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0'@ OVERVIEW

Advance Care Planning IT System (ACPS)
A Serves as the central repository for ACP information.

A Supports documentation of care preferences and
appointed decisionsmakers.

A Enablesauthorised access to ACP records across
care settings.

A Supports continuity of care and informed clinical
decision-making.
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CLICK ON THE ROLE/FEATURES FOR QUICK

Getting Started
.. Roles _ o Endorsing Officer
li. [Public Healthcare Institutes] Create a new user account and login with Azure _ _
ii. [Non-Public Healthcare Institutes] Create a new user account and login with Corppass . Approve/Reject Requests
iv. Reguest New Role . Maintain User List _
V. Remove Older Role ili. User Access Management (UAM) Exercise
l ! l l
ACP Facilitator ACP Coordinator ACP Transcriber Institutional
. . Administrator
i.  Search Patient i.  All Facilitator Functions i.  All Facilitator : :
ii.  Create Patient i.  Withdrawals Functionsexcept .. Withdrawals
i.  Administrative Edits® Patient Biodata Reports . Reports
Iv. Create General ACP Form
v. Create Preferred Plan of Care (PPC) ACP Form
vi. Administrative Edits? ACP Forms o L . .
Vi Review Training Administrator Cluster Representative Viewer
viii. Reports I. Create Training Records i Search Patient I. Search Patient
ii.  Maintain Facilitator List ii. ACP Types Report
t t 1
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R e ROLES WITHIN ACPS

Role Description Recommended for

Endorsing The Endorsing Officer role is a critical one as it supportAs this role manages the governance of the

Officer the organisation in managing its ACPS users and organi sati on®s users
authenticating their need for system access. Is recommended that the officers appointed

hold supervisory roles within the organisation.

They will perform the following functions:

1. Approve and reject user $obe dffertive the apppintedofficer shoumd A
their organisation. al so be able to valig

2. Maintain the active user list and deactivate accountsneed to access the system.
within 5 working days when users have left the
organisation or no longer authorised to access
ACPS.

3. Undertake User Recertification Exercise as part of
governance for users® ajccesses every 6 mont |

—

5 Aug 2026 v1.1 5
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Getting started

ROLES WITHIN ACPS

Role Description Recommended for
ACP Facilitator [This General ACP Facilitator role is granted to trained [This role is recommended for professionals of
(General) ACP Facilitators who are certified to conduct General c | i ni ci ans who are d

ACP for patients. This role allows users to have access
to reports that contain

care and certified to conduct General ACP.

ACP Facilitator
(PPC)

This PPC Facilitator role is granted to trained ACP
Facilitators who are certified to conduct Preferred Plan
of Care (PPC) ACP for patients. This role allows users
have access to reports t
information.

This role is recommended for professionals of
clinicians who are d
care and certified to conduct Preferred Plan o
Care (PPC) ACP.

5 Aug 2026 v1.1



O . C
agency for
integrated care

Getting started

ROLES WITHIN ACPS

PPC)

Role Description Recommended for
ACP Facilitator |ACP Facilitator role is granted to trained ACP This role is recommended for professionals of
(Generaland Facilitators who are certified to conduct both typesof cl i ni ci ans who are d

ACP (General and PPC) for patients. This role allows
users to have access to report that contain ACP
information of all the patients whom they encounter.

care and certified to conduct both types of
ACP (General and PPC).

ACP Coordinatol

ACP Coordinator role is granted to trained ACP
Facilitators who are certified to conduct both types of
ACP (General and PPC) for patients. In addition, they
hold a privileged role at the institutional level to withdra
forms (e.g. in the event of consent withdrawal) and
access reports that contains ACP information of all the
patients whom their institution encounters.

This role is recommended for ACP Team lead
who are ACP practitioners and certified to
conduct both types of ACP (General and
PPC). They may also use the report function
for programme development and reporting
purposes.

5 Aug 2026 v1.1
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Getting started

ROLES WITHIN ACPS

Role

Description

Recommended for

ACP Institutional
Administrator

Institutional Administrator role is granted to programme
administrators at the institutional level. They are not
required to be a certified facilitator and thus there will b
no -writing® access grant
to access Audit Reports and other reports that contain
patients® ACP i nformati or
(e.g. in the event of consent withdrawal).

This role is recommended for ACP Programmy
Leads who are not ACP practitioners. They
have the key role to make use of the report
function for programme development and
reporting purposes.

ACP Transcriber

ACP Transcriber role is best suited for noiACP

facilitators who assist facilitators with drafting the ACP
Form. The drafted form by
reviewed and published by certified ACP facilitator. Thig
role does not allow access to ACP information in report
module.

This role is recommended for Admin Executiveé
supporting ACP facilitators with form
transcription.

5 Aug 2026 v1.1
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Getting started

ROLES WITHIN ACPS

Administrator

Role Description Recommended for

Cluster The Cluster Representative role is only for clusters to [This role is recommended for clusters to reviey

Representative |access and review ACP Type Reports for institutions |workload funding and audit purposes of their
assigned to Clusters under ACP programme for fundingpartnered institutions under ACP programme.
purposes.

Training The Training Administrator role is only fdraining This role is recommended for training partners

partners to key training details into ACPS directly.
Training records and facilitator database will be digitiseq
and stored within ACPS. Upon role request, the system
will check if the facilitator is trained and certified to have
access to the system.

to key in the training details into the system
directly.

Viewer

The viewer role is only for viewers who do not have
National Electronic Health Records (NEHR) access ang
need to view ACP information.

This role is recommended for healthcare
professionals who do nohave NEHR access
and need to view ACP information

5 Aug 2026 v1.1
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o [PUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

Before You Start

1. PHiIs include restructured hospitals, national specialty centres, community hospitals and polyclinics. Please
refer to the list below for PHIs onboarded to ACP IT System as of 5 Aug 2026. If your organisation does not

appear below, it is a NoAPHI organisation.
Changi Genera‘ Hospital

N ~

v e

1. |Institute of Mental KK Women's and Children's
Health/Woodbridge Hospital Hospital

2. Khoo TeckPuat Hospital 1. Alexandra Hospital 3. National Cancer Centre

3. National Healthcare Group 2. Jurong Community Hospital 4. National Heart Centre
Polyclinics 3. National University Hospital 5. National Neuroscience Institute

4. NHG Population Health Campus 4. National University Polyclinics 6. Outram Community Hospital

5. Tan Tock Seng Hospital 5. Ng Teng Fong General Hospital 7. Sengkang Community Hospital

6. Yishun Community Hospital 8. Sengkang General Hospital

7. Woodlands Hospital 9. Singapore General Hospital

k / k / 10. SingHealth Polyclinics /

5 Aug 2026 v1.1 10
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o [PUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

Before You Start

4 )
2.| If you have been seconded to the notPHI as a staff (e.g. hospital staff seconded to community hospice

provider to deliver palliative care services), you should be provided with@Gorppass account from the nonPHI
to log ACPs under their organisation. Additionallyensure that the nonrPHI is onboarded in the ACP IT system.

- /
(. . : . . :
3.| If you are serving the clients as a PHI staff and just providing plad®msed care (e.g. conducting ACPs for PHI
clients in the Active Ageing Centres (AAC)), you should be using your PHI email to log ACPs under your
\organisation account. y

5 Aug 2026 v1.1 11
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CREATE A NEW USER ACCOUNT AND LOGIN WITH

Before You Start

4. |s your organisation onboarded to ACPS?

a. If no, contact AIC atacp@aic.sqgto find out more information.

5. Does your organisation have an Endorsing Officer?

a.lf no, seek your head of organisation/ CEO®s endol
email or signed organisation letterhead with clear designation indicated (See next slide for template).

b. Please clearly indicate the Name, NRIC/FIN, and company email address of the Endorsing Officer when
seeking for approval.

c. EOs must upload their CEO endorsement as a supporting document to ACPS when applying for the EO
role.

5 Aug 2026 v1.1 12
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CREATE A NEW USER ACCOUNT AND LOGIN WITH

Template

l. Seek your CEO/ Head of Organisation®s endor sement| o
Refer toAnnex Afor more details on the roles of the EO.

2. Upload this CEO endorsement as a supporting document to ACPS when applying for the EO role.

SN Name Designation Entity or branch name (if applicable) Email Address

gl wWIN| -

Annex A

EOs will perform the following functions:

1. Approve and reject new ACP IT System (ACPS) user access requests for staff in your organisation.

2. Maintain the active user list and deactivate accounts within 5 working days when users have left the organisation or no lareehorised to access ACPS.
3. Undertake the 6 monthly User Recertification Exercise as part of audit for

As this role manages the governance of the organi sat i gaikes holdsuperwsonarolefs) witlsin treeu b
organi sation. To be effective, the appointed EO shoulnm also be able to val

[o N0
D O
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QIC [IPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

1. Use the PHI Azure authentication

Advance Care il Registration for an Account link (https://intra.acp.aic.sq)).
IT System Emall Addvess 2. Sel ect Register?®

3. Register your work email address.

—
Sign in with Azure

New User?

Register Cancel

5 Aug 2026 v1.1 14
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CREATE A NEW USER ACCOUNT AND LOGIN WITH

Register

«ID Type « NRIC/FIN

» 4. Fill in the required personal details.
Singapore Citizen _

5. Email cannot be changed as it is

* Salutation * FulNare used to authenticate your identity.
% Syafiq AIC Test
« Designation
« Mobile/Office Number « Primary Corporate Email Address
81230273
Notifications

Receive ACP Form Related Notifications

Organisations and Roles

5 Aug 2026 v1.1 15
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Getting started

[PUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

Organisations and Roles

5 Aug 2026 v1.1

Request Access to Organisation and Role

+ Organisation * Role

Agency for Integrated Care |

Supporting Documents ACP Coordinator
Upload ACP Facilitator
ACP Institutional Admin

. ACP Transcriber

ACP Viewer

l Endorsing Officer

General ACP Facilitator

6. Add Organisation and Role

Endorsing Officers must upload a
supporting document of head of
organi sation/ CEO®s
appointment.

Facilitator roles are verified against
the facilitator database using your
registered NRIC.

If your details are not found in the
facilitator database, you cannot
apply for facilitator role. Complete
the necessary ACP training before
applying for system access.

7.Click Register?®

16
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€) Registration successful. Please allow

3 working days for us to verify your
registration.

Getting started

[PUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

8. Allow up to 3 working days for verification by your

Endorsing Officer.

9. You will receive an email notification once access

IS granted.

17
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o [PUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

10.To login, use the PHI Azure authentication link

Advance Care Plan (https://intra.acp.aic.sqg)).
IT System Please select your Organisation and Role 11.Se| ect TS gn i n° . You
S A Tm—— using your email address.
New User? i 12.Choose your organization from the dropdown

list. This ensures all actions are correctly
tagged to your organization.

Register Cancel

il address is correct and active. If your email address is

Cant find the organisation and role you are looking for?

e 13. Select your assigned role.

