profile details from ACRA / EDH. 

 
The system also caters for programme enrolment by foreign companies. These foreign 
companies are also required to register to CorpPass in order to access Aurora. These 
companies however may not be registered in ACRA with a UEN (i.e. it will not have an 
ACRA record in EDH).  In such cases, an error response of “Could not find company info 
from ACRA system” will be returned when pressing on “GET MY COMPANY 
INFORMATION FROM ACRA” button. 
 
For the User Profile section, the BE (Authorised Rep) user will have to fill in the following 
data fields: 
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The “VERIFY EMAIL” button will trigger an email with a One-Time Password (OTP). This 
OTP will be sent to the specified email address to validate that this email address is valid 
and correctly entered. 
 

 
 
Upon receiving the OTP, the BE user must enter the OTP in the User Profile page to confirm 
his / her email address.  A new OTP can be requested after 2 mins from the last OTP 
requested.  Click on “ENROL” button to enrol in Aurora.  The BE user is successfully 
enrolled only if all data fields have passed data input validation and the OTP is valid. 

 

Once a valid email is entered, the 
‘VERIFY EMAIL’ button will be 
enabled. Click on it and below prompt 
will pop out. 
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2.2.2 Staff for HDP 
 
After the BE (Authorised Rep) has successfully enrolled, the BE (Staff) can then log in to 
Aurora system.  Once successfully logged in, he/she will be redirected to the Company 
Profile and User Profile page (see below screen) which he/she needs to update his/her own 
user profile before proceeding further.  (Refer to previous section on setting up user profile) 
 

 
 

2.2.3 Updating Profiles 
 
After setting up the company and user profiles, BE user can update them via the ‘My 
Account’ function as shown below. 
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After clicking on ‘My Account’, the below screen will load with the profile details. 
 

 
 

Click on the person icon 
then click on ‘My Account’. 

Click this to 
update the profile. 
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As only BE (Authorised Rep) is allowed to update the company profile, only BE 
(Authorised Rep) will see the above form to allow them to update.  BE (Staff) will only see 
the details displayed and is only allowed to update their own user profile as shown below. 

 

 
 
(Refer to previous section on updating user profile) 
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3.0 Onboarding Brands and Outlets 
 
Brand Management is only applicable for HDP BE. HDP BE is able to add new brands under 
their holding company (UEN). This is to allow BE to apply for HDP certification for dishes that 
are under the specific brand. 

 

3.1 BE Staff Users 
 
For HDP programme, if no or incorrect brands are assigned to a BE (Staff for HDP) user in 
CorpPass system, he / she can still log into Aurora system but will be shown an empty list in 
the ‘Manage Brands’ page, with a system message such as “No brand has been assigned to 
you, please contact your BE Authorised Rep”. He / She will also have no access to any of the 
BE’s HDP applications information under ‘Manage HDP Application’. 
 
Refer to the above section for more details on assigning brands in CorpPass. 
 

3.2 Manage Brands 
 
Manage Brands function is accessible under the Application tab.  It provides functionality to 
add, view, edit & activate/deactivate the brands under a company in the Aurora system and 
also manage outlets tied to the specific brand. 
 

 
 

3.2.1 Add Brand 
 

 
 
Only BE Authorised Rep can add brand once company profile is created.  To add a new 
brand, click on the ‘ADD BRAND’ button as shown in the above screen.  An empty form 
will be displayed as shown below. 
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After the Brands are added, BE Staff can also manage Brands assigned under their 
account. 
 

3.2.2 View / Deactivate Brand 
 

 
 

Click in here 
to choose the 
logo to upload 
for this brand. 

Click on ‘SAVE’ button to add this brand and details will 
be reflected in the view page.  Click on ‘CANCEL’ 
button to abort and return to the ‘Manage Brands’ page.   
 

To view the brand details, click on this. The next screen with 
the selected brand details will be displayed as shown below. 
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(a) When the brand status is ‘ACTIVE’, click 
on the ‘DEACTIVATE’ button to 
deactivate it.  A prompt as shown below 
will pop out to ask for confirmation to 
proceed.  Click ‘DEACTIVATE’ to 
proceed or ‘CANCEL’ to close the 
prompt. 
 
After clicking ‘DEACTIVATE’, the followings will happen: 

• The brand status will change to ‘INACTIVE’ 

• There is no activate icon as brand cannot be re-activated 

• The pencil icon will disappear 

• BE users will not be able to submit HDP application for this brand 

• All the outlets under this brand will be deactivated too   
 

 

Current 
status of 
this brand. 

Click this to edit 
the details of this 
brand only when 
the status is 
‘ACTIVE’. 

(a) 

(b) 

(c) 
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(b) Click on the back arrow icon to return to the ‘Manage Brands’ page. 
 

(c) Refer to below section on Manage Outlets for more details. 
 

3.2.3 Edit Brand 
 
To edit the brand, click on the pencil icon as mentioned in the previous section.  A form will 
be displayed with the details as shown below.  All the fields are editable. 
 

 

 

 

Click here to upload 
another logo to replace 
the existing logo. 

Click on ‘SAVE’ button to save and changes will be 
reflected in the view page.  Click on ‘CANCEL’ button 
to abort all the changes and return to the view page.   
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3.2.4 Search Brands 
 
When there is no keyword provided in the search box, clicking the ‘SEARCH’ button will 
return all the brands created under the company as shown in the below screen. 
 

