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Introduction
The Singapore Institute of Legal Education (“the Institute”) Practice Training Period Online Portal
(“PTP Online Portal”) is currently operating in its Early Access phase. As the system is still un-
dergoing refinement, users may experience software bugs or unexpected system behaviour.

We thank you for your understanding and encourage you to report any errors or irregularities en-
countered to it.support@sile.edu.sg. Your feedback is very important to help improve the system.

Revision History
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List of Abbreviations

AA . . . . . . . . . . . . . . . . . . Account Administrator

PT . . . . . . . . . . . . . . . . . . Practice Trainee

PTC . . . . . . . . . . . . . . . . . Practice Training Contract

PTP . . . . . . . . . . . . . . . . . Practice Training Period

SLP . . . . . . . . . . . . . . . . . Singapore Law Practice

SS . . . . . . . . . . . . . . . . . . Supervising Solicitor
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1. Registration of Account Administrator

The Account Administrator serves as the master user for the PTP Online Portal. As the Account
Administrator, you will have full access to the portal, allowing you to manage Practice Training
Contracts, create and update Supervising Solicitor Profiles, and oversee all processes related to
the practice training period. The following steps outline the process for creating an Administrator
Account.
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Step 1. Click on “Register Now” button. Navigate to the PTP Online Portal log in page and click
on the “Register Now” button.
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Step 2. Complete the Administrator’s Account Registration Form. Complete all required fields
in the online form. All fields are mandatory. Ensure that the information entered is accurate and
up to date. Once all fields have been filled, click “Next” button to proceed.
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Step 3. Review and Verify Information. Review all the information entered on the form to ensure
it is accurate and complete. If it is correct, click the “Submit” button to proceed. If you need to
make any changes, click the “Edit” button to return to the form and update the relevant fields before
submitting.
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Step 4. Check for Verification Email. A verification email will be sent to the registered email
address.
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Step 5. Activate the Account Administrator’s Account. To complete the registration process,
click on the Activation Link provided in the email sent to the registered email address. This will
direct you back to the PTP Online Portal.

Step 6. Pending the Institute’s Approval. In the portal, you will see a confirmation message
stating that the application for Administrator Account is now under review by the Institute. This
indicates that your submission has been received and is currently being processed.

8 | P a g e



Practice Training Period Online Portal
User Guide (Phase 1)

Step 7. Check for Approval Email. Once the Institute has approved the Account Administrator’s
registration, you will receive a confirmation email. To access the PTP Online Portal, click the
“HERE” link provided in the email to proceed to log in using the registered credentials.
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2. Registration of Supervising Solicitor’s Profile

A Supervising Solicitor Profile must be created and registered in the system before a practice
training contract can be registered. This section outlines the steps required to create Supervising
Solicitor Profile.
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Step 1. Log in as an Administrator. Access the portal by logging in with the registered Account
Administrator’s credentials and selecting “Account Administrator” role from the drop-down menu.

Step 2. Navigate to “Supervising Solicitors” Tab. Click on the Supervising Solicitor tab in the
left menu.

Step 3. Add Supervising Solicitor. Click on the “Add” button to begin the Supervising Solicitor
Profile registration process.
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Step 4. Complete Supervising Solicitor Details. Complete all required fields. All fields are
mandatory. To upload the Supervising Solicitor’s Practising Certificates, please refer to Step 4a
below.

Step 4a. Upload Practising Certificate. Click on the “Upload” button to upload PDF copies of
the Supervising Solicitor’s Practising Certificates. Follow the on-screen instructions.
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Enter the Practising Certificate Issuance Date and End Date. Select the correct Issuance Date
and End Date of the Supervising Solicitor’s Practising Certificate as stated on the certificate itself.
These dates can be found on the copy of the Supervising Solicitor’s practising certificate as shown
in the sample image below. Once you have entered the correct date, click “Save” button.
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Sample Practising Certificate — Issuance Date and End Date location.

Step 4b. Repeat the upload steps until all relevant Practising Certificates have been successfully
uploaded. Each uploaded certificate will be displayed on the page as shown here, and the total
duration will be automatically calculated and shown at the bottom of the list. Once you have verified
that all Practising Certificates have been uploaded correctly, click the “Next” button to proceed.

Step 5. Review and Verify Information. Ensure that all the entered details are accurate and
complete. If any corrections are required, click “Edit” button to make the necessary amendments
before proceeding. Once all information has been confirmed, click “Submit” button to finalise
submission. Upon submission, you will be redirected to the Supervising Solicitor homepage.
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Step 6. Pending Verification. The Supervising Solicitor you have added will appear on the
homepage with the status marked as “Pending Verification”. This status will remain until the
necessary verification and activation steps have been completed by the Supervising Solicitor.

Step 7. Supervising Solicitor Email Confirmation. The Supervising Solicitor will receive a veri-
fication email containing an Activation Link. To complete the verification process, the Supervising
Solicitor must click on the Activation Link provided in the email.