5 Aug 2026 v1.1 18
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Getting started

QIC [IPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH

Conditions of Use For ACP PPC Facilitator, ACP Facilitator and ACP Coordinator

Please read and acknowledge the following changes (Table 1) to Preferred Plan of Care (PPC) ACP form (wef 09-

1. These Conditions of Use govern your use of the Agency for Integrated Care’s (‘AIC") Systems. )
Mar-2026,

aa »

2. In these Conditions of Use, “you” and “your” refers to any person and/or organisation who are
users of the system.

14.Read and accept the conditions of use
and any acknowledgements. Then, you
e e — will reach the homepage.

1 Refinement of questions A-D

3. These Conditions of Use can be revised at any time without notice to you. Any changes to these
Conditions of Use shall take effect immediately and your continued use of the system will be
deemed to constitute acceptance of the revised Conditions of Use. It is your responsibility to
check this Conditions of Use for such changes from time to time. If you do not agree with these
Conditions of Use, please do not access or use the system.

4. Any information or features that form part of the system can be modified or discontinued at any 2 Addition of a declaration checkbox for facilitators 1 5 If yo u are u n ab I e to I 0 g i n p I e aS e Ve rify
" )

time, without notice to you and without liability. « To indicate if patient and/or Nominated Healthcare Spokeperson (NHS) is not willing to sign
the General ACP Form.

USER ACCOUNT REGISTRATION (FOR AZUREAD AND CORPPASS USERS) N forphysicians with your IT de P artment that your email I
5. You may choose to sign in using either your AzureAD or Corppass and acknowledge that « Toindicate that the physician's awareness of the patient’s care preferences indicated in the

AzureAD is the account management system which AIC has access to, while Corppass is an ACR d d 1 t d t-

external authentication method. To register for a user account, you may be required to provide us o a reSS I S CO rre C an aC Ive .
" . . . 4 Removal of option: "Review with no change”

with personal data (such as your name, NRIC, mobile number and email address) in accordance

with instructions given through the system. In registering for a user account, you represent and

Note: These changes will apply to all PPC ACP forms drafted prior to 09-Mar-2026. Gentle reminder to

warrant that: . perform checks on the draft PPC ACPs to ensure all information are captured accurately before publishing. 1 6 . If yo u r e m ai I ad d reSS iS CO rre Ct an d

51 all renistratinn details includina nerennal data nrovided hv vaitis triie arenrate ciirrent

Decline | acknowledge the aforementioned changes to the PPC ACP form. aCt I Ve an d th e i SS u e p e rS i Sts y p I e aS e

aic call 1800-483-4582 or emall

iltc_itdhelp@aic.sg

Patient 0ID NRIC Patient Name ACP Form Status  ACP Type Last Modified Date Institution Deceased  Actions

AT26 5 4165999H Richard Rider o @ Add to My Tracked List

Legend: Besetivated Deceased

5 Aug 2026 v1.1 19
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o INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Before You Start

1. PHiIs include restructured hospitals, national specialty centres, community hospitals and polyclinics. Please
refer to the list below for PHIs onboarded to ACP IT System as of 5 Aug 2026. If your organisation does not

appear below, it is a NoAPHI organisation.
Changi Genera‘ Hospital

KK Women's and Children's

Hospital

Institute of Mental
Health/Woodbridge Hospital

Khoo TeckPuat Hospital 1. Alexandra Hospital National Cancer Centre
National Healthcare Group 2. Jurong Community Hospital National Heart Centre
Polyclinics 3. National University Hospital National Neuroscience Institute
NHG Population Health Campus 4. National University Polyclinics Outram Community Hospital
Tan Tock Seng Hospital 5. Ng Teng Fong General Hospital Sengkang Community Hospital

Sengkang General Hospital
Singapore General Hospital

/ k / 0 SingHealth Polyclinics /

2. Non-PHI organisations include (norexhaustive): Community Care Organisations (covers Nursing Homes,
Centre Based Care, Home Care Services and Active Aging Centres), Community Hospitals under Voluntary
""“*\Welfare Organisations (VWOSs) and General Practitioners (GP) Clinics. -

Yishun Community Hospital
Woodlands Hospital

2 OO AW N}

/.\l.@w.h wp e
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o INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Before You Start

3. Is your organisation onboarded to ACPS?

a. If no, contact AIC atacp@aic.sgto find out more information.

4. Does your organisation have an Endorsing Officer?

a.lf no, seek your head of organisation/ CEO®s end
email or signed organisation letterhead with clear designation indicated.

b. Please clearly indicate the Name, NRIC/FIN, and company email address of the Endorsing Officer when
seeking for approval.

c. EOs must upload their CEO endorsement as a supporting document to ACPS when applying for the EO ro
5. Engage yourCorppass Administrator to:
a. Set up ACPS eservice inCorppass.

b. Create yourCorppassuser account.

C ASSign the CorppaSS e-service to your account. Please refer toCOrppaSS Guides here y

5 Aug 2026 V1.1
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INONPUBLIC HEALTHCARE INSTITUT

CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Template

1.

Seek your CEO/ Head of Organisation®s endor sement| o
Refer toAnnex Afor more details on the roles of the EO.

2. Upload this CEO endorsement as a supporting document to ACPS when applying for the EO role.
SN Name Designation Entity or branch name (if applicable) Email Address
1
2
3
4
5
Annex A

EOs will perform the following functions:

1. Approve and reject new ACP IT System (ACPS) user access requests for staff in your organisation.

2. Maintain the active user list and deactivate accounts within 5 working days when users have left the organisation or no lareehorised to access ACPS.

3. Undertake the 6 monthly User Recertification Exercise as part of audit for
As this role manages the governance of the organi sat i aies holdsupearwsonarolefs) witlinteeu  j e c
organi sation. To be effective, the appointed EO shoulnm also be able to vallida

5 Aug 2026 v1.1
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Sign in with Corppass

New User?

Register

If you're unable to log in, please verify with your Corppass admin
that your Corppass account is correctly configured and active. If
your Corppass account is correctly configured and the issue

persists, please call 1800-483-4582 or email iltc_itdhelp@aic.sg

5 Aug 2026 v1.1

Getting started

INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Singpass app

Scan with Singpass app
Logging in as Corppass user

\— singpass —

Register for Singpass

Download Singpass app

1. Use the Corppass authentication

link (https://acp.aic.sqg)).

2. Sel ect Register?®
3. Scan the Singpass QR Code using

your phone. You will be redirected
to Corppass.

23
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Getting started

OIC INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Select entity
4. Sel ect your entity®s

Search Entity name or UEN/Entity ID Q

5. Read and accept theCorppass agreement.
Active (1)  Non-active (1) 6. You will be redirected to ACPS thereafter.

N
Company 181000077W Pte Ltd
(181000077W)

Corppass agreement

Please read the Corppass agreement before you continue.

@ By selecting the checkbox and the "Continue” button, you acknowledge that you have read, understood, and unconditionally
agree to be legally bound by the terms and conditions in the Corppass Agreement.

Please note that "you" means the Organisation accepting this Corppass Agreement and in this connection, the individual who

accepts this Corppass Agreement represents and warrants that such individual has the authority to enter into this Corppass
Agreement on such Organisation’s behalf.

5 Aug 2026 v1.1 24
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INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Register

ID Type

Salutation

Mobile/Office Number

* NRIC/FIN

“ Full Name

Primary Corporate Email Address

5 Aug 2026 v1.1

. Fill in the required personal details.
8. ID Type and NRIC/FIN cannot be

changed as it is used to authenticate
your identity.

25
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o INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Organisations and Roles

Request Access fo Organisation and Role

+ Qrganisation + Role

Agency for Integrated Care

Supporting Documents ACP Coordinator
Upload ACP Facilitator
ACP Institutional Admin
Maximum upload file size - SMB. Support gt
(*Jpg.* jpeg*.png,*.doc* docx*.ppt . pptx*xis*®  ACP Transcriber
ACP Viewer

l Endorsing Officer

Gegeral ACP Facilitator

5 Aug 2026 v1.1

9. Add Organisation and Role

I.  Endorsing Officers must upload a
supporting document of head of
organi sation/ CEO®s
appointment.

ii. Facilitator roles are verified against
the facilitator database using your
registered NRIC/FIN.

lii. If your details are not found in the
facilitator database, you cannot
apply for facilitator role. Complete
the necessary ACP training before
applying for system access.

10.Cl i ck Regi ster?°.

26
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INONPUBLIC HEALTHCARE INSTITUT

CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

3 working days for us to verify your
registration.

€) Registration successful. Please allow

5 Aug 2026 v1.1

11. Allow up to 3 working days for verification by your
Endorsing Officer.

12.You will receive an email notification once access
IS granted.

27
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Sign in with Corppass

New User?

[ Register

)

If you're unable to log in, please verify with your Corppass admin
that your Corppass account is correctly configured and active. If
your Corppass account is correctly configured and the issue

persists, please call 1800-483-4582 or email iltc_itdhelp@aic.sg

5 Aug 2026 v1.1

Getting started

INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Si

ngpass app

Scan with Singpass app
Logging in as Corppass user

— Singpass —~

Register for Singpass

Download Singpass app

13.To login, use theCorppass authentication link
(https://acp.aic.sqg)).

14.Sel ect —Sign in°.

15. Scan the Singpass QR Code using your
phone. You will be redirected tadCorppass.

28
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o INONPUBLIC HEALTHCARE INSTITUT
CREATE A NEW USER ACCOUNT AND LOGIN WITH COF

Conditions of Use

1. These Conditions of Use govern your use of the Agency for Integrated Care's (“AIC") Systems.

2. In these Conditions of Use, “you” and “your” refers to any person and/or organisation who are

" " users of the system.
Please select your Organisation and Role Y
3. These Conditions of Use can be revised at any time without notice to you. Any changes to these

Conditions of Use shall take effect immediately and your continued use of the system will be
deemed to constitute acceptance of the revised Conditions of Use. It is your responsibility to
check this Conditions of Use for such changes from time to time. If you do not agree with these
Conditions of Use, please do not access or use the system.

Organisation:

Role: 4. Any information or features that form part of the system can be modified or discontinued at any

time, without notice to you and without liability.

Cancel
USER ACCOUNT REGISTRATION (FOR AZUREAD AND CORPPASS USERS)

5. You may choose to sign in using either your AzureAD or Corppass and acknowledge that

Can' find the organisation and role you are looking for? AzureAD is the account management system which AIC has access to, while Corppass is an
external authentication method. To register for a user account, you may be required to provide us
with personal data (such as your name, NRIC, mobile number and email address) in accordance
with instructions given through the system. In registering for a user account, you represent and

Update your Profile

warrant that:

51 all reqiatratinn dataile incliidina narannal data nravided hv vaiiis trila acniirate ecnrrent

>

Search Results

Patient OID NRIC Patient Name ACP Form Status ~ ACP Type Last Modified Date Institution

@ Add to My Tracked List

Legend: Besstivated Deceased

O|C SA Syafig AIC Test
ew Patient

5 Aug 2026 v1.1

16.Choose your organization from the dropdown
list. This ensures all actions are correctly
tagged to your organization.