 
 
When there is a keyword provided in the search box, clicking the ‘SEARCH’ button will 
return the brands with name containing the keyword as shown in the below screen. 
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3.3 Manage Outlets  
 

After a brand is added, BE Staff / Authorised Rep is required to provide outlets information 
under that brand. Manage Outlet section is accessible under the Brand Information.  It 
provides functionality to add, edit & deactivate the outlets under a brand. 
 

 
 

3.3.1 Add Outlet 
 

  
 
To add a new outlet, click on the ‘ADD OUTLET’ button as shown in the above screen.  
An empty form will be displayed as shown below. 
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3.3.2 View / Deactivate Outlet 
 

 
 

(a) Current status of the outlet. 
 

(b) Click on the pencil icon to edit the outlet details only when its status is ‘ACTIVE’. 
 

(c) When the outlet status is ‘ACTIVE’, 
click on the ‘X’ icon button to 
deactivate it.  A prompt as shown here 
will pop out to ask for confirmation to 
proceed.  Click ‘DEACTIVATE’ to 
proceed or ‘CANCEL’ to close the 
prompt.   
 
 

 
 
After clicking ‘DEACTIVATE’, the followings will happen: 

• The outlet status will change to ‘INACTIVE’ 

• There is no activate icon as outlet cannot be re-activated 

• The pencil icon will disappear 

(a) 

(b) (c) 

Click on ‘SAVE’ button to add this outlet and 
details will be reflected under ‘Manage Outlet’.  
Click on ‘CANCEL’ button to abort and return to 
the ‘Brand Information’ page.   
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• BE users will not be able to add this outlet to their HDP application under that 
brand 

 

3.3.3 Edit Outlet 
 
To edit the outlet, click on the pencil icon as mentioned in the previous section.  A form will 
be displayed with the details as shown below.  All the fields are editable. 
 

 
 

3.3.4 Search Outlets 
 
When there is no keyword provided in the search box, clicking the ‘SEARCH’ button will 
return all the outlets created under the brand as shown in the below screen. 
 

 
 
When there is a keyword provided in the search box, clicking the ‘SEARCH’ button will 
return the outlets with name/address/address type containing the keyword as shown in 
the below screen. 
 

Click on ‘SAVE’ button to save and changes 
will be reflected under ‘Manage Outlet’.   
 
Click on ‘CANCEL’ button to abort and 
return to the ‘Brand Information’ page.   
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4.0 Manage Applications 
 
Manage Applications function is accessible under the Application tab.  It provides functionality 
to submit, search and amend HDP applications. 
 

 
 

4.1 Search 
 
There are 2 types of searches: Basic and Advance.  For Advance Search, click on the 
‘ADVANCE SEARCH’ as shown in the above screen and the additional search options will 
show like the below screen. 
 

 
 
When there is no search option selected / specified, clicking the ‘SEARCH’ button will return 
all the applications created for the company as shown in the below screen.  This is for BE 
Authorised Rep only.  BE Staff will only be able to see applications created for the brands 
under them. 
 

Click to close the advance search options. 
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When there are search options selected / specified, clicking the ‘SEARCH’ button will return 
the applications with values matching the search options as shown in the below screen. 
 

 
 
The search results list all the applications summary, including the menu items under them, 
which HPB staff are being assigned to as shown in the below screen.  

 
 

4.1.1 Sort Applications 
 
All the columns are sortable by clicking on the column heading.  The sorting order will be 
ascending on first click (up arrow) and descending on second click (down arrow).  E.g., the 

Sorted by applications which 
require most attention. 

Click to view the application details 
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below screen shows that the applications are sorted by the ‘APPLICATION STATUS’ 
column in ascending order. 
    

 
 
 

4.1.2 Application Status 
 
Throughout the application process, the application can go through different status.  
Application status column reflects the current status of the application. 
 

 
 
Below is the general flow of the application status 
 

 
BE submitted a new application for HPB to review 

  

 
HDP PV reviews the application details 
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Pending HDP Officer to accept the License Agreement 

  

 
BE to accept the License Agreement 

  

 
BE to submit artwork for HPB to review 

  

 
HDP Officer to accept the artwork 

  

 
HDP Office accepted the artwork so application is completed 

 
Other application status 

  
PV request BE to make amendments to application 

 
PV assigns NSP to do Nutrient Analysis  

 
PV assigns Lab to do Lab Analysis 

 
BE/PV withdraws the application 

 
PV rejected the application 

 
BE discontinued all the menu items in the application 

 
 

4.1.3 Assigned To 
 
After the application has been assigned to a HDP Programme Vendor (PV), the name of 
the HDP PV will be listed in the ‘Assigned To’ label.  After HDP Officer is assigned to the 
application, the name of the HDP Officer will be appended to the ‘Assigned To’ label as 
shown below.  The format is “Assigned To: PV’s name, HDP Officer’s name”. 
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4.1.4 Menu Items List 
 
To view the list of menu items of the application, click on the down arrow as shown below.   
 

 
 
 
 

 

4.2 Notifications 
 
When applications are approved, rejected, required to amend & etc, email and system 
notifications will be sent to BE.  There are 2 types of notification, namely the Comments 
notification and System notification. 
 

 
 
Comments notification is when there is a new comment to the application.  E.g. HDP 
Programme Vendor (PV) added a comment to the application to request BE to make 
amendments. 
 

 
 
Click on ‘VIEW COMMENTS’ to view the comments of that application as shown in the below 
screen.  Click on ‘VIEW ALL’ to view all the notifications as shown below – View all 
notifications. 

Click on the menu item to see the list of menu 
items in this application. Click again to close. 

For Buffet, Event Caterer and Institutional 
Caterer (free-flow), there is no menu item. 

