
Guide to using CAYE digital services
A step-by-step guide for Corporate Service Buyers/ Private Intermediaries on how 
to access and navigate CAYE digital services

Information accurate as at 2 August 2024



Background

• Under the Contribute As You Earn (CAYE) scheme, each time a Self-Employed Person 
(SEP) receives a service fee, a portion of it will be deducted and transferred to the SEP’s 
MediSave Account. This helps SEPs make regular MediSave contributions to build up 
their healthcare savings.

• Corporate Service Buyers (CSBs)/Private Intermediaries can choose to adopt CAYE 
voluntarily to help their SEPs make MediSave contributions, upon obtaining their prior 
consent to participate in CAYE.  

• This is a step-by-step guide to accessing and navigating CAYE digital services.
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1. Logging in to CAYE digital services

4

Step 1

Step 2

Step 3

Scroll 
down

3

Click to expand menu

4

Click on ‘Paying CPF for self-
employed vendors’

2

1
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1. Logging in to CAYE digital services

Step 1

Step 2

Step 3

Click on the hyperlink to 
launch CAYE digital services

1



1. Logging in to CAYE digital services

6

Step 1

Step 2

Step 3

Log in using your 
Singpass app and you 
will be routed to the 

CAYE digital services

1

OPTION 1: Using Singpass app



1. Logging in to CAYE digital services

7

Step 1

Step 2

Step 3

Alternatively, log in 
using your Singpass ID 
and you will be routed 

to the CAYE digital 
services

1

OPTION 2: Using Singpass ID
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Company Name and UEN will be displayed 
here

2. Applying for CAYE CPF Submission Number (CSN) 

This message will be 
displayed until a CSN has 

been assigned to your 
company

UEN will be displayed here

Step 2

Step 1

Step 3

Step 4

End

Click on the hyperlink to 
begin application

1
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Company Name and UEN will be displayed 
here

2. Applying for CAYE CPF Submission Number (CSN) 

Step 2

Step 1

Step 3

Step 4

End

Click on “Start” to 
begin application

1

Read through the 
Important Notes
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Company Name and UEN will be displayed 
here

2. Applying for CAYE CPF Submission Number (CSN) 

Step 2

Step 1

Step 3

Step 4

End

Complete the 
mandatory fields(*) 

in Part 1:Requestor’s 
Particulars and Part 

2: Company 
Information

1

Click “Next”

2



Additional info regarding Business Address under Part 2: Company 
Info

11

For Local Addresses For Overseas Addresses 

Add details on level/unit number

Select “Overseas 
Address”

Key in “Overseas Address”
 in text field

Key in your company’s
Postal Code. Street Name 
and Block Number will be 

auto-populated
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Company Name and UEN will be displayed 
here

2. Applying for CAYE CPF Submission Number (CSN) 

The information that you have provided will be displayed in this 
confirmation page

Step 2

Step 1

Step 3

Step 4

End

Click “Submit” to 
confirm

1



13

Upon successful submission of application

Note on Business Address

Application 
details will be 
displayed here

2. Applying for CAYE CPF Submission Number (CSN) 

You may check on your past transaction in 
the View Transaction History page

Company Name and UEN will be displayed 
here

Step 2

Step 1

Step 3

Step 4

End
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Company Name and UEN will be displayed 
here

Application 
details will be 
displayed here

2. Applying for CAYE CPF Submission Number (CSN) 

Landing Page: Upon successful submission of application

You may view 
your past 

transactions in 
the Transaction 

History page



3. Viewing of Company Details, pending or in draft upon log 
in

15

Pending drafts 
and 

transactions 
will be 

displayed here 
(if any)

Company Detail(s) for 
CAYE will be displayed here 

(if any)

Company Name and UEN will be displayed 
here



3. Shortcuts to navigate to other functions

16

Quick links to 
commonly-

used functions

Use the
Menu side-

bar 
to navigate to 
other features

Company Name and UEN will be displayed 
here

Click on the hyperlink to 
view more details on 
transaction records



4. Updating Company Information - Navigation

17

Company Name and UEN will be displayed 
here

Step 2

Step 1

Step 3

End

Navigate from 
the menu and 

select 
“Update 

Company 
Information”