17.Select your assigned role.

18.Read and accept the conditions of use. and
any acknowledgements. Then, you will reach
the homepage.

19.1f you are unable to log in, please verify with
your Corppass Admin that yourCorppass
account is correct and active. If your emaill
address is correct and active and the issue
persists, please calll800-483-4582 or email
iltc_itdhelp@aic.sg.

29
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REQUEST NEW RO

User Profile

Please select your Organisation and Role o
Singapore Citizen _

Organisation 1 Select Organisatl'on
IVWV Syaﬁq AIC Test
Role : Desioa
Administrative Assistant
Can CEI 8‘)232]273 ) ) ;nuh;m;nad.;y;gq.r;a;n@;ic.sg

Notifications

Can't find the organisation and role you are looking for?

Update your Profile Organisations and Roles

1. In the event of a change of role, you can add your new role on the ACPS via the login page.
2. Upon | ogin, select Update your Profile?®

3. It will bring you to the User Profile Page.

5 Aug 2026 v1.1 30
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N REQUEST NEW RO

User Profile . .
a o Request Access to Organisation and Role

# Organisation + Role
Mr Syafig AIC Test
Administrative Assistant Supporting Documents

Upload

81230273 muhammad.syafiq.nasri@aic.sg . .

Maximum upload file size - 5SMB. Supported file types

(*.jpa.*.jpeqg* png.*.doc* docx* ppt* pptx*. xls,* xlsx* pdf,* txt,*. msg)
Notifications
Organisations and Roles m Cancel

4. At t he User Profile page, <click Add Organisati on
5. Select your organisation and new role request.

6. Upload supporting documents for certain required roles (e.g. Endorsing Officer).

5 Aug 2026 v1.1 31
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User Profile

singapore Citizen

Mr

@ Role removal request created
successfully.

Syafiq AIC Test

muhammad syafiq.nasri@aic.sg

Adminis! trative Assistant
81230273
Notifications

Organisations and Roles

Supporting Documents  Offboarding Date  Last Date of Required Access  Reason for Deletion  Last Login Date

SA  Syafiq AIC Test ~

28-Apr-2026 05:53.00 PM

Total 2 items 1 10/

© AIC - Advance Care Plan IT System

Role removal reguest created
successfully.

5 Aug 2026 v1.1

Getting started

REQUEST NEW RO|

7. Upon successfully creating the request, wait up to 3
working days the approve of new role.

32
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e REMOVE OLDER R(

User Profile

Please select your Organisation and Role -
Singapore Citizen _

Organisation 1 Select Organisatron
w Syafiq AIC Test
Role : De
Administrative Assistant
Can CEI 8123;3273 ) ) ;nuh;m;r\ad sry;gq.r;a;n@raac sg

Notifications

Can't find the organisation and role you are looking for?

Update your Profile

=ACale Your ot Organisations and Roles

1. In the event of a change of role or leaving the organization altogether, you can remove your role on the
ACPS via the login page.

2. Upon | ogin, select Update your Profile?®

3. It will bring you to the User Profile Page.

5 Aug 2026 v1.1 33
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Getting started

REMOVE OLDER R(

Organisation Name

Agency for Integrated Care

Agency for Integrated Care

ACP Transcriber

ACP Viewer

User Profile

ID Type
Singapore Citizen

Salutation
Mr

Designation
Administrative Assistant

Mobile/Office Number
81230273

Notifications

Organisations and Roles

Status Supportini

Approved

Approved

Offboarding Date

Last Date of Required Access

NRIC/FIN

Full Name
Syafig AIC Test

Primary Corporate Email Address

muhammad.syafig.nasri@aic.sg

Total 2 items

Last Login Da

+ Add Organisation Role

Reason for Deletion

Please confirm if you want to proceed

Cancel m

)

28-Apr-2026 05:53.00 PM

10/p

O Remove

O Remove

age Goto 1

2 Edit Back

4. Proceed

5 Aug 2026 v1.1
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- Remove?®
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e

and click OK-®
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REMOVE OLDER R(

o Role removal request created X
successfully.

Organisations and Roles

Organisation Name Status Supporting Documents  Offboarding Date Last Date of Required Access Reason for Deletion Last Login Date Action

Agency for Integrated Care  ACP Transcriber Pending Removal

Agency for Integrated Care ACP Viewer Approved - - - 28-Apr-2026 05:53:00 PM 1 Remove

5. The role removal requested will be routed to your Endorsing Officer for approval.
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R ENDORSING OFFICER ROLE

Role Description Recommended for

Endorsing The Endorsing Officer role is a critical one as it supportAs this role manages the governance of the

Officer the organisation in managing its ACPS users and organi sati on®s users
authenticating their need for system access. Is recommended that the officers appointed

hold supervisory roles within the organisation.

They will perform the following functions:

1. Approve and reject user $obe dffertive the apppintedofficer shoumd A
their organisation. al so be able to valig

2. Maintain the active user list and deactivate accountineed to access the system.
within 5 working days when users have left the
organisation or no longer authorised to access
ACPS.

3. Undertake User Recertification Exercise as part of
governance for users® ajccesses every 6 mont |

—

Note: Endorsing Officers must not approve their own access requests for ndendorsing Officer roleg/Another Endorsing Officer must be appointed to

endorse such requests).
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aic == | 1. Log in to ACPS.

2. From the Home Page, navigate to My Tasks. This
page lists all pending user requests for roles.

Primary Corporate Email Address Request Type Supporting Documents

1 Test No Org Role Administrative Assistant noorgrole@email.com Add Role: ACP Transcriber - re— 3

For each request, you can view:

I. Staff name
ii. Designation

ii. Email address

a

Iv. Requested role

Approve Reject

v. Approve° & Reject?®

4. Requests can be approved or rejected directly from
the task list.

5 Aug 2026 v1.1 38



O . C
agency for
integrated care

Endorsing Officer

APPROVE/REJECT ACCESS REQUE

View Request

User Registration

Login Type
AzureAD

D Type

Singapore Citizen

Salutation
Mr

Designation
Occupational Therapist

NRIC/FIN

Jerome Isabelo Felipe Il

5. To view more details before approving or rejecting,
select the users name.
6. | f ~ Approve®©
I. A confirmation message will appear: Re g u e st
approved successfully?®°.
ii. User role will be granted automatically and are
able to log into ACPS using the approved role.
lii. Endorsing Officers have the responsibility to
verify the roles are granted to the requestor

b Aug 2026 v1.1

correctly.
Contact Number Email Address —_ . o
09299873 felipe jerome.isabelo@synapxe.sg 7_ I f R e J e C t ’ e n t e r t h e r e
Supporting Documents
S/No. Organisation Request Type Role
1. Agency for Integrated Care Add Role ACP Coordinator

@ Approve ® Reject Cancel 39
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wie . APPROVE/REJECT ACCESS REQUESTS (ENDORSING

8. For users applying for the Endorsing Officer role,
they must have an approval from the CEO/Head of

 Organisaton * Role Organisation (which must be uploaded as a

Ang Mo Kio Community Hospital Endorsing Officer Supportlng document)

Request Access to Organisation and Role

* Supporting Documents

Upload

For the Endorsing Officer role:
CEQ / Head of Organisation approval must be uploaded.
AIC reserves the right to reject your application if the approval is not valid or not uploaded.

3 o
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& Home || R Users | [ UAM Exercise
Users Purpose
B A Endorsing Officers should delete roles for staff who no
°' Tm ma"m S longer require them withins working days.
. " Z:myyB N A This maintains accurate user access to safeguard
3 Entra - i o patient confidentiality, ensure data security and meet
4 compass " el G cormaec governance requirements.
5 Entra i o
T " Eenodm View User List
o N R 1. Loginto ACPS.
8 Entan " o leabeln el |
o enwan s . 2. Navigate to the User tab. This page displays the full
10 Enad s i 0 Mo Win list of users in your organisation.
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R e MAINTAIN USER LIST

Users
3. Search for users using NRIC/FIN or Name.
4. Use Advanced Filters to search by:
Advanced Filters »
I.  Organisation
MRIC/FIN Full Name . .
. Emall
Organisation Active Role . ACtlve rOIe Status
‘ Iv. Role type
Primary Corporate Email Address Role
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R e MAINTAIN USER LIST

User Profile View Audit Log

ID Type NRIC/FIN

e _
Salutation me

Mr st

5. Select the relevant user from the search results.

Email Address

muhammad syafiq.nasri@aic.sg

6. Revi ew the user ®s current

Notifications

Organisations and Roles 7. If the User haS:

Status Supporting Documents Offboarding Date Last Date of Required Access Reason  Last Login Date

I.  Left the organization, or

ii. No longer requires ACPS access.
8. Then:

. Click ~ Removec©®

Please confirm if you want to proceed
Cancel m

10:19:33 AM = Remove

Il. Select the reason for removal.

S

lii. Enter the last date the user requires access.
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Aisdr USER ACCESS MANAGEMEMM EXERCISE

Purpose of the UAM EXxercise

A Conducted twice a year, generally between Juhug and Jan
Feb.

A Verify that staff areauthorisedto access the ACPS with the
correct roles.

A In accordance with security and governance requirements.
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{r Home A Users

UAM User List

UAM Year & Cycle: "0 0¢ I,} UAM Start Date: 2 1iar 200 UAM End Date: if < UAM Status:

Incomplete Completed

S/No. Name * Designation Primary Corporate Email Address Mobile Office Number Offboarding Date Last Date of Required Access User Role Status  Actions
1 Aelmy Case-Manager aelmy.shershiba.selvaraj@synapxe.sg 98765432 - - RPABOT A a
2 Chay Boon Ho Social-Work-Assistant-Speech-Therapist chay boon ho@synapxe.sg 8888889 - - RPABOT Aty W, o

1. Navigate to the UAM Exercise tab and view:
I.  UAM Year and Cycle
ii. Start and End Dates
iii. UAM Status

2. The system will display a list of all active users in your organisations.
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Aisdr USER ACCESS MANAGEMEMM EXERCISE

- = 3. For each user:

i. [ Green tick?2 Keep the user account and role.
v - N . . .
. S | ii. [2] Blue reverse icon? Undo the previous action.
0 - ii. @ Red bin2 Remove the user or role.

a. Enter the reason for removal, offboarding date
and last access date.

Delete Role

Iv. < Blue speech bubble icor? View comments.

¢ Reason for Deleting Role

A

* Offboarding Date * Last Access Date

Cancel
5 Aug R026 v1.1 46
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Endorsing Officer

USER ACCESS MANAGEMEMM EXERCISE

Cancel

Incomplete

Completed

5 Aug 2026 v1.1

. Click Save to save your progress at any time.

5. Endorsing Officer must cl i

or remove users® rol es 1 nct
roles will be deleted after the stipulated UAM
exercise deadline.