Click to view 10 most 
recent Comments 
notifications. 

Click to view 10 most recent 
System notifications 

The number refers 
to the number of 
unread notifications. Click to mark 

all comments 
as READ. 
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System notification is when application is approved, rejected or withdrawn by PV & etc. 
 

 
 
Click on ‘VIEW APPLICATIONS’ to view the application as shown in the below screen.  Click 
on ‘VIEW ALL’ to view all the notifications as shown below – View all notifications. 
 

 
 
View all notifications 

The number 
refers to the 
number of 
unread 
notifications. 

This 
notification 
has been 
READ. 

Click to mark 
all notifications 
as READ. 
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This page will show all the notifications with tabs to view all, view only system notifications or 
view only comments notifications. 
 

 
 
 

4.3 Comments 
 
Comments allows BE to communicate with HPB or Service Providers with regards to the 
application. 
 

 
 
 

 
 
To reply or clarify on the comments from HPB, enter them under ‘Add comments’, upload 
any file if needs and click on ‘SEND’.  Alternatively, click on the application number to view 
the application details.  The comments can also be accessed by clicking on ‘VIEW ALL 
COMMENTS’ as shown below. 
 

Click to view all comments for 
this application. 
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Scroll to the bottom of the application and comments can be added here too as shown below. 
 

 
 
 

4.4 View All History 
 
To view all the history of an application, click on the application number at the ‘Manage 
Applications’ page to view its details. 
 

 
 
Click on ‘VIEW ALL HISTORY’ button. 
 

 
 
Next screen will load with all the history of this application from when it was submitted till now.  
There is also a search function to filter the history based on an action / user role / a date range. 
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4.5 Add New Application 
 

 
 
BE Authorised Rep can create application for all the brands in the company whilst BE Staff 
can only create application for brands assigned to them.  After clicking ‘ADD NEW 
APPLICATION’, the below screen will load. 
 

Click this to create 
new application 



  
               

Doc Version 0.2  Page 34 of 81 

 
 
There are 13 types of F&B setting and depending on the type, the HDP application process 
can be either 3-stages or 5-stages.  And the endorsement options and the qualifying criteria 
might vary too. 
 

Type of F&B settings 

1. Buffet 
2. Event Caterer 
3. Institutional Caterer (Free-flow) 

1. Bakery 
2. Brand Chain 
3. Café 
4. Dessert 
5. F&B on Digital Platform(s) 
6. Food Court 
7. Institutional Caterer (Stall Concept) 
8. Kiosk 
9. Quick Service Restaurant/Fast Food 
10. Restaurant 

 

3-Stage Application Process 5-Stage Application Process 

1. Application details 
2. Agreement & Publicity 
3. Healthier Menus / Artwork 

 

1. Application details 
2. Reports 
3. Approved Menu Item 
4. Agreement & Publicity 
5. Healthier Menus / Artwork 

 

 

  

Please read the HDP guidelines 
before proceeding further. 
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5.0 Applying a 3-stages Application 
 
There will be 3 stages of application process which the following F&B settings will need to go 
through. 
 

1. Buffet 
2. Event Caterer 
3. Institutional Caterer (Free-flow) 

   
Refer to previous section ‘Add New Application’ on how to get to the below screen. 
 

 
 
 

5.1 Application Details 
 
Upon clicking ‘CREATE NEW APPLICATION’, the ‘NEW APPLICATION’ page will load with 
‘APPLICATION DETAILS’ tab (Page 1 / 2) as shown in the below screen.   
 

Selecting different F&B 
setting will have different 
qualifying criteria displayed. 

Click on this to continue 
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Below screen shows the current user details retrieved from and can be updated at the User 
Profile page by clicking the link. 
 

 
 
Specify if the DINNING CONCEPT is Halal or Non-Halal and also the type of Product 
Offering. 

 
 

Select the brand for this 
application. BE Authorised Rep will 
see all the brands while BE Staff 
will only see the brands assigned. 
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If there is no Brand specified in the above COMPANY PROFILE section, LIST OF OUTLETS 
section will display the message as shown in the below screen.  Note that F&B setting, 
Event Caterer does not have this section. 
 

 
 
Once the Brand is specified, the list of outlets under that brand will be listed in the dropdown 
list as shown in the below screen.  Choosing any outlet, the address of the outlet will be 
displayed accordingly. 
 

 

 
 
After adding new outlet, the ‘ADD OUTLET’ button will disappear if there is no more outlet 
under the brand can be added.  Refer to the above ‘Manage Outlets’ section for more details 
on how to add outlets to a brand. 
 

 
Fill in the above section with numbers only. 
 
For the Healthier Oils section, please list all the oils used and upload the image files of the 
Nutrition Information Panel (NIP) and/or HCS logo as shown in below screen. 
 

Click on ‘ADD OUTLET’ button to add 
more outlets to this application. A new 
row of outlet selection will be displayed. 

Click on the ‘X’ to 
remove this outlet. 
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After saving as DRAFT, the application status will be reflected as ‘DRAFT’ under the 
‘Manage Applications’ page.  BE can continue filling up the application by clicking on the 
application number.  A ‘DELETE DRAFT’ button will also appear to allow BE to delete this 
DRAFT version as shown in below screen. 
 

Click in the above box to upload the file. 
Once uploaded, it will appear as shown 
in the below screen. 

Click on the down arrow, the uploaded file 
will be downloaded to the download folder. 
 
Click on the ‘X’ icon, a prompt as shown 
here will pop out to ask for confirmation to 
delete the uploaded file. 
 