1



4. Updating Company Information

18

Company Name and UEN will be displayed here

Step 2

Step 1

Step 3

End

Complete the 
mandatory fields 
(*) as shown here

1

Click “Next”

2
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4. Updating Company Information

The Company Information 
that you have provided will be 
displayed in this confirmation 

page

Company Name and UEN will be displayed here

Step 2

Step 1

Step 3

End

Click “Submit”

1
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4. Updating Company Information

Application 
details will 

be 
displayed 

here

Upon successful submission of application

Company Name and UEN will be displayed here

Step 2

Step 1

Step 3

End



5. Making CAYE Contributions - Navigation

21

Company Name and UEN will be displayed 
here

Step 2

Step 1

Step 3

Step 4

End

Select from the 
Menu at the side 

bar
or from Quick links

1



5. Making CAYE Contributions

22

Company Name and UEN will be displayed 
here

Step 2

Step 1

Step 3

Step 4

End

Click on “Start” to 
begin application

1

Read through the 
Important Notes



5. Making CAYE Contributions

23

Company Name and UEN will be displayed here

Step 2

Step 1

Step 3

Step 4

End

Click on the Tooltip 
icon to display more 

information
Fill in the NRIC and 
Gross Amount to be 

paid

2

Select the appropriate 
CSN name from the 

drop-down list (if your 
company has more 

than one CSN)

1

Click “Add page” for 
additional rows

3

Alternatively, you can upload a 
file containing the required 

details for CAYE contributions. 
Please use the template 

provided.

4

Click “Submit” or “Save Draft” to 
save your inputs
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5. Making CAYE Contributions

24

Company Name and UEN will be displayed 
here

Step 2

Step 1

Step 3

Step 4

End

Company Name and UEN will be displayed here

a) The earliest date for 
deduction is 2 days later

b) The latest date for 
deduction is up to the 14th 
of the next month

The total amount will be 
computed and displayed here

Choose a deduction date
1



5. Making CAYE Contributions 

25

Upon successful submission of application

You may check and download copies of 
your past transaction(s) in the View 

Transaction History page

Step 2

Step 1

Step 3

Step 4

End

Company Name and UEN will be displayed 
here

Application 
details will be 
displayed here

If you would like to retain a 
copy of the CAYE 

contributions made in this 
transaction, please click on 

the hyperlinks to download in 
CSV or PDF format

1
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Message will prompt 
you to sign up for a 

Direct Debit 
Authorisation (DDA)

Notes for Companies with inactive GIRO 
arrangement

Company Name and UEN will be displayed here
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Error message will 
display the fields 
that are invalid

Notes on Error Screen for Invalid NRIC(s)
Company Name and UEN will be displayed 

here



Types of Popup: Display:

Confirmation to Save as 
Draft

Duplicate NRICs detected

28

Notes on Confirmation Popups
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Company Name and UEN will be displayed 
here

Notes on Deleting Rows

End

Step 1

Company Name and UEN will be displayed 
here

Select the rows you 
wish to delete by 

checking the boxes on 
the left

1

Click “Delete”

2
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Notes on confirmation of intention to delete row

Notes on Deleting Rows

End

Step 1
Company Name and UEN will be displayed 

here

Click “Yes” to 
confirm, “No” to 
return to draft

1
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You can view 
transactions that 

are pending 
deduction from 

“Make CAYE 
Contributions”