. The UAM Exercise can only be submitted once all

actions are completed.

. YOUu may:

I. Search users by name or email.

ii. Filter by completed or incomplete actions.
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Facilitator Coordinator

FACILITATOR ROLES

Role Description Recommended for
ACP Facilitator [This General ACP Facilitator role is granted to trained [This role is recommended for professionals of
(General) ACP Facilitators who are certified to conduct General c | i ni ci ans who are d

ACP for patients. This role allows users to have access
to reports that contain

care and certified to conduct General ACP.

ACP Facilitator
(PPC)

This PPC Facilitator role is granted to trained ACP
Facilitators who are certified to conduct Preferred Plan
of Care (PPC) ACP for patients. This role allows users
have access to reports t
information.

This role is recommended for professionals of
clinicians who are d
care and certified to conduct Preferred Plan o
Care (PPC) ACP.

ACP Facilitator
(General and
PPC)

5 Aug 2026 v1.1

ACP Facilitator role is granted to trained ACP
Facilitators who are certified to conduct both types of
ACP (General and PPC) for patients. This role allows
users to have access to report that contain ACP

This role is recommended for professionals of
clinicians who are d
care and certified to conduct both types of
ACP (General and PPC).

49

information of all the patients whom they encounter.




Facilitator Coordinator

QiC
Wi COORDINATOR AND TRANSCRIBER RC

Role Description Recommended for

ACP CoordinatolACP Coordinator role is granted to trained ACP This role is recommended for ACP Team lead
Facilitators who are certified to conduct both types of who are ACP practitioners and certified to
ACP (General and PPC) for patients. In addition, they [conduct both types of ACP (General and
hold a privileged role at the institutional level to withdrgPPC). They may also use the report function
forms (e.g. in the event of consent withdrawal) and for programme development and reporting
access reports that contains ACP information of all thepurposes.

patients whom their institution encounters.

ACP Transcriber ACP Transcriber role is best suited for noiACP This role is recommended for Admin
facilitators who assist facilitators with drafting the ACP [Executives supporting ACP facilitators with
Form. The drafted f or m b Yormtranscription.

reviewed and published by certified ACP facilitator. Thi
role does not allow access to ACP information in repor
module.
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Q

- - - - - - T - o d, 7™ e . - PR A T, oy s » T -
o search existing reconds before creating a new ACFE or to wiew or update ACPs for patient care purposas only

1. Search for patient using NRIC/OID in the search batr.

I.  Users are strongly encouraged to use the OID, a unique identifier given to the patient, instead of
NRIC/FIN when communicating with colleagues. This reduces the risk of data breaches and
facilitates safe communication regarding ACP cases.

2. If the patient exists, the system will display the search results. Click on the patient name to view profile.

Search Results

Patient OID NRIC Patient Name ACP Form Status ACP Type Last Modified Date Institution Deceased Actions

mrzeosoioss [N e - — : » No @ Add to My Tracked List

Legend: Besactivated Deceased
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o ic |: o Patient cannot be found. Click on New YJ  YasumiJayram
b Patient to register the patient.
Integrated care To saarch ex posas only.

Search Results

Patient OID Patient Name ACP Form Status ACP Type Last Modified Date Institution Deceased Actions

3.1 f the patient does not exist, the system will di
New Patient to register the patient. ®
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integrated care CI E EA I E I / \ I I EN I
o iC [ o Patient cannot be found. Click on New YJ  YasumiJayram ~
agancy for Patient to register the patient.

Integrated c cane To sgarch e g
¢z Home | (5 Reports

Search Results

Patient OID

Patient Name

ACP Form Status ACP Type Last Modified Date

+ New Patiem«

Institution Deceased Actions

Register New Patient

Patient Information

* Citizenship

* Date of Birth Age

Religion

Patient's Address (same as NRIC)

* Patient's Address

© Local Overseas

5 Aug 2026 v1.1

# NRIC

* Gender

Male

Marital Status

Female

1. Select New Patient to access the Register New Patient form.
2. Select Citizenship.

3. Enter NRIC/FIN and Lookup.

The system will check for existing records within the
National Electronic Health Records (NEHR) System.

If the record exists, the details will be autgpopulated.

If the record does not exist, manually register the patient
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Patient's Address (same as NRIC)
* Patient's Address

© Local Overseas

+ Postal Code

+ Block/Lot

L

* Level

MNLA.

Contact Details

* Contact Phone

# Street

* Unit

QOverseas Phone

MNLA.

+ Register Patient

Cancel

5 Aug 2026 v1.1

Facilitator Coordinator

CREATE PATIENT

4. Complete the patient information, address
details and contact information.

I.  The system now accommodates both
local and overseas addresses.

5. Register Patient to create the patient record.
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6. Upon successful registration, the patient can be found
when searched.

7. A unique Object Identifier (OID) will be automatically
enerated for the patient.
PAT-26-3225503 - Richard Rider g_ P _
I.  Users are strongly encouraged to use the OID, a unique
identifier given to the patient, instead of NRIC/FIN when

communicating with colleagues. This reduces the risk of
data breaches and facilitates safe communication regarding

BRSNS | O Repors ACP cases.
Home / Patient Details . . . .
i I ere: st 8. Click on the patient name to view profile.
9. You can view the padateant. det

Summary Biodata ACP Form Uploaded Documents

Search Results

Patient OID NRIC Patient Name
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e CREATE PATIENT

10.If the patient has passed away, users may update the Bidata section.
I.  Only Institutional Administrators and ACP Coordinators can deactivate a patient.

. Refer to theAdministrative Editssection for more details.

11.Do note the following:

I.  Once a patient is marked as Deceased, all ACP forms and supporting documents associated with the
patient will be permanently deleted from the system.

ii. Reverting the status from Deceased to Alive will not restore any deleted ACP records.

iil. Users must therefore exercise due diligence and verify all information before marking a patient as
deceased.

5 Aug 2026 v1.1 56



O . C |
agency for
integrated care

Facilitator Coordinator

ADMINISTRATIVE EDITS TO PATIENDRAI®A

Overview

QiC Q SA  Syafiq AIC Test ~
agency
‘‘‘‘‘‘‘‘‘‘‘‘‘ e
@ Home | (5 Report
Hom Detail
NRIC Name: Richard Rider nder / Date Of Birth / Age: Male / 01 May 1941 / 84 Years 10 Months
0 ) (e
Patient Information
NRIC Name Gender / Date of Birth / Age
Richard Rider Male / 01 May 1941 / 84 Years 10 Months
Citizenship Rac Religion Marital Statl
Singapore/Pink IC Chinese Buddhism Marrie d
Date Place
Patient's Address (same as NRIC)
Patient's Address
Local
Block/Lot Street
765 Yishun St72
Level Unit Postal Code
1 110 760770
Contact Details
Contact Numbey Overseas Phone Home Phone Email
91567433 - - -

Note:Ad mi ni strati ve
increase the ACP workload count.

5 Aug 2026 v1.1

A

Administrative Edits allows users, based on their
access rights and across all organisations, to
updat e a pdata. iresmallovssectiidaton
of data entry errors and repushing any existing
published ACP to NEHR.

No time restriction applies to making administrative
edits.

Users are able to updat e
data except their citizenship and NRIC.

Should user wish to char
user must deactivate the patient and create a new
patient. Only Institutional Administrators and ACP
Coordinators can deactivate a patient.

-glatai will aot dhange phairt ekiging publshed) ACE form care preferences and it does notarige the version/
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ADMINISTRATIVE EDITS TO PATIENDRAI®A

SIN

Scenario

Follow-up

A Facilitator A from Organisation M creates Patient X in
ACPS.

A Coordinator B from Organisation M finds an error in Patie
X Date of Birth.

User from same organisation can update
pat i e ndat@®4% Cdordimator B can
make an admin edit to Patient X Date of
Birth.

A Facilitator A from Organisation M creates Patient X in

ACPS.
A Transcriber C from Organisation N finds an error in Patier]

X Address.

User from another organisation can update
pat i e ndat@®A Trdnsciber C can make
an admin edit to Patient X Address.

A Facilitator A fromOrganisationM creates Patient X in
ACPS on 1 Jan 2026.
A Patient X informs Coordinator B fronDrganisationM that

User can updadamat@mayt i
time A Coordinator B can make an admin
edit to Patient X Contact Details.

contact details are updated on 3 Mar 2028.

Note:Ad mi ni strati ve

-elatai will sot dhange phairt exigting publshed ACE

increase the ACP workload count.

5 Aug 2026 v1.1

form care preferences and it does notarige the version/
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ADMINISTRATIVE EDITS TO PATIENDABTA

OlC\J5 Q ¥J YasumiJayram v
r?i - | Test 26 Jan ste Of Birt Male / 06 Apr 1986 / 39 Years 10 Months
Summary Biodata ACP Form Uploaded Documents
&
1. Search for patient using NRIC/OID in the search bar.
2. Click on the patient name to view profile.
3. Sel ectdat BP o
4. Click ~Edit° and make the nes
[%) Save Cancel
5. Save changes after editing.

Note:Admi ni strati ve -gaawilleotdahangephairtekisting publshed ACE form care preferences and it does notastge the version/
increase the ACP workload count.
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Biodata Updated 6. If the patient has an existing ACP form, a popip will prompt whether to update

Patient has an existing published ACP, ACP NEHR USGI‘S ShOUId Update NEHR fOF the fO”OWlng InStanCES
Facilitator to proceed to ACP form tab, click
Update NEHR' 12 send the updated patent deals I.  When biodata entry errors are rectified and/or
— ii. When patl_ent requestg for updated bialata details to be reflected in the
latest published ACP in NEHR.
7. Sel ect Update NEHR®°. User will be |

Cancel . ACP Facilitators can select Upda

will be sent to NEHR.
ii. Institutional Administrators will need to ask a Facilitator to repush to NEHR.

lil. Transcribers will need to assign the form to a Facilitator to repush to NEHR.

Note:Admi ni strati ve -gaawilleotdahangephairtekisting publshed ACE form care preferences and it does notastge the version/
increase the ACP workload count.
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Aisdr ADMINISTRATIVE EDITS TO PATIENDABTA

11.1f the patient has passed away, users may update the Bidata section. Do note the following:

I.  Once a patient is marked as Deceased, all ACP forms and supporting documents associated with
the patient will be permanently deleted from the system.

ii. Reverting the status from Deceased to Alive will not restore any deleted ACP records.

lil. Users must therefore exercise due diligence and verify all information before marking a patient as
deceased.

12. Only Institutional Administrators and ACP Coordinators can deactivate a patient.

Note:Admi ni strati ve -gaawilleotdahangephairtekisting publshed ACE form care preferences and it does notastge the version/
increase the ACP workload count.

