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Electronic Standing Instruction (ESI)
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What is ESI?
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What is ESI?

The Electronic Standing Instruction (ESI) is a convenient payment feature in CPF EZPay that 
automatically deducts your employees’ monthly CPF contributions via Direct Debit from your designated 
bank account.

Who is it for? 

• ESI is suitable for employers whose employees’ wages generally do not change each month. 

What is required?

• To use ESI, you will need to have an active Direct Debit arrangement with the Board. You can set up 

Direct Debit Authorisation (DDA) for CPF contributions online. 

What to note?
• If you have terminated your Direct Debit arrangement for CPF contributions, your ESI arrangement will 

also be deactivated automatically. 

• Deactivating your ESI arrangement under CPF EZPay does not automatically terminate your Direct 
Debit authorisation with the bank. You will need to terminate your Direct Debit authorisation both with 
CPF Board (at CPF website) and with your bank if you are no longer using it. 
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https://www.cpf.gov.sg/employer/tools-and-services/forms-e-applications/set-up-direct-debit-authorisation-for-cpf-contributions
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When to activate ESI?
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When to activate ESI

• To activate ESI for the current month, you can set up the ESI arrangement any time after the 
processing of previous month’s ESI deduction and before the processing of current month’s ESI 
deduction; that is, after the 14th of current month to the 14th of the following month. 

• If the 14th of the current or following month falls on a Saturday, Sunday or Public Holiday, the 
earliest or latest set-up date will be shifted accordingly. 

• Example

ESI contribution month When to set up ESI

July 2025 15 July 2025 – 14 August 2025

August 2025 15 August 2025 – 15 September 2025*

September 2025 16 September 2025* – 14 October 2025

*14 September 2025 falls on a Sunday
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How to activate ESI?
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1. Go to cpf.gov.sg

2. Select Employer/Business

Activate ESI
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3. Click on Login, then CPF EZPay.
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Activate ESI
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4. Select the type of business entity 
applicable to you and log in with your 
Singpass. 

• For UEN-registered entities, learn 
how to setup and assign access to 
your user in Corppass portal.

• For individuals trading under own 
name, learn how to manage your 
user's access in CPF EZPay.

Activate ESI
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https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/Guide%20to%20setup%20and%20assign%20CPF%20eService_2021.pdf
https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/Guide%20to%20setup%20and%20assign%20CPF%20eService_2021.pdf
https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/Guide%20to%20setup%20and%20assign%20CPF%20eService_2021.pdf
https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/Guide%20to%20setup%20and%20assign%20CPF%20eService_2021.pdf
https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/CPFEZPayupdateparticulars.pdf
https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/CPFEZPayupdateparticulars.pdf
https://www.cpf.gov.sg/content/dam/web/employer/making-cpf-contributions/documents/CPFEZPayupdateparticulars.pdf


5. Select Activate Electronic Standing 
Instruction (ESI) at CPF EZPay Main 
Menu.

Activate ESI
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6. Read the instruction to determine if ESI 
is suitable for your company and click 
on Continue.
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Activate ESI



7. Verify that the First ESI Month Paid For 
stated is the intended effective ESI 
month.

8. Key in the CPF Account No., Name of 
Employee (as stated in NRIC), Ordinary 
Wages and other details of your 
employee.

9. (Optional) Key in One-Time Additional 
Wages if you are paying a non-recurring 
Additional Wages to your employee(s). 
Refer to How to key in One-Time 
Additional Wages. 

10. Click on Detail to key in Staff information.

Note: You will be logged out after 15 minutes 
of inactivity.

Activate ESI
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11. Key in Date of Birth, Citizenship and 
Employment Status.

• PR Start Date and PR Type is 
mandatory if citizenship is a PR Yr 1 
or PR Yr 2

12. (Optional) Key in Date Start Employment 
if your new employee is starting work in 
the next two months. Refer to How to add 
new employee’s details in advance. 

13. Ensure that SDL Payable option is 
correct.
• For UEN-registered entities, SDL 

Payable should be selected as ‘Yes’
• For individuals trading under own 

name, SDL Payable should be 
selected as ‘No’

Activate ESI
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14. Key in the amount for other payments, if 
applicable. 

15. Select Continue.

Activate ESI
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16. Tick the declaration checkbox.

17. Click on Activate ESI.
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Activate ESI



18. You will see an online 
acknowledgement screen that your ESI 
details have been updated. Please make 
sure to maintain sufficient funds for 
successful deduction. An email will also 
be sent to your email address(es) 
registered with the Board.