Step 8. Access Supervising Solicitor Login Detail Page. After clicking the Activation Link,
the Supervising Solicitor will be directed to a landing page. Click the link provided to access the
Supervising Solicitor’s Login Details confirmation page.
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Step 9. Supervising Solicitor to Set Password. The Supervising Solicitor must create and
confirm a password, and enter a preferred Correspondence Email or Business Email, which may
be the same as their login email. Once all required fields are completed, click the “Next” button to
proceed.
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Step 10. Supervising Solicitor Details Submission. Review all the information entered on the
form to ensure it is accurate and complete. If it is correct, click the “Submit” button to proceed. If
you need to make any changes, click the “Edit” button to return to the form and update the relevant
fields before submitting.

Step 11. A confirmation message will be shown when the Supervising Solicitor has successfully
completed the verification and activation process.
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Step 12. Supervising Solicitor Profile Registration Notification. Once the Institute has ap-
proved the Supervising Solicitor’s profile registration, confirmation emails will be sent to both the
Supervising Solicitor and the Account Administrator to notify them that Supervising Solicitor’s Pro-
file have been successfully registered and activated.
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3. Registration of a Practice Training Contract

The Practice Training Contract must be registered within the PTP Online Portal before the com-
mencement of the training period. Practice Training Contract can be created through the Account
Administrator or Supervising Solicitor account.
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Step 1. Log in as an Account Administrator or Supervising Solicitor. Enter the correct login
details and select the appropriate category in the Role drop-down menu.

Step 2. Register New Practice Training Contract. Click the “Register Practice Training Con-
tract” button.
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Step 3. Enter Practice Training Contract Details. Input all required details in the form. All fields
are mandatory. Some fields may be pre-populated for your convenience and should be reviewed for
accuracy. For the section on the practice trainee’s information, please enter the Practice Trainee’s
Part B Candidate Number.
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Step 4. Review and Verify Information. Check all the entered details carefully to ensure they
are accurate. If the information is correct, click the “Submit” button to proceed. If any errors are
found, click the “Edit” button to update the necessary fields before continuing.

IMPORTANT

Please make sure that the Practice Trainee’s email address is up to date. The Practice
Trainee’s email address stated in the Practice Training Contract is the email address regis-
tered with the Institute during the relevant session of the Part B Course.

If the Practice Trainee wishes to update this email address, please notify the Institute at
ptp@sile.edu.sg before submitting the Practice Training Contract, so that the Institute may
update the Practice Trainee’s correspondence email accordingly.
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Step 5. Awaiting Signatures Status. After submitting the registration details, you will be redi-
rected to the Practice Training Contract homepage. This page displays a list of Practice Training
Contracts created by the Singapore law practice. The status of each contract will be shown. If the
Practice Training Contract is pending signatures, the status will be displayed as “PTC Awaiting
Signatures.” All three parties (the Authorising Officer, the Supervising Solicitor, and the Practice
Trainee) are required to sign the form in order to proceed.
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Step 6. Practice Training Contract Signature Requests. All three parties (the Authorising Offi-
cer, the Supervising Solicitor, and the Practice Trainee) will receive an email notification prompting
them to review and sign the Practice Training Contract electronically. Upon completing the elec-
tronic signature, click the “Submit” button to complete the submission.
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Step 7. Practice Trainee Signature. The Practice Trainee will receive an email notification
prompting them to review and electronically sign the Practice Training Contract. This email will
also contain the Practice Trainee’s login credentials: the user ID will be the email address regis-
tered with the Institute, and a temporary password will be provided.
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Step 8. Awaiting the Institute’s Approval Status. Once the Practice Training Contract has
been signed by all three parties (the Authorising Officer, the Supervising Solicitor, and the Practice
Trainee), the status will automatically update to PTC Signed by All Parties – Awaiting SILE
Approval”. This indicates that all required signatures have been obtained and the Practice Training
Contract is now pending review and approval by the Institute.

Step 9. Approval Confirmation. Once the Institute has approved the Practice Training Contract,
the system will automatically update the application status to “SLP to Commence PTP.” This
status indicates that the Singapore law practice may now proceed with the commencement of the
Practice Training Period in accordance with the approved contract details.
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Once the Practice Training Contract has been successfully registered, email notifications will be
automatically sent to the Account Administrator, Supervising Solicitor, and Practice Trainee. Each
email will confirm the registration and contain a direct link to the Practice Training Period Online
Portal. Recipients can access the Portal by clicking on the link in the email and logging in using
their registered credentials.
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Step 10. Confirm Commencement Date. The Account Administrator, Supervising Solicitor, or
Practice Trainee must confirm the commencement of the practice training period in the system at
anytime prior to the intended commencement date of the practice training period.

Once the commencement date of the practice training period has been confirmed, the relevant
functions in the PTP Online Portal will be enabled. These features will become accessible on or
after the confirmed commencement date. Users will only be able to view and interact with the
document submissions functions from that date onwards.
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Step 11. Change of Commencement Date. If you need to change the commencement date of
the practice training period before it has started, you may do so by submitting a request through
the portal. To begin, click on the “Change Commencement Date” button. You will be prompted
to enter the current commencement date and the new intended commencement date. After com-
pleting the required fields, click “Submit Request” to send your request to the Institute for review
and processing.
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