5 Aug 2026 v1.1
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ACP Forms

Uploaded Documents

Hom Patlent Detalls
= —

Summary  Biodata  ACPForm  Uploaded Documents

Institution

+ Create an ACP Form

Age: Male /01 May 1941/ 84 Years 10 Months

Last Modified Date

Uploaded Date

+ Create an ACP Form

Patient Particulars

+ Institution/Programme Name

Agency for Integrated Care

 Date of ACP Session

02-Mar-2026

ACP Form Type

General

Preferred Plan of Care

Place of Documentation

+ Settings

Community

5 Aug 2026 v1.1

a bk 0N

6.
7.

CREATE GENERXIPFORM

1.

Search for patient using NRIC/OID in the
search bar.

Click on the patient name to view profile.
Select the ACP Form tab.
Select Create an ACP

Institution Name is autepopulated based on
the organisation selected during login. Please
ensure you are publishing the ACP from the
correct organisation.

I.  You may include the programme name in
the Place of Documentation Field

Complete the other details.
Sel ect General®° ACP

62
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R e CREATE GENERXIPFORM

ACP Form Type

0 General Preferred Plan of Care

Understanding Patient's Health and Concerns

My understanding of my current health and any concerns: (Explore current health; do | have any concerns about my health? Have | had experiences with family or friends who became seriously ill?)

VA
071020
Summary of Activities, Values and Elements of Care Important to Patient/Client
The following activities are important for me to live well. These are the things that give my life meaning. Please use these values when making healthcare decisions if | lose mental capacity in the future to make my own healthcare decisions.
+ Activities that bring joy and meaning to my life include: (Some examples are being independent in my daily life, spending quality time with family and friends, enjoying my hobbies etc.)
4

What helps me when | faced serious challenges in life?

8. Complete the form based on the ACP conversation with the patient.

9. The mandatory sections are marked with a red asterisks’).
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CREATE GENERXIPFORM

Patient Signature
* Patient has signed

Yes

* Please SPeCify

°No

+ Reason

Patient does not have decision making capacity

Patient is below 21 years old

4 Others, please specify

This field is required.

0/250

+ Name of NHS

test2

* Contact number

87654321

* Has NHS signed the hardcopy?

Yes O No

5 Aug 2026 v1.1

Update Nominated Healthcare Spokeperson

+ Relationship with patient

Parent

Email

test@gmail.com

* Reason

Others

* Please specify

10. Please collect patient and NHS signatures before publishing the
form. If their signatures are not collected, indicate the reason.

11. You are unable to make administrative edits to add a patient or NHS
signature.
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Facilitator Signature

* Facilitator Name + Last 4 digits of NRIC

* Institution + Email
Agency for Integrated Care muhammad.syafig.nasri@aic.sg

+ Date of signing

02-Mar-2026

Contact Details of ACP Office

ACP Office Contact Number

81230273

Other Supporting Information Available
Other Supporting Information Available

Living well statements Follow up plan

Uploaded Manual Forms(s) Others

12. Facilitator details are autepopulated.

13. Enter the date of signing.

14. Indicate if there are any supporting documents. Please note that all supporting documents are only viewable
within ACPS.
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15. There are checkboxes to make the following declarations:

S/N [Scenario Declaration
1 |Patient and/or NHS
Signature Collected

2 |No Patient and/or NHS
Signature Collected e

(i) ACP is done with Patient and/or NHS and aligns with Patient's known desires and best interest.

To note: Facilitator must collect signatures on hardcopy form and upload the scanned document in ACP IT System.

(i) Patient and/or NHS have been informed of, and have consented to, the collection, use and/or disclosure of their personal data for purposes stated in the PDPA section of this form.

16. Save the form as Draft if needed.

17. Preview the form to generate a PDF copy, which you can download and share with the patient/NHS to
collect their signatures.

O Delete Form [5) Save as Draft Assign to: Cancel
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T Delete Form [5) Save as Draft Assign to: Cancel

18. Transcribers must assign the form to a facilitator/coordinator in their organisation to publish the ACP.
19. Facilitators will receive an email notification that the form has been assigned to them.
20. Facilitators can search for the patient using the patient OID and it will also appear in their task list.

[For action] An ACP has been Assigned to You
i ) Reply | & ReplyAll | —> Forward | | i

° noreply@acp.aic.sq Aacet! 7

@This sender noreply@acp.aic.sg is from outside your organization.

Please be cautious.
Email is from outside of your organization.
Do not click on links or open files if unsure of sender.

***THIS IS A SYSTEM GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS EMAIL***

ACP type: General
Patient OID: PAT-26-4134831
Form status: Draft

Above form has been drafted and assigned to you by the an ACP Transcriber in your ogranisation for your necessary action. Log in to AIC IT system and view the ACP form at "My Task List" to review and publish the ACP form. Alternatively, you may search for the patient
OID to retrieve the draft ACP for your review.

If you are not the intended recipient, please delete this emailimmediately and inform ACP National Office at acp@aic.sg.

***THIS IS A SYSTEM GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS EMAIL***
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21.The published ACP form is viewable by healthcare professionals via the National Electronic Health Records
(NEHR) System and Members of Public vilyLegacy.

NEHR| @ wyregacy

National Electronic Health Record

\_ Singapore /]
Guides PDF Attachment
Step-by-Step ACP Retrieval from My Legacy Vault
ova from iy L
Step-by-step guide on sharing ACP with a Trusted Persons
on g ACP
Step-by-step guide on viewing ACP as Trusted Person(s)
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22.To upload supporting documents, <c¢click on the

{ Home | @ Reports ‘ {0 Announcements | BB Facilitators Database ‘ Organisation Settings ‘ A Users | F UAM Exercise

Home / Patient Details

OlD: PAT-17-0000059 NRIC:- Name: rika Gender / Date Of Birth / Age: Female / 02 Feb 1935/ 91 Years 2 Months

Summary Biodata ACP Form Uploaded Documents @ Deactivate

Upload Document

Document Description * Document Type

# Upload

Upload

Maximum upload file size - SMB. Supported file types
(*.jpg,*.jpeg,*.png,*.doc,*.docx,*. ppt,*.pptx,*.xls,* xIsx,* pdf *.txt, *. msg)

Save Cancel
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R CREATE PREFERRED PLAN OFFPARCPFORM

Home Patlent Detalls
NRI - Jme: Richard Rider ! e Male /01 May 1941 /84 Years 10 Months

Summary  Biodata  ACPForm  Uploaded Documents

1. Search for patient using NRIC/OID in the

Last Modified Date

QiC

search bar.
Click on the patient name to view profile.
Select the ACP Form tab.

Select Create an ACP

Uploaded Documents

Uploaded Date

y

oA W oN

Institution Name is autepopulated based on

+ Create an ACP Form . . . .
_ the organisation selected during login. Please

ensure you are publishing the ACP from the

Patient Particulars correct organisation.

# Institution/Programme Name Place of Documentation

Agency for tegated Care I.  You may include the programme name in
+ Date of ACP Session * Settings the Place of Documentation Field

02-Mar-2026 Community

6. Complete the other details.

ACP Form Type

General Preferred Plan of Care 7- S e I e C t B P r e f e r r e d P I a r
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QiC
?n%ESf%’ti%'cm) CREATE PREFERRED PLAN OFFPARCPFORM

Preferred Plan of Care Discussion

* Discussion held with

Patient
Primary Nominated Healthcare Spokesperson (NHS)

Secondary Nominated Healthcare Spokesperson (NHS)

# This discussion was held with the patient's Nominated Healthcare Spokesperson(s) because ...

0/80

8. Complete the form based on your conversation with the patient.

9. The mandatory sections are marked with a red asterisks’),
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Facilitator Coordinator

CREATE PREFERRED PLAN OFFPARCPFORM

Patient Signature
* Patient has signed

Yes

* Please SPeCify

°No

+ Reason

Patient does not have decision making capacity

Patient is below 21 years old

4 Others, please specify

This field is required.

0/250

+ Name of NHS

test2

* Contact number

87654321

* Has NHS signed the hardcopy?

Yes O No

5 Aug 2026 v1.1

Update Nominated Healthcare Spokeperson

+ Relationship with patient

Parent

Email

test@gmail.com

* Reason

Others

* Please specify

10. Please collect patient and NHS signatures before publishing the
form. If their signatures are not collected, indicate the reason.

11. You are unable to make administrative edits to add a patient or NHS
signature.
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Facilitator Coordinator

QiC
R CREATE PREFERRED PLAN OFFPARCPFORM

Physician In Charge Signature

* Physician has signed * Reason

Yes © No l

Pending Apysician's Signature

Facilitator Signature _
Others, please specify

* Facilitator Name Laot = uiyie vi v

Physician In Charge Signature

+ Physician has signed + Name of Physician (D

O vYes No Syafig AIC Test

* MCR no of Physician @

M1234 My signature below indicates my awareness of the patient's care preferences indicated in the ACP.

+ Date of signing

04-Mar-2026

12.Physician®s signature is optional

. Facilitators can indicate No° and input a reas
be made to add the Physician®s signature after
i. Facilitators can indicate Yes®° and fill I n t he
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Facilitator Coordinator

R CREATE PREFERRED PLAN OFFPARCPFORM

Facilitator Signature

+ Facilitator Name

Syafiq AIC Test

* Institution

Agency for Integrated Care

+ Date of signing

02-Mar-2026

Contact Details of ACP Office

ACP Office Contact Number

81230273

Other Supporting Information Available
Other Supporting Information Available

Living well statements

Uploaded Manual Forms(s)

+ Last 4 digits of NRIC

+ Email

muhammad.syafig.nasri@aic.sg

Follow up plan

Others

13. Facilitator details are autepopulated.
14. Enter the date of signing.

15. Indicate if there are any supporting documents. Please note that all supporting documents are only
viewable within ACPS.

5 Aug 2026 v1.1
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Facilitator Coordinator

CREATE PREFERRED PLAN OFFPARCPFORM

16. There are checkboxes to make the following declarations:

SIN

Scenario

Declaration

1

Patient and/or NHS
Signature Collected

To note: Facilitator must collect signatures on hardcopy form and upload the scanned document in ACP IT System.

2

No Patient and/or NHS
Signature Collected

| declare:
(i) ACP is done with Patient and/or NHS and aligns with Patient's known desires and best interest.

(i) Patient and/or NHS have been informed of, and have consented to, the collection, use and/or disclosure of their personal data for purposes stated in the PDPA section of this form.

17. Save the form as Draft if needed.

18. Preview the form to generate a PDF copy, which you can download and share with the patient/NHS to
collect their signatures.

O Delete Form [E) Save as Draft Assign to: Cancel

5 Aug 2026 v1.1
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Facilitator Coordinator

QiC
R CREATE PREFERRED PLAN OFFPARCPFORM

T Delete Form [5) Save as Draft Assign to: Cancel

19. Transcribers must assign the form to a facilitator/coordinator in their organisation to publish the ACP.
20. Facilitators will receive an email notification that the form has been assigned to them.
21. Facilitators can search for the patient using the patient OID and it will also appear in their task list.