Click ‘CONFIRM’ to proceed or ‘CANCEL’ 
to close the prompt. 
 
 

Click on ‘SAVE AS DRAFT’ to save the 
application as DRAFT version first and 
complete later on. 

Click this to save page 
1 of the application and 
proceed to next page. 
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After clicking on ‘SAVE AND NEXT PAGE’, page 2 of the Application Details is loaded as 
shown below. 
  

 

 
 

 
 
 
 
 

Click on the ‘DELETE DRAFT’ 
button, a prompt as shown here 
will pop out to ask for confirmation 
to delete this DRAFT version. 
 
Click ‘DELETE’ to proceed or 
‘CANCEL’ to close the prompt. 
 

Click in the above box to upload the 
file. Once uploaded, it will appear 
as shown in the below screen. 
 

Click on the ‘X’ to 
remove this menu. 

Click on ‘ADD HEALTHIER 
MENU’ button to add more menus. 
A new menu will be displayed. 
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Note that only F&B setting, Buffet has this above MEAT AND ALTERNATIVES section. 
 

 
 
Check the boxes in the above and also below 2 sections to verify that all of them are 
complied with the qualifying criteria accordingly. 
 

 

 
 

Click in the above box to upload the 
file. Once uploaded, it will appear 
as shown in the below screen. 
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If ‘Premixed’ is selected, the above form with 3 fields will show. 
 

 
 
If ‘Self Made’ is selected, the above form with 5 fields will show. 
 

 
 
 
 

Click this to 
remove this staple. 

Click on ‘ADD NEW STAPLE’ 
button to add more staple. A new 
staple will be displayed. 
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Check the boxes in the above 2 sections to verify that all of them are complied with the 
qualifying criteria accordingly.  Note that only F&B setting, Buffet does not have these 2 
sections. 
 

 
 
Note that only F&B setting, Event Caterer does not have this section. 
 

Click this to return 
to previous page. 

Click this to save 
and proceed to 
next step. 

Click this to 
save changes 
for this page. 



  
               

Doc Version 0.2  Page 43 of 81 

 
 
 
After clicking on ‘SAVE AND PREVIEW’, the preview of page 1 of the application will load as 
shown in the below screen.  Check to ensure all the details are correct before proceeding to 
next page.  
 

 

Click this to remove 
this beverage. 

Click on ‘ADD NEW BEVERAGE’ 
button to add more beverage. A 
new beverage will be displayed. 

Click this to make 
amendment. 
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After clicking on the ‘>’, preview of page 2 of the application will load as shown in the below 
screen.  Check to ensure all the details are correct before submitting to HPB. 
 

 

Click this to proceed 
to next page. 

Click this to make 
amendment. 
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After submitted to HPB, the application status will change to ‘NEW’ as shown below.  The 
new application number generated will also be displayed. 
 

 
 

 

Click this to return 
to previous page. 

Click on the ‘SUBMIT TO HPB’ button, a 
prompt as shown here will pop out to ask 
for confirmation. 
 
Click ‘CONFIRM’ to proceed or ‘CANCEL’ 
to close the prompt. 
 

No pencil icon to make changes 
after submitted to HPB. 
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When a HPB Staff assigned the application to himself, the application status will change to 
‘HPB REVIEW’ as shown below.  The user ID of the HPB Staff will also be displayed. 
 

 
 
Email notifications will be sent when the followings happen: 

• HPB requests for amendments to the application. 

• HPB withdraws the application. 

• HPB accepted the license agreement and is pending for BE acceptance.  
 
 
Amendments to application 
When HPB reviewed the application details and requested BE to amend the details, the 
application status will change to ‘TO AMEND’.  BE Authorised Rep and Staff will be able to 
amend the application. 
 

 
 
 

 
 
If there is a need to reply or clarify on the comments from HPB, enter them under ‘Add 
comments’, upload any file if needs and click on ‘SEND’.  Alternatively, click on the 
application number to view the application details.  The comments can also be accessed by 
clicking on ‘VIEW ALL COMMENTS’ as shown below. 
 

 

Click to check if HPB left any 
comments for this application. 
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After making the amendments, click on ‘SUBMIT TO HPB’ again for HPB to review. 
 

 
 

 
 

 
 
The application status will change to ‘WITHDRAWN’ and the withdraw reason will be 
displayed in the application summary at the application information page. 
 
 
Withdrawn by PV 
If you want to withdraw your application after you have submitted to HPB, please inform the 
assigned PV to your application.  You can do so by using the comments channel.  PV will 
withdraw the application at their end and also provide the reason for withdrawal. 
 

 
 

 
 
 

5.2 Agreement & Publicity 
 

To withdraw the application, click on 
the ‘WITHDRAW APPLICATION’ 
button, a prompt as shown here will 
pop out to ask for the reason and 
confirmation. 
 
Enter the reason and click 
‘CONFIRM’ to proceed or ‘CANCEL’ 
to close the prompt. 

Click on the application number of 
the application withdrawn by HPB to 
view the reason. 
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After HPB has accepted the License Agreement, email notification will be sent to inform BE 
to accept the agreement too.  Either BE Authorised Rep or Staff can accept the agreement.  
The application status will change to ‘ACCEPT AGREEMENT’. 
 

 
 
At the ‘Manage Application’ page, click on the application number to view the application.  
The page will load with the ‘AGREEMENT & PUBLICITY’ tab and ‘AGREEMENT’ subtab as 
shown in the above screen.  
 