For more details on a particular 
transaction, click on the 

hyperlink of the transaction 
number

To delete the 
transaction, click 
on the bin icon

5. Making CAYE Contributions – View CAYE transactions (pending 
deduction) 

You may refer to the section on 
“Additional Information” for contact 

persons, should you have any 
enquiries

Read through the important notes

Company Name and UEN will be displayed 
here



5. Making CAYE Contributions – View CAYE transactions (pending 
deduction) 

32

Confirmation of intention to delete record

Company Name and UEN will be displayed 
here

Click “Yes” to 
confirm, “No” to 
return to draft

1



5. Making CAYE Contributions – Viewing drafts

33

For more details on a particular 
transaction, click on the 

hyperlink of the transaction 
number

You may refer to the section on 
“Additional Information” for contact 

persons, should you have any 
enquiries

Read through the important notes

Company Name and UEN will be displayed 
here

You can view draft 
transactions that 
from “Make CAYE 

Contributions”

To delete the 
transaction, click 
on the bin icon



5. Making CAYE Contributions – Viewing drafts

34

Confirmation of intention to delete record

Company Name and UEN will be displayed 
here

Click “Yes” to 
confirm, “No” to 
return to draft

1
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6. Viewing Transaction History

Company Name and UEN will be displayed 
here

Select from the 
Menu at the side 

bar
or from Quick links

End

Step 1
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For more details on a particular 
transaction, click on the 

hyperlink of the transaction 
number

To refine your 
search, click to show 

filters

Use these fields 
to filter your 

search

6. Viewing Transaction History

Company Name and UEN will be displayed 
here

End

Step 1
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If there are no transactions 
found, this message will 

be displayed

6. Viewing Transaction History
Company Name and UEN will be displayed 

here



7. Request Refund/Reversal

38

Company Name and UEN will be displayed 
here

Select from the 
Menu at the side 

bar
or from Quick links

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal

39

Read through the 
important notes

You may refer to the 
section on “Additional 

Information” for contact 
persons, should you have 

any enquiries

Company Name and UEN will be displayed 
here

Click on “Start” to 
begin application

1

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal

40

Company Name and UEN will be displayed 
here

Click “Back” to 
exit request 

page

Search for the 
transaction you would 
like to request a refund 

for

1

Click “Search”
2

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal

41

Click here if you would 
like to change your 

search criteria

For more details on a 
particular transaction, 

click on the hyperlink of 
the transaction number

Company Name and UEN will be displayed here

Click on the respective 
checkboxes of the 

transactions that you 
would like to seek a refund 

for

1

Click “Next” to exit 
request page

2

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal – via bank account registered in DDA

42

Click this checkbox 
if the reason applies 

to all refund 
requests for multiple 

transactions

Select your “Reason for 
Refund” from the dropdown 

list

1

Click “Next” to proceed with 
submission

If you have selected more 
than one transaction 

number, each individual 
transaction will be displayed

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4

2



7. Request Refund/Reversal – via ad-hoc arrangement (No DDA)

43

Company Name and UEN will be displayed here

If you have selected 
more than one 

transaction number, 
each individual 

transaction will be 
displayed

Click this checkbox if 
the reason applies to all 

refund requests for 
multiple transactions

Upload your 
supporting 
documents

2

Page 
continues

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4

Select your “Reason 
for Refund” from the 

dropdown list

1



7. Request Refund/Reversal – via ad-hoc arrangement (No DDA)

44

Page 
continued

Indicate bank details 
for refund to be 

credited to

1

Upload your 
supporting 
documents

2

Click “Next” to 
proceed

3

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal

45

Page 
continues

A summary of your 
request will be 

shown

1

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal

Page 
continued

Select checkbox to 
acknowledge

1

Click “Submit” to 
complete request

2

46

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



7. Request Refund/Reversal

47

Company Name and UEN will be displayed 
here

Upon successful submission of application

You may check and download copies of 
your past transaction(s) in the View 

Transaction History page

Application 
details will be 
displayed here

If you would like to retain a copy of the CAYE 
refunds made in this transaction, please click 
on the hyperlinks to download in CSV or PDF 

format

1

Step 2

Step 1

Step 3

Step 5a

Step 6

End

Step 5b

Step 4



• For more information, please visit our website at cpf.gov.sg or scan the following QR 
code.

• For further enquiries, please visit: cpf.gov.sg/writetous

8. Additional Information
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