[For action] An ACP has been Assigned to You
| <) Reply . & Reply All . —> Forward | | K

0 noreply@acp.aic.sq o 7

@This sender noreply@acp.aic.sg is from outside your organization.

Please be cautious.
Email is from outside of your organization.
Do not click on links or open files if unsure of sender.

***THIS IS A SYSTEM GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS EMAIL***

ACP type: General
Patient OID: PAT-26-4134831
Form status: Draft

Above form has been drafted and assigned to you by the an ACP Transcriber in your ogranisation for your necessary action. Log in to AIC IT system and view the ACP form at "My Task List" to review and publish the ACP form. Alternatively, you may search for the patient
OID to retrieve the draft ACP for your review.

If you are not the intended recipient, please delete this emailimmediately and inform ACP National Office at acp@aic.sg.

***THIS IS A SYSTEM GENERATED MESSAGE. PLEASE DO NOT REPLY TO THIS EMAIL***
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Facilitator Coordinator

QiC
R CREATE PREFERRED PLAN OFFPARCPFORM

22.The published ACP form is viewable by healthcare professionals via the National Electronic Health Records
(NEHR) System and Members of Public viyLegacy.

NEHR

National Electronic Health Record

Q My Legacy

\_ Singapore /]
Guides PDF Attachment
Step-by-Step ACP Retrieval from My Legacy Vault
Step-by-Step ACP
trieval from My Lei
Step-by-step guide on sharing ACP with a Trusted Persons

Step-by-step
2 on sharing ACP\

Step-by-step guide on viewing ACP as Trusted Person(s)

5 Aug 2026 v1.1 Step-by-step 77
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Facilitator Coordinator

QiC
?n"%iﬂf%’é%’cal) CREATE PREFERRED PLAN OFRPARE_CPFORM

{ Home @ Reports ‘ {0 Announcements | BB Facilitators Database ‘ Organisation Settings ‘ A Users | F UAM Exercise

Home / Patient Details

0ID: PAT-17-0000059 NRIC:'HIIEEE ':me: rika Gender / Date Of Birth / Age: Female / 02 Feb 1935/ 91 Years 2 Months

Summary Biodata ACP Form Uploaded Documents ‘ @ Deactivate

Upload Document 23.To upload supporting documents,
Document Description * Document Type C I I C k O n t h e B U p I O a
Tab.

# Upload

Upload

Maximum upload file size - SMB. Supported file types
(*.jpg,*.jpeg,*.png,*.doc,*.docx,*. ppt,*.pptx,*.xls,* xIsx,* pdf *.txt, *. msg)

Save Cancel
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Facilitator Coordinator

QiC
R ADMINISTRATIVE EDITS TO ACP FOF

Purpose

A Administrative Edits allows users from the same
organisation, based on their access rights, to edit a
patient ®s ACP form. This all
errors. Should the patient have change in care
preferences or NHS review the ACP

A Edits can only be made to:

A Editable text fields

A Physician®s signature (for
A Edits cannot be made to care preference checkboxes.

A Edits must be made within 1 year from the date the ACP
form is published.

A The date of session within the form will not change when
an edit is made.
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5 Aug 2026

Facilitator Coordinator

ADMINISTRATIVE EDITS TO ACP
FIELDS THAT CAN/CANNOT BE E

S/IN

General ACP Form

Editable?

Patient particulars

No

Patient Particulars

*# Institution/Programme Name

# Date of ACP Session

Place of Documentation

# Settings

ACP Form Type

No

ACP Form Type

Understanding

Pati ent ®s Heal th and [Yes

Understanding Patient's Health and Concerns

became seriously ill.)

My understanding of my current health and any concerns: (Explore my current health, including any health concerns and if | had experience with family or friends who

3
4/1020

SORM
DITED
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5 Aug 2026

Facilitator

Coordinator

ADMINISTRATIVE EDITS TO ACP

FIELDS THAT CAN/CANNOT BE E

S/IN

General ACP Form

Editable?

Summary of Activities, Values and Elements of Care Important to Patient

“The following activities are important for me to live well, as they give my life meaning. Please consider these values when making healthcare decisions on my behalf if | lose mental capacity (the ability to make my own decisions) in the future.
* Activities that bring joy and meaning to my life include: (Some examples are being independent in my daily life, spending quality time with family and friends, enjoying my hobbies etc)

test

What helps me when | face serious challenges in life?

test

Fears or worries | have about my illness or medical care.

test

+ The following elements of care are important to me

test

Summary of Activities,Values and Elements of Care Important to Patient Yes

Goals of Medical Care

Goals of medical care

the ability to make decisions for myself and | would not know who | am, who | am with or where | am, | would prefer the following goal of medical care.

Other comments

test

#1f I have an injury or iliness, and my doctors believe that further aggressive treatment will not reverse my medical condition and that | will have a low chance of recovering

4/900

No
(Checkbox)

SORM
DITED

Yes (Other
comments)
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Facilitator Coordinator

QiC .
egmeder ADMINISTRATIVE EDITS TO ACP FORM
FIELDS THAT CAN/CANNOT BE EDITED

S/N (General ACP Form Editable?
7 |Other special requests, preferences or comments Yes

Other special requests, preferences or comments

For example, any other religious, cultural, or personal beliefs that might influence my preferences for my treatment choices?

test
4/ goé

8 |Patient Signature (If Patient has signed = Yes) No

Patient Signature

# Patient has signed # Date of signing
9 |Patient Signature (If Patient has signed = No) No

Patient Signature

* Patient has signed * Reason

* Please specify

5 Aug 2026 1.1 47250 82
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Facilitator Coordinator

ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED

S/N (General ACP Form Editable?
10 |NHS Signature (If NHS identified = Yes; NHS Signature = Yes) No
Nominated Healthcare Spokesperson (NHS)
# NHS Identified
Relationship Contact Is Primary  Has NHS signed Date of
Name of NHS with patient number  Email NHS? the hardcopy? signing
test Parent 87654321  srirekam.yasumi.jayram@aic.sg Yes 18-Jun-2026
11 |NHS Signature (If NHS identified = No) No
Nominated Healthcare Spokesperson (NHS)
# NHS Identified # Reason
4/ 256

5 Aug 2026 v1.1
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Facilitator Coordinator

ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED

S/IN

General ACP Form

Editable?

12

NHS Signature (If NHS identified = Yes; NHS Signature = No)

Nominated Healthcare Spokesperson (NHS)

* NHS Identified

Relationship Contact Is Primary  Has NHS signed Date of

with patient number  Email NHS? the hardcopy? signing Reason Action

Sister 87654321 srirekam.yasumi.jayram@aic.sg No - Others: test

No

13

Facilitator Signature

Facilitator Signature

No
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Facilitator Coordinator

QiC

Mapaedcae ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED
S/N General ACP Form Editable?
14 |Contact Details of ACP Office Yes
Contact Details of ACP Office
15 Other Supporting Information Available No

Other Supporting Information Available

Other Supporting Information Available

5 Aug 2026 v1.1 85



O . C |
agency for
integrated care

Facilitator Coordinator

ADMINISTRATIVE EDITS TO ACP
FIELDS THAT CAN/CANNOT BE E

S/NPPC ACP Form Editable?
1 |Patient particulars No

Patient Particulars

* Institution/Programme Name Place of Documentation

# Date of ACP Session # Settings
2 |ACP Form Type No

ACP Form Type

SORM
DITED

5 Aug 2026 v1.1
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Facilitator Coordinator

QiC .
egmeder ADMINISTRATIVE EDITS TO ACP FORM
FIELDS THAT CAN/CANNOT BE EDITED

S/NPPC ACP Form Editable?
3 |Preferred Plan of Care Discussion (If Discussion held with Patient) No

Preferred Plan of Care Discussion

# Discussion held with

4  |Preferred Plan of Care Discussion (If Discussion not held with Patient) No
Preferred Plan of Care Discussion (ChECkbOX)
# Discuss ion held with
Yes (Text
* This discussion was held with the patient's Nominated Healthcare Spokesperson(s) because ... fl e I d)
4/ 86
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Facilitator Coordinator

ADMINISTRATIVE EDITS TO ACP
FIELDS THAT CAN/CANNOT BE E

S/IN

PPC ACP Form

Editable?

Section A: Undes

‘‘‘‘‘‘‘‘‘‘‘‘‘‘

Section A: Understanding of Medical Condition, Values and Goals of Care Yes

SORM
DITED

5 Aug 2026

Section B: Goals of Medical Care

No

Section B: Goals of Medical Care

itation (CPR)

* B2 Medical Intervention Guidelines
(When the patient has a pulse and is breathing)

+ B1: Cardiopulmonary Resuscitati
(When the patient is in cardiopulmonary arrest and is not breathing or has no

pulse)

(Checkbox)

Yes (Other
comments)

88




Facilitator Coordinator

QiC

Mapaedcae ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED
S/N PPC ACP Form Editable?
7 Section C No

* Preferred place of medical treatment and care in event of deterioration

8 Section C (If Not Decided or Others) No

Section C
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ADMINISTRATIVE EDITS TO ACP
FIELDS THAT CAN/CANNOT BE E

Facilitator Coordinator

S/N PPC ACP Form Editable?
9 Section D No

Section D

* Preferred Place of Death in event of deterioration
10 |Section C (If Not Decided or Others) No

Section D

# Preferred Place of Death in event of deterioration

* Please specify

SORM
DITED
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ADMINISTRATIVE EDITS TO ACP
FIELDS THAT CAN/CANNOT BE E

Facilitator Coordinator

S/N|PPC ACP Form Editable?
11 Section E Yes
Section E: Other important notes
12 [Patient Signature (If Patient has signed = Yes) No
Patient Signature
13 [Patient Signature (If Patient has signed = No) No

Patient Signature

* Patient has signed

* Please specify

“
4/250

* Reason

SORM
DITED
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ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED

S/NPPC ACP Form Editable?
14 |INHS Signature (If NHS identified = Yes; NHS Signature = Yes) No
Nominated Healthcare Spokesperson (NHS)
# NHS Identified
Relationship Contact Is Primary  Has NHS signed Date of
Name of NHS with patient number  Email NHS? the hardcopy? signing
test Parent 87654321  srirekam.yasumi.jayram@aic.sg Yes 18-Jun-2026
15 |NHS Signature (If NHS identified = No) No
Nominated Healthcare Spokesperson (NHS)
# NHS Identified # Reason
4;’256

5 Aug 2026 v1.1
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Facilitator Coordinator

ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED

S/IN

PPC ACP Form

Editable?