 
 
Under the LICENSE AGREEMENT section, read through the agreement all the way to the 
end and check on the checkbox, the ‘ACCEPT AGREEMENT’ button will enable.  A copy of 
the License Agreement can be downloaded from the link as shown in the above screen. 
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Once the agreement has been accepted, the ‘PUBLICITY’ subtab will load for BE to 
download the logos assigned by HPB to use for their artwork for this application and the 
application status will change to ‘PENDING ARTWORK’. 
 

 

To accept the agreement, click 
on ‘ACCEPT AGREEMENT’, a 
prompt as shown here will pop 
out to ask for confirmation. 
 
Click ‘CONFIRM’ to accept or 
‘CANCEL’ to close the prompt. 

Check on ‘Select All’ to 
download all the logos 
together. 
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As shown in the above screen if ‘No’ is selected, additional fields will appear and are 
required to fill up before proceeding.   
 

 
 

 
 
For F&B setting, Event Caterer, there is an additional HDP CERTIFICATION section.  BE will 
need to download the HDP certification file uploaded by PV and complete the Publicity Plan 
as shown in the below screen. 
 

Click on ‘PROCEED TO 
ARTWORK’, a prompt as 
shown here will pop out to ask 
for confirmation. 
 
Click ‘CONFIRM’ to proceed or 
‘CANCEL’ to close the prompt. 

Download the 
Publicity Plan to read. 

Click on ‘SAVE’ to 
save the changes first 
and continue later. 
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If there is no assigned logo to download then there is no need to submit artwork for HPB to 
review. Click on ‘SUBMIT TO HPB’ to complete the application.  Refer to next stage, 
Exceptional Case. 
 
 

5.3 Healthier Menus / Artwork 
 
After confirming to ‘PROCEED TO ARTWORK’, the ‘HEALTHIER MENUS / ARTWORK’ tab 
will load as shown in the below screen. 
 

 
 

Download the CI 
GUIDELINES for reference. 
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After submitting the artwork to HPB, the application status will change to ‘HPB REVIEW’.  
Once HPB has reviewed, email notification will be sent when the following happens: 

• HPB requests for amendments to the artwork. 

• HPB rejected the artwork. 

• HPB accepted the artwork.  
 
 
Exceptional Case 
For F&B setting, Event Caterer, there is no need to submit artwork if there is no assigned 
logo.  Hence, after clicking on ‘SUBMIT TO HPB’, the application is completed.  The 
application status will change to ‘COMPLETED’. 
 

 
  
 
 

 

Click in the above box to upload the 
file. Once uploaded, it will appear in 
the ARTWORK FILES section and 
the ‘SUBMIT TO HPB’ button will 
be enabled. 
 

Click on ‘SUBMIT TO HPB’, a 
prompt as shown here will pop 
out to ask for confirmation. 
 
Click ‘CONFIRM’ to proceed or 
‘CANCEL’ to close the prompt. 
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Amendments to Artwork 
When HPB reviewed the artwork and requested BE to amend the details, the application 
status will change to ‘TO AMEND’.  BE Authorised Rep and Staff will be notified via email to 
amend and submit the artwork again. 
 

 
 

 
Make the amendments based on the comment file and upload the artwork again.  The 
previous artwork files can still be accessible under ‘Previous files’.  Once ready, click on 
‘SUBMIT TO HPB’ again for HPB to review.  The application status will change to ‘HPB 
REVIEW’ again. 
 
 
Rejected Artwork 
HPB can also reject the artwork by rejecting the application.  Once HPB has rejected the 
application, the application status will change to ‘REJECTED’.  BE Authorised Rep and Staff 
will be notified via email. 

Mouse over the comment file 
and click on the down arrow to 
download the file.  
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Accepted Artwork 
Once HPB has reviewed and accepted the artwork, the application status will change to 
‘COMPLETED’.  BE Authorised Rep and Staff will be notified via email and they can proceed 
to download the approved artwork for printing. 
 

 
 

 

  

Click on the application number of the 
application rejected by HPB to view the reason. 

Click to download the file. 
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6.0 Applying a 5-stages Application 
 
There will be 5 stages of application process which the following F&B settings will need to go 
through. 
 

1. Bakery 
2. Brand Chain 
3. Café 
4. Dessert 
5. F&B on Digital Platform(s) 
6. Food Court 
7. Institutional Caterer (Stall Concept) 
8. Kiosk 
9. Quick Service Restaurant/Fast Food 
10. Restaurant 

   
Refer to previous section ‘Add New Application’ on how to get to the below screen. 
 

 
 

6.1 Application details 
 
Upon clicking ‘CREATE NEW APPLICATION’, the ‘NEW APPLICATION’ page will load with 
‘APPLICATION DETAILS’ tab as shown in the below screen. 
 

Click on this to continue 

Selecting different F&B setting will have 
different qualifying criteria displayed. 
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Below screen shows the current user details retrieved from and can be updated at the User 
Profile page by clicking the link. 
 

 
 
Specify if the DINNING CONCEPT is Halal or Non-Halal, the Target Segment, the Type of 
cuisine and also the Price Range as shown in the below screen. 
 

Select the brand for this 
application. BE Authorised Rep will 
see all the brands while BE Staff 
will only see the brands assigned. 
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If there is no Brand specified in the above COMPANY PROFILE section, LIST OF OUTLETS 
section will display the message as shown in the below screen.  Note that F&B setting, F&B 
on Digital Platform(s) does not have this section. 
 

 
 
Once the Brand is specified, the list of outlets under that brand will be listed in the dropdown 
list as shown in the below screen.  Choosing any outlet, the address of the outlet will be 
displayed accordingly. 
 