16

NHS Signature (If NHS identified = Yes; NHS Signature = No) No

Nominated Healthcare Spokesperson (NHS)

* NHS Identified

Relationship Contact

Is Primary  Has NHS signed Date of

with patient number  Email NHS? the hardcopy? signing Reason Action
Sister 87654321 srirekam.yasumi.jayram@aic.sg No - Others: test
17 [Physician Signature (If Physician has signed = Yes) No
Physician In Charge Signature (CheCkbOX)
* Physician has signed * Name of Physician ®
Test
MCR no of Physician ©
My signature below indicates my awareness of the patient's care preferences YeS (N am e

# Date of signing

18-Jun-2026

indicated in the ACP.

and Date of
Signing

93




Facilitator Coordinator

Regd e ADMINISTRATIVE EDITS TO ACP FDRM
FIELDS THAT CAN/CANNOT BE EDITED

S/NPPC ACP Form Editable?
18 Physician Signature (I f Physician hjYes
Physician In Charge Signature (ChECkbOX’
* Physician has signed # Reason Name’ MCR
No. and
Yes O No
Date of
Signing)
Physician In Charge Signature
* Physician has signed # Name of Physician ()
MCR no of Physician (O

My signature below indicates my awareness of the patient's care preferences
indicated in the ACP.

* Date of signing
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QiC .
egmeder ADMINISTRATIVE EDITS TO ACP FORM
FIELDS THAT CAN/CANNOT BE EDITED

S/NPPC ACP Form Editable?
19 [Facilitator Signature No
20 [Contact Details of ACP Office Yes
Contact Details of ACP Office
ACP Office Contact Number
21 |Other Supporting Information Available No

Other Supporting Information Available

Other Supporting Information Available
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ADMIN

ISTRATIVE EDITS TO ACP FOF

SIN

Scenario

Followup

A Facilitator A published an ACP on 1 Jul 2026.
They found a typo error in the form on 3 Jul 202{
A Error: Getting adequate sleepd 8 hours

A Edits can be made to text field&A Facilitator A can
make the edit

A Facilitator A from Organisation M published an
ACP on 1 Jul 2026. Facilitator B from
Organisation N found a typo error in the form on
3 Jul 2026 when they viewed the form in NEHR.

A Edits can only be made by users in the same
organisationA Facilitator B should contact any
user from Organisation M to make the edit

A Facilitator A published a PPC ACP on 1 Jul 202¢
without a physician®s

A The physician visited theorganisationon 10 Jul
2026 and Facilitator A obtained the signature

AEdits can be made tAo phys
s Haalitatar tA ean enake the edit

Note: Administrative edits to ACP form will not change their existing published ACP form care preferences and it does not changewrsion/ increase the
ACP workload count.

5 Aug 2026 v1.1
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QiC
R ADMINISTRATIVE EDITS TO ACP FOF

S/N [Scenario Follow-up
4 A Facilitator A published an ACP on 1 Jul 2026. A Edits cannot be made to care preferences or NHS
They found errors in the form on 3 Jul 2026. name A Facilitator A should withdraw the ACP

AError 1: Selected ~ Toformpand emiishansiwore. CPR®
i nstead of DO NOT attempt CPR°®
A Error 2: NHS name misspelt

5 A Facilitator A published an ACP on 1 Jul 2026. A Edits cannot be made to NH# Facilitator A
Patient informed Facilitator A on a change or cannot make an edit. They should consider if the
addition in NHS on 23 Aug 2026. change or addition in NHS will affect the provision
of care or review the ACP with the patient to
update care preferences.

6 A Facilitator A published an ACP on 1 Jul 2026. A Edits can only be made within 1 year of the form
They found a typo error in the form on 29 Sept being publishedA Facilitator A cannot make an

2027. edit. They should consider if the typo will affect the
provision of care or review the ACP with the patier
to update care preferences.

Q)

Note: Administrative edits to ACP form will not change their existing published ACP form care preferences and it does not changeuérsion/ increase the
ACP workload count.
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R ADMINISTRATIVE EDITS TO ACP FOF

Facilitator Coordinator

Section A: Understanding of Medical Condition, Values and Goals of Care

A1: Patients and NHS's understanding about the patient's condition, possible complications, and prognosis (if appropriate)
g conditions (including o]

Click Save after completing edit.

£ Admin Edit @ Review Cancel

Qic) 5 1. Search for patient using NRIC/OID in the search bar.
- 2. Click on the patient name to view profile.

e e 3. Select the ACP Form tab.

4. View ACP Form.

S 5. Sel ect ~Admin Edit?®
6. Make the necessary edits.
7.
8.

Publish the form.

\ 4

< Admin Edit Cancel

Note: Administrative edits to ACP form will not change their existing published ACP form care preferences and it does not changeuwbrsion/ increase the
ACP workload count.




QIC

R ADMINISTRATIVE EDITS TO ACP FO

Forms History
V' General

A Preferred Plan of Care

11 25-Mar-2026 07:28:59 PM Agency for Integrated Care Yasumi Jayram @ View Form

1 25-Mar-2026 04:34:23 PM Agency for Integrated Care Yasumi Jayram @ View Form

9. Patients can view the latest published version iMyLegacy.
I. Latest edits will overwrite the previous version.
ii. Unable to see previous versions.
10. Healthcare professionals can see the latest published version via NEHR.
I.  Previous versions remain in ACPS but NEHR displays only the latest published version.
11. The ACP Form Version History is available under the ACP form tab.
12. Version 1 represents the first published ACP form.
13. Each administrative edit increases the version number by 0.1.
14. For any change in care preference, pleaseeview the ACP form

Note: Administrative edits to ACP form will not change their existing published ACP form care preferences and it does not changeubrsion/ increase the
ACP workload count.
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Facilitator Coordinator

O . C )
agency for

REVIEW

QIC)

H Patient Details / Create ACP Form
L - Name Richard Rider nd @ Of Birth Male / 01 May 1941 / 84 Years 10 Months

Patient Particulars

Overview

A If there are changes in care preferences discussed
with the patient in a new session, a review can be
Sel:llorn A; Und?rstund\nn of Medical C.onditlun‘ Values and Goals ol‘ C?re IIII CO n d u Cte d "
S A Do not review the ACP form to add patient/NHS
signatures.

ACP Form Type

Preferred Plan of Care Discussion

v

A Withdraw Form £ Admin Edit Cancel
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Patient Particulars

ACP Form Type

Preferred Plan of Care Discussion

Section A: Understanding of Medical Condition, Values and Goals of Care

. possible

the.
I/the patient have the following conditions

v

A Withdraw Form £ Admin Edit Cancel

5 Aug 2026 v1.1
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© ®© N O

Facilitator Coordinator

REVIEW

Search for patient using NRIC or OID in the search
bar.

Click on the patient name to view profile.
Select the ACP Form tab.
View ACP Form.

Select Review°. AlIl the
data from the previously published ACP form will be
auto-populated.

Make the necessary edits.

Do note that the date of session must be updated.
Click Save after completing edits.

Publish the form.
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O . C
agency for
integrated care

Forms History

/. General
/. Preferred Plan of Care

2 10-Mar-2026 11:13:23 AM Agency for Integrated Care Syafig AIC Test
1 10-Mar-2026 10:12:12 AM Agency for Integrated Care Syafig AIC Test ® View Form

V' Disease Specific

10. Patients can view the latest published version iNMyLegacy.
I. Latest edits will overwrite the previous version.
ii. Unable to see previous versions.
11.Healthcare professionals can see the latest published version via NEHR.
I.  Previous versions remain in ACPS but NEHR displays only the latest published version.
12. The ACP Form Version History is available under the ACP form tab.
13. Version 1 represents the first published ACP form.

14. Each review increases the version number by 1. This reflects the number of times the ACP form
was been reviewed.
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O . C )
agency for

REPORTS

Legend:

| Access at organisation level
_' &) Access at owner level

Access at organisation level for all organisations under cluster

E] No access
Type Name ACP Institutional Administrator ACP Coordinator  General ACP Facilitator PPC ACP Facilitator ACP Facilitator (2 Types) Cluster Representative
ACP Type &
Transactional Published Form

Withdrawn Form

NHS

Care Preference

Preferred Place of Death
Summary

Utilisation

ACP Workload

Withdrawn Form Summary

Audit Login
Audit Audit Patient

Audit Log

OO0

QHCHCONONCOHONONANGNCONONS
HHHHEOOOOE OO
HHHHEOOOOE OO
3 3 P 3 3 3 3 3 P P

HHIHEOOOOKMO©

5 Aug 2026 v1.1 103



Facilitator Coordinator Institutional Admin

O . C )
agency for

REPORTS

& Home | (& Reports

ACP Reports

Transactional Reports  Summary Reports

ACP Types Report Published Forms Report Withdrawn Form Transactional Report

The ACP Type Report allows users to generate a list of all ACP forms that are in draft, The Published Form Report allows users to generate a list of all published ACP forms The Withdrawn Form Transactional Report allows institutions to monitor and audit the
published or history status, within a specified date range based on when the forms for all patients. This report only includes ACP forms with a published status. Currently, reasons for ACP form withdrawals.

were created in the system. this report excludes individuals whose forms have been withdrawn, or who are

deactivated or deceased in the system.

1. Login to the system.
2. Select the Reports tab.
3. Select the report required.
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QIC
?.,%:;mm) REPORTS

@ Home | (G Reports

ACP Reports

Transactional Reports  Summary Reports

3 Types of Transactional Reports

I.  Transactional reports reflect individual ACP patient records

ii. ACP Type, Published Form, Withdrawn Form Transactional

6 Types of Summary Reports

I.  Summary reports reflect the aggregated number of ACP patient records

ii. NHS Report, Care Preference, Preferred Place of Death, Utilisation, ACP Workload, Withdrawn Form Summary
3 Types of Audit Reports

. Audit reports reflect each user ®s movements for at
. Audit Login, Audit Patient, Audit Log
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Facilitator Coordinator Institutional Admin

O'C) 3 TYPES OF TRANSACTIONAL REPORTS

integrated care
Reflect individual ACP patient records

1. ACP Type Report 2. Published Form Report

3. Withdrawn Form Transactional

Report
+ Lists all ACP forms by status: + Lists published ACP forms only + Lists withdrawn ACP forms
+ Draft2 ACPs that have been + Excludes: + Includes reasons for withdrawal
created by transcriber/ facilitator + Withdrawn forms + Supports auditing and governance
but not published. This means + Deactivated patients monitoring

that the ACP is not available in
NEHR orMyLegacy.

+ Published? The ACP is available
in NEHR andMyLegacy.

+ History? The ACP was
withdrawn or replaced by a
newly published ACP. It is not
available in NEHR oMyLegacy.