 

 
 
After adding new outlet, the ‘ADD OUTLET’ button will disappear if there is no more outlet 
under the brand can be added.  Refer to the above ‘Manage Outlets’ section for more details 
on how to add outlets to a brand. 
 

Click on ‘ADD OUTLET’ button to add 
more outlets to this application. A new 
row of outlet selection will be displayed. 

Click on the ‘X’ to 
remove this outlet. 
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Specify if there are any existing lab reports done for the menu items.  As shown in the below 
screen if ‘Yes’ is selected, please upload the lab reports before proceeding.  Note that only 
F&B settings, Bakery and Dessert have this section.  And also Brand Chain, Café, Food 
Court and Kiosk with Healthier Beverage only endorsement. 
 

 

 
 

 
 
 
For the Healthier Oils section, please list all the oils used and upload the image files of the 
Nutrition Information Panel (NIP) and/or HCS logo as shown in below screen.  Note that F&B 
settings, Bakery and Food Court do not have this section. 
 

 

Click in the above box to upload the file. 
Once uploaded, it will appear as shown 
in the below screen. 

Click on the down arrow, the uploaded file 
will be downloaded to the download folder. 
 
Click on the ‘X’ icon, a prompt as shown 
here will pop out to ask for confirmation to 
delete the uploaded file. 
 
Click ‘CONFIRM’ to proceed or ‘CANCEL’ 
to close the prompt. 
 
 

Click in the above box to upload the file. 
Once uploaded, it will appear as shown 
in the below screen. 
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After saving as DRAFT, the application status will be reflected as ‘DRAFT’ under the 
‘Manage Applications’ page.  BE can continue filling up the application by clicking on the 
application number.  A ‘DELETE DRAFT’ button will also appear to allow BE to delete this 
DRAFT version as shown in below screen. 
 

 
 

 
 
 
After clicking on ‘SAVE AND PREVIEW’, the preview of the application will load as shown in 
the below screen.  Check to ensure all the details are correct before proceeding to submit to 
HPB.  
 

Click on the down arrow, the uploaded file 
will be downloaded to the download folder. 
 
Click on the ‘X’ icon, a prompt as shown 
here will pop out to ask for confirmation to 
delete the uploaded file. 
 
Click ‘CONFIRM’ to proceed or ‘CANCEL’ 
to close the prompt. 
 
 

Click on ‘SAVE AS DRAFT’ to save the 
application as DRAFT version first and 
complete later on. 

Click this to save and 
proceed to next step. 

Click on the ‘DELETE DRAFT’ 
button, a prompt as shown here 
will pop out to ask for confirmation 
to delete this DRAFT version. 
 
Click ‘DELETE’ to proceed or 
‘CANCEL’ to close the prompt. 
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Click this to make 
amendment. 
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After submitted to HPB, the application status will change to ‘NEW’ as shown below.  The 
new application number generated will also be displayed. 
 

 
 

Click on the ‘SUBMIT TO HPB’ button, a 
prompt as shown here will pop out to ask 
for confirmation. 
 
Click ‘CONFIRM’ to proceed or ‘CANCEL’ 
to close the prompt. 
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When a HPB Staff assigned the application to himself, the application status will change to 
‘HPB REVIEW’ as shown below.  The user ID of the HPB Staff will also be displayed. 
 

 
 
Email notifications will be sent when the followings happen: 

• HPB requests for amendments to the application. 

• HPB withdraws the application. 

• HPB accepted the license agreement and is pending for BE acceptance.  
 
 
Amendments to application 
When HPB reviewed the application details and requested BE to amend the details, the 
application status will change to ‘TO AMEND’.  BE Authorised Rep and Staff will be able to 
amend the application. 
 

 
 
 

 

No pencil icon to make changes 
after submitted to HPB. 

Click to check if HPB left any 
comments for this application. 
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If there is a need to reply or clarify on the comments from HPB, enter them under ‘Add 
comments’, upload any file if needs and click on ‘SEND’.  Alternatively, click on the 
application number to view the application details.  The comments can also be accessed by 
clicking on ‘VIEW ALL COMMENTS’ as shown below. 
 

 
 
After making the amendments, click on ‘SUBMIT TO HPB’ again for HPB to review. 
 

 
 

 
 

 
 
The application status will change to ‘WITHDRAWN’ and the withdraw reason will be 
displayed in the application summary at the application information page. 
 
 
Withdrawn by PV 
PV can also withdraw the application and they will also require to provide the reason for 
withdrawal. 
 

 
 

To withdraw the application, click on 
the ‘WITHDRAW APPLICATION’ 
button, a prompt as shown here will 
pop out to ask for the reason and 
confirmation. 
 
Enter the reason and click 
‘CONFIRM’ to proceed or ‘CANCEL’ 

to close the prompt. 

Click on the application number of 
the application withdrawn by HPB to 
view the reason. 
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6.2 Reports 
 
After the nutrient analysis has been reviewed and HPB has accepted the License 
Agreement, email notification will be sent to inform BE to accept the agreement too.  The 
application status will change to ‘ACCEPT AGREEMENT’. 
 

 
 
At the ‘Manage Application’ page, click on the application number to view the application.  
The page will load with the ‘REPORTS’ tab first for BE to acknowledge as shown in the 
above screen.  
 

 
 
Under the ‘Reports’ tab, there may be one or more menu items added.  Click on each menu 
item name to view its nutritional report before acknowledging as shown below. 
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Click on the page numbers to view more columns of the ingredient list or mouse over the 
attachment (if any) to download the file as shown below. 
 