+ Results are based on the form
creation date range

+ Used for tracking ACP activity
across different form statuses

+ Deceased patients

+ Used for reporting and operational
purposes
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Facilitator Coordinator Institutional Admin

QiC) 6 TYPES OF SUMMARY REPORTS (1/2)

Reflect the aggregated number of ACP patient records

3. Preferred Place of Death

1. NHS Report 2. Care Preference Report Report

+ Counts patients with a tSummarisespat i ent s® zSummarisespati ent s ®
Nominated Healthcare preferences preferred place of death from
Spokesperson (NHS) + Includes published ACP PPC forms

+ Shows the relationship forms only + Compare preference with
between patient and NHS + Care questions vary by ACP patient bio-data

+ Includes published ACP form type + Includes published ACP
forms only forms only

+ Data organized by ACP form
type
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Facilitator Coordinator Institutional Admin

QiC) 6 TYPES OF SUMMARY REPORTS (2/2)

Reflect the aggregated number of ACP patient records

6. Withdrawn Form Summary

4. UtilisationReport 5. ACP Workload Report

Report

+ Shows the number of ACP + Track ACP forms contributed + Provides a highlevel
forms created by the by certified facilitators summary of withdrawn ACP
selected organization + Used to monitor facilitator forms

+ Includes Draft and Published activity and workload + Aggregates withdrawal
status + Deceased individuals are counts and reasons

+ Includes the number of new included + Supports management
patients created with ACP + Withdrawals or deactivations reporting and audit oversight
forms reduce totals

+ Deceased individuals are
included Iin counts

+ Withdrawn or deactivated
forms reduce totals
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Facilitator Coordinator Institutional Admin

O'@ 3 TYPES OF AUDIT REPORTS

Refl ect each user ®s movements for audi

1. Audit Login Report 2. Audit Patient Report 3. Audit Log Report

+ Records all user login + Captures the audit trail of all + Records system actions not
activities actions performed on a related to login or patient
+ Includes logins performed via patient record activities
Corppass and Azure + Supports traceability of + Includes administrative and
+ Used for security monitoring patient-related activities other operational system

and audit purposes actions

5 Aug 2026 v1.1 109



Facilitator Coordinator Institutional Admin

QiC)

REPORTS
integrated care
: Home 3 Reports ) Announcements \ Ef Facilitators Database [5] Organisation Settings A Users E UAM Exercise
Reports /
ACP Types Report
* Date Range * User's Organisation * ACP Status
* ACP Type Patient Setting
4. Generate Report
Paseword Protection > To generate the report, fill in the fields.

+ Enter Password Generate Report-

Enter a password to protect personal data.
A progress tab will appeatr.

Users will receive an email when the report is generated.

© © N o O bk

The request will remain in the systenfor 5 calendar days from the
date of request.

S/No Requested At Status Action

1 19-Jun-2026 02:40:23 PM In Progress

Total 1 items 10/ page Goto 1
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Facilitator Coordinator Institutional Admin

O . C )
agency for

REPORTS

S/No Requested At Status Action
1 19-Jun-2026 02:40:23 PM ACPTYPEREPORT_20260619144023 xIsx

Confirm Download

You are about to download sensitive data from the Advance Care Planning IT 10 C||Ck on the Re port name. (eg .

System. Please ensure you are only using endpoint devices as approved by your

organisation while handling, storing and transferring this data. AC PTYPEREPORT_20260619144023 XISX)

By clicking 'OK’, you agree to take all appropriate security arrangements as indicated 1 1 . CO nf| m Download .

in the Conditions of Use, including but not limited to preventing unauthorised or

accidental access, collection, use, disclosure, copying, modification, disposal or 12 . The re port WI ” be dOWﬂ IOad ed .

destruction (or other similar risks) of the data in your control and possession. You

also agree to ensure all downloading of data is performed on a need-to basis. 13 . |nput the paSSWO rd o VieW the re port_
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QiC)

agency for

Facilitator Coordinator Institutional Admin

ACP TYPES REPOR

Legend:
Access at organisation level
@ Access at owner level
@ Access at organisation level for all organisations under cluster
® No access
Type Name ACP Institutional Administrator ACP Coordinator  General ACP Facilitator PPC ACP Facilitator ACP Facilitator (2 Types) Cluster Representative
AP Type © © © ©

Transactional

Summary

Audit

The ACP Type Report allows users to generate a list of all ACP forms that are in draft, published or history status, witlspegified date
range based on when the forms were created in the system. This report is mainly used for workload reporting for ACP progranamne

funding.



QiC)

agency for
integrated care

Facilitator Coordinator Institutional Admin

ACP TYPES REPOR

& Home | (& Reports 0 Announcements \ Ef Facilitators Database [5] Organisation Settings K Users E UAM Exercise
Reports /
ACP Types Report
* Date Range * User's Organisation * ACP Status
* ACP Type Patient Setting
4. Generate Report
1. Go to the Reports® tab and select ACP Types Rep

2. To generate the report, select:

a &M D

Correct date range

All the organisationsand users underorganisationor cluster

ACP status published® and history?®

All ACP types General®°®, Preferred Plan of Cas

All patient setting

3. Generate Report.

5 Aug 2026 v1.1

113



Facilitator Coordinator Institutional Admin

QiC) _
S ACP TYPES REPOR

Password Protection X

4. Enter a password to protect personal data.
o 5. A progress tab will appeatr.
6. Users will receive an email when the report is generated.
El o 7. The request will remain in the system for 5 calendar days from the date of
request.
S/No S

Total 1 items 10/ page Goto 1
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Facilitator Coordinator Institutional Admin

O . C )
agency for

ACP TYPES REPOR

S/No Requested At Status Action
1 19-Jun-2026 02:40:23 PM ACPTYPEREPORT_20260619144023 xIsx

8. Click on the Report name (e.g.

Confirm Download

ol Tonmos ACPTYPEREPORT_20260619144023.xIsXx)
You are about to download sensitive data from the Advance Care Planning IT
System. Please ensure you are only using endpoint devices as approved by your 9 . CO nf| m Down Ioad .

organisation while handling, storing and transferring this data.

10.The report will be downloaded.

By clicking 'OK’, you agree to take all appropriate security arrangements as indicated

in the Conditions of Use, including but not limited to preventing unauthorised or 11 Input the password tO view the I‘epOI‘t
accidental access, collection, use, disclosure, copying, madification, disposal or . .
destruction (or other similar risks) of the data in your control and possession. You 12 . The excel Sheet WI " CO nta.| n.:

also agree to ensure all downloading of data is performed on a need-to basis.

I.  The transactional data, which includes Date of
S o | ACP Session, Type of ACP, ACP Status, Published
Date, Modified Date, Facilitator Name, and
Withdrawal Details.

ii. A summary based on Name of Cluster, Sector
Type, Organisation Name and No. of Published
ACPs.
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ADDITIONAL COORDINATOR AND INSTITUTION:
ADMINISTRATOR FUNCTIOMSTHDRAWALS




O . C
agency for
integrated care

ROLES WITHIN ACPS

Role

Description

Recommended for

ACP Coordinator

ACP Coordinator role is granted to trained ACP
Facilitators who are certified to conduct both types of
ACP (General and PPC) for patients. In addition, they
hold a privileged role at the institutional level to withdray
forms (e.g. in the event of consent withdrawal) and
access reports that contains ACP information of all the
patients whom their institution encounters.

This role is recommended for ACP Team lead;
who are ACP practitioners and certified to
conduct both types of ACP (General and PPC
They may also use the report function for
programme development and reporting
purposes.

ACP Institutional
Administrator

Institutional Administrator role is granted to programme
administrators at the institutional level. They are not
required to be a certified facilitator and thus there will b
no -writing® access grant
to access Audit Reports and other reports that contain
patients® ACP i nformati or
(e.g. in the event of consent withdrawal).

This role is recommended for ACP Programmy
Leads who are not ACP practitioners. They
have the key role to make use of the report
function for programme development and
reporting purposes.
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QIC
WITHDRAWALS

1. Forms can be withdrawn for the following reasons:
I.  Patient withdraws consent to share current ACP information
ii. Data entry error
lii. Duplication of form
iv. Wrong patient
v. Others (to specify)

2. Once withdrawn, the form and its corresponding worksheets are not longer retrievable and will not be
captured in the history.

3. Only the following users can withdraw ACP forms:
I.  ACP Coordinators
ii. Institutional Administrators
4. Note:
1. | f there are changes iRevieptheeACRform®s car e preferen
2. If there are typo edits required for ACP form, maké&dministrative Editsto the ACP form.
3. Patient may have multiple ACP forms in the form history. Ensure you are withdrawing the intended form.
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Coordinator Institutional Admin
agency for

WITHDRAWALS

QiC)

Search for patient using NRIC/OID in the search bar.

Click on the patient name to view profile.

Select the ACP Form tab.

View ACP Form.

Select Withdraw For m°

Confirm Withdrawal? X

Once withdrawn, this form and its corresponding worksheets can no longer be retrieved, and will
not be captured in the history. Are you sure you want to withdraw?
If yes, please fill in the fields below and click "Confirm." If no, please click "Cancel.”

+ Reason for Withdrawal

A T o A

A confirmation pop-up will be displayed. User must:

+ Requestor's Name + Requestor's Email I. Select a reason for withdrawal

i. Enter the requestor ®s na
e — 7. Click Confirm to proceed with withdrawal.
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[ ]
QiC
R WITHDRAWALS
Summary Biodata ACP Form Uploaded Documents

ACP Forms + Create an ACP Form

Form Type Form Status Last Modified Date NEHR Synced Action

General

Preferred Plan of Care D Draft 26-Feb-2026 04:17:10 PM £ Edit Draft

Disease Specific

Forms History

A\ General
11 15-Feb-2026 04:36:52 PM Agency for Integrated Care Yasumi Jayram
&1 WS IRATEM Aoy oriimed Care vannl Jeyam Reason for withdrawal : Patient withdraws consent to share current ACP
2 19-Feb-2026 03:50:47 PM Agency for Integrated Care Yasumi Jayram information
1 15-Feb-2026 04:36:52 PM Agency for Integrated Care Yasumi Jayram Requestor's Name Srirekam Yasumi
R p—— Requestor's Email . srirekam.yasumi.jayram(@aic.sg *
V/ Disease Specific Staff Yasumu Jayram

Institution : Agency for Integrated Care

8. Withdrawal details are recorded in ACP form history. Details can be viewed by hovering over the form status.
9. An email notification will be sent to the facilitator who published the form to confirm the withdrawal action.



TRAINING ADMINISTRATOR FUNCTIONS
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integrated care

Training Admin

TRAINING ADMINISTRATOR ROLI

Role

Description

Recommended for

Training
Administrator

The Training Administrator role is only fdraining

partners to key training details into ACPS directly.
Training records and facilitator database will be digitiseq
and stored within ACPS. Upon role request, the system
will check if the facilitator is trained and certified to have
access to the system.

This role is recommended for training partners
to key in the training details into the system
directly.
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QiC

e fr TRAINING ADMINISTRATOR

Overview

A Training Administrator is a new role for training partners only.

A Enables direct entry and management of training and facilitato
records in the ACPS.

A The Facilitator Database is digitised and used to verify
facilitator training eligibility.

A NRIC/FIN is used as a unique identifier for facilitators.

A The system checks training records before role requests are
processed.

A If a facilitator is not trained for the requested role, the role
request will not be sent for approval.

A Accurate data entry ensures correct role access and prevent
delays.
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QiC

Wi TRAINING ADMINISTRATORACILITATOR DATABASE

1. Navigate to the Facilitator Database®° tab.
2. View and manage the training records and facilitators list.
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