 
 
The Nutrition Assessment section indicates if the menu item pass or fail the assessment.  If 
the menu item has failed, please download and refer to the HDP Nutrient Guidelines for 
more details. 
 

 
 

Click on the page number or ‘>’ to view more columns. 

Menu item 
has Passed or 
Failed the 
assessment. 

Click on this after viewing all the menu items 
report to acknowledge and more to next tab. 
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6.3 Approved Menu Item 
 
After acknowledged the ‘REPORTS’ tab, the ‘APPROVED MENU ITEM’ tab will load next 
with a detailed categorisation of each menu item as shown below.  Review the list before 
acknowledging and proceeding to next tab. 
 

 
 
 

6.4 Agreement & Publicity 
 

 
 
After acknowledged the ‘APPROVED MENU ITEM’ tab, the ‘AGREEMENT & PUBLICITY’ 
tab and ‘AGREEMENT’ subtab will load next for BE to accept the agreement.  Either BE 
Authorised Rep or Staff can accept the agreement. 
 

Click on the page number or ‘>’ to view more columns. 

Click on this after reviewing the list to 
acknowledge and more to next tab. 
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Under the LICENSE AGREEMENT section, read through the agreement all the way to the 
end and check on the checkbox, the ‘ACCEPT AGREEMENT’ button will enable.  A copy of 
the License Agreement can be downloaded from the link as shown in the above screen. 
 

 
 

 
 
Once the agreement has been accepted, the ‘PUBLICITY’ subtab will load for BE to 
download the logos assigned by HPB to use for their artwork for this application and the 
application status will change to ‘PENDING ARTWORK’. 

To accept the agreement, click 
on ‘ACCEPT AGREEMENT’, a 
prompt as shown here will pop 
out to ask for confirmation. 
 
Click ‘CONFIRM’ to accept or 
‘CANCEL’ to close the prompt. 
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As shown in the above screen if ‘No’ is selected, additional fields will appear and are 
required to fill up before proceeding.   
 

Check on ‘Select All’ to 
download all the logos 
together. 

Download the 
Publicity Plan to read. 
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6.5 Healthier Menus / Artwork 
 
After confirming to ‘PROCEED TO ARTWORK’, the ‘HEALTHIER MENUS / ARTWORK’ tab 
will load as shown in the below screen. 
  

 
 

Click on ‘PROCEED TO 
ARTWORK’, a prompt as 
shown here will pop out to ask 
for confirmation. 
 
Click ‘CONFIRM’ to proceed or 
‘CANCEL’ to close the prompt. 

Click on ‘SAVE’ to 
save the changes first 
and continue later. 

Download the CI 
GUIDELINES for reference. 
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After submitting the artwork to HPB, the application status will change to ‘HPB REVIEW’.  
Once HPB has reviewed, email notification will be sent when the following happens: 

• HPB requests for amendments to the artwork. 

• HPB rejected the artwork. 

• HPB accepted the artwork.  
 
 
Amendments to Artwork 
When HPB reviewed the artwork and requested BE to amend the details, the application 
status will change to ‘TO AMEND’.  BE Authorised Rep and Staff will be notified via email to 
amend and submit the artwork again. 
 

Click in the above box to upload the 
file. Once uploaded, it will appear in 
the ARTWORK FILES section and 
the ‘SUBMIT TO HPB’ button will 
be enabled. 
 

Click on ‘SUBMIT TO HPB’, a 
prompt as shown here will pop 
out to ask for confirmation. 
 
Click ‘CONFIRM’ to proceed or 
‘CANCEL’ to close the prompt. 
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Make the amendments based on the comment file and upload the artwork again.  The 
previous artwork files can still be accessible under ‘Previous files’.  Once ready, click on 
‘SUBMIT TO HPB’ again for HPB to review.  The application status will change to ‘HPB 
REVIEW’ again. 
 
 
Rejected Artwork 
HPB can also reject the artwork by rejecting the application.  Once HPB has rejected the 
application, the application status will change to ‘REJECTED’.  BE Authorised Rep and Staff 
will be notified via email. 
 

 

Mouse over the comment file 
and click on the down arrow to 
download the file.  

Click on the application number of the 
application rejected by HPB to view the reason. 
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Accepted Artwork 
Once HPB has reviewed and accepted the artwork, the application status will change to 
‘COMPLETED’.  BE Authorised Rep and Staff will be notified via email and they can proceed 
to download the approved artwork for printing. 
 

 
 
 

6.6 Add new menu item 
 
At the ‘Manage Applications’ page, search for the application which needs to add new menu 
item and click on the application number to view the application.  Note that only applications 
with status ‘COMPLETED’ are allowed to add new menu items. 
 

Click to download the file. 
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Upon clicking ‘SEND’, the request will be sent to HDP Programme Vendor and the 
application status will change to ‘HPB REVIEW’.  HDP team will process accordingly. 
 
 

6.7 Discontinue menu item 
 
At the ‘Manage Applications’ page, search for the application which needs to discontinue 
menu item and click on the application number to view the application.  Note that only 
applications with status ‘COMPLETED’ and with ‘Approved’ menu items have the options to 
discontinue. 
 

 
 

 

Click on ‘ADD NEW MENU ITEM’, a 
prompt as shown here will pop out 
to ask for confirmation. 
 
Click ‘SEND’ to proceed or 
‘CANCEL’ to close the prompt. 

Click on ‘DISCONTINUE’, a 
prompt as shown here will 
pop out to ask for 
confirmation. 
 
Please take note of the 
message in the prompt. 
 
Click ‘DISCONTINUE’ to 
proceed or ‘CANCEL’ to 
close the prompt. 
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Upon clicking ‘DISCONTINUE’, the menu item will be discontinued and the application status 
will change to ‘PENDING ARTWORK’.  The ‘HEALTHIER MENU / ARTWORK’ tab will load.  
As there is menu item discontinued, the artwork will need to be updated accordingly and 
submit for review and approval again. 
 

 
 
Upon submitting to HPB, the application status will change to ‘HPB REVIEW’.  HDP team will 
review the artwork accordingly. 
 

 
 
If you want to withdraw your application from the system, you will need to select the ‘DISCONTINUE’ 
button for all menu items.  When all the menu items are discontinued, the application status will 
change to ‘DISCONTINUED’ and the application will no longer be active.  

  

Menu item discontinued.  
There is no ‘DISCONTINUE’ 
button. 

Upload the updated artwork 
and click on ‘SUBMIT TO 
HPB’. 
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7.0 Sales Data 
 
Business Entity (BE) are required to provide sales data monthly.  An email reminder will be sent 
out each month to remind BE to submit their sales data.  BE can submit their sales data using 
the Manage Sales Data function which is accessible under the Application tab.  It provides 
functionality for BE to upload their sales reports monthly for their brands. 
 

 
 
Sales Report templates with instructions for all the different F&B settings can be downloaded by 
clicking on DOWNLOAD SALES TEMPLATE. BE can fill this up according to the template and 
upload for the corresponding month and Brands. 
 
 

 
 

After selecting the Year and Brand, 12 
boxes representing 12 months of the 
selected year will load as shown here. 
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Click in the specific month box to upload the sales 
report for that month. Once uploaded, mouse over 
the filename the download and delete icons will 
appear as shown here. 
 
Click on the down arrow to download the file.   
 

 
Click on the ‘X’ to delete the file.  A prompt as shown 
here will pop out to ask for confirmation to proceed.   
 
Click ‘DELETE’ to proceed or ‘CANCEL’ to close the 
prompt.   
 
Once deleted, BE can upload another file again. 

 
Programme Vendors and HPB Officers are able to download the uploaded sales data reports 
for review at their end. 
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8.0 Company Update 
 
Company update is a bi-annual exercise that requires Business Entity to acknowledge that their 
application details are updated.  A notice will pop up for the month of January and July for them 
to acknowledge.  Failure to acknowledge this notice will result in Business Entity having their HDP 
Programme Status suspended and they cannot access any HDP functions in Aurora system.  
Business Entity can have their Programme Status reactivated by simply acknowledging the latest 
company update. 
 

 
 
Email reminders will be sent to inform all the staff of Active/Suspended Business Entities about 
this Company Update at the start of January and July.  Subsequent email reminders will only be 
sent to those which have not acknowledged throughout the month. 
 

Email Notification Dates Who will receive? 

Start of bi-annual company update 1st Jan / Jul All BE staff will receive. 

1st email reminder (14 days later) 15th Jan / Jul Only BEs which have yet to acknowledge. 

2nd email reminder (21 days later) 22nd Jan / Jul Only BEs which have yet to acknowledge. 

Suspension of companies (1 month 
later) 

1st Feb / Aug Only BEs which have yet to acknowledge to inform them 
that their programme status has been suspended. 
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9.0 Programme Audit (Visual Audit Rectification) 
 
Visual Audit Rectification function is accessible under the Audit tab.  It provides functionality 
for BE to upload or take photos to proof that they have done the rectification as requested by 
HPB.  
 

 
 
If there is no rectification required from the BE, the above message will display.  If there is 
rectification required, BE will see the list of rectifications as shown in the below screen.  BE will 
see those failed Audit Checks with status as ‘AUDIT FAIL’. 
  

 
 
Email / System notifications will be sent to BEs which are required to rectify the failed audit 
checks.  Email reminders will be sent every 2 months to BEs which have not completed the 
rectification to remind them.  
 

 
 
After clicking on one of the audit checks, the audit result is displayed in the Visual Audit Results 
tab as shown in the below screen.  
 

Click on the row to view the audit check details. 
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BE is required to provide proof of rectification in the Visual Audit Rectification tab as shown in the 
below screen.  If BE is unable to do so, their HDP programme status might be deactivated. 
 

 
 
Upload the supporting photos and input the remarks for all the 3 steps to complete the 
rectification. 
 

 

Click in here, 2 functions will show if using 
mobile device: Take Photo or Upload Photo. 
If not, only Upload Photo function will show. 



  
               

Doc Version 0.2  Page 81 of 81 

 
 
 

 
 
Once clicked on ‘SUBMIT TO HPB’, the screen will return to the ‘VISUAL AUDIT 
RECTIFICATION’ page and the Audit Check status will change to ‘AMENDED’.  PV will be notified 
to review the proof submitted for the rectification. 
 

 
 
Once PV accepted the rectification, the Audit Check status will change to ‘AUDIT RECTIFIED’ 
and BE will be notified.   
 
If PV still requires BE to make amendments, the Audit Check status will change back to ‘AUDIT 
FAIL’ and BE will be notified.  BE will need to make the necessary amendments and submit again.  
 

Click ‘BACK’ to return to the ‘VISUAL 
AUDIT RECTIFICATION’ page. 

Click on ‘SAVE’ to save the changes 
and come back later to continue. 
 
Click on ‘SUBMIT TO HPB’ after 
completing all the steps and ready to let 
HPB to review. 