19. Click on Back to Main.

Activate ESI
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19. You will see the ESI Main Menu. 

20. You can view the cut-off dates for 
making changes to your ESI.

Activate ESI
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How to view ESI?
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1. Select View ESI at ESI Main Menu. 

View ESI
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2. You will see your ESI details. Click on 
the printer icon if you wish to print the 
details.

View ESI
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When to amend ESI?
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When to amend ESI

• You will need to amend your ESI if there are changes to your employees’ wages or staff turnover. 

• To amend ESI for the current month, you can make the changes any time after the processing of 
previous month’s ESI deduction and before the processing of current month’s ESI deduction; 
that is, after the 14th of current month to the 14th of the following month. 

• If the 14th of the current or following month falls on a Saturday, Sunday or Public Holiday, the 
earliest or latest date to do amendment will be shifted accordingly. 

• Example

ESI contribution month When to amend ESI

July 2025 15 July 2025 – 14 August 2025

August 2025 15 August 2025 – 15 September 2025*

September 2025 16 September 2025* – 14 October 2025

*14 September 2025 falls on a Sunday
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How to amend ESI?
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1. Check if the current date falls within the 
cut-off dates for making changes to 
your ESI for the relevant contribution 
month.

2. If date is ok, select Amend ESI at ESI 
Main Menu. 

Amend ESI
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3. Update your employees' details at the 
Update Employee Database page.

4. Click on Continue.

Examples of amendments:
a) Changes to Ordinary Wages, Additional 

Wages, Agency and or Agency Fund
b) Addition of new employees
c) Deletion of employee(s). 

• When there is no more contribution 
payable for an employee who has 
left the employment, put a tick in the 
checkbox beside the employee 
record and click on the Delete 
Employee Record button. 

Amend ESI
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5. If you need to make changes to other 
payment items, please do it at the 
Update Summary page.

6. Click on Continue.

Examples of amendments:
• Input the SDL payable for foreign 

employees (item 2b)
• Input the amount to be donated to 

Community Chest and also the number 
of donors (item 3)

Amend ESI
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7. Verify the changes in the confirmation 
page.

8. Tick the declaration checkbox.

9. Click on Update ESI.

Amend ESI
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10. You will see an acknowledgement 
screen. An email will also be sent to 
your email address(es) registered with 
the Board.

Amend ESI
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How to add new employee’s details in advance?
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1. If you have a new employee starting work 
in the next two months, you can make use 
of the Date Start Employment feature to 
add in the new employee’s details in 
advance. 

Example
If your new employee is starting 
employment in May 2026, you can key in 
his employment particulars (e.g. Name, 
NRIC, Date of Birth) from 1 Mar 2026. To 
ensure accurate CPF contributions, you 
will need to pro-rate the employee's 
wages based on the number of days he 
would work in May 2026, then amend ESI 
subsequently to update the employee's 
full wages for Jun 2026 onwards. 

2. Select Amend ESI at ESI Main Menu. 

Add new employee’s details in advance
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3. Add in the new employee at the Update 
Employee Database page.

4. Click on Detail to key in staff 
information.

Add new employee’s details in advance
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5. Key in Date Start Employment for your 
new employee. 

Example
If in Mar 2026 you added in a new 
employee who is starting employment 
in May 2026, the system will auto-
include the new employee in the ESI 
submission from May 2026. 

6. Click on Save.

Add new employee’s details in advance
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7. Click Continue.

Add new employee’s details in advance

34

SXXXXXXXA NEW EMPLOYEE



8. Please note that new employees added 
in advance will not appear on the (STEP 
2) Update Summary page. This is 
expected behaviour.

9. Click on Continue.

Add new employee’s details in advance
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10. Verify the details in the confirmation 
page.

11. Tick the declaration checkbox.

12. Click on Update ESI.

Add new employee’s details in advance

36



13. You will see an acknowledgement 
screen. An email will also be sent to 
your email address(es) registered with 
the Board.

14. Click on Back to Main.

Add new employee’s details in advance
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15. Select Amend ESI at ESI Main Menu to 
view the new employee who was added in 
advance.

Note: You will only see the new employee 
added in advance under View ESI when the 
relevant contribution month for the new 
employee is due. 

Add new employee’s details in advance
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16. You will see the new employee added in 
advance. 

17. Click Back to return to ESI Main Menu. 

Add new employee’s details in advance
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How to key in One-Time Additional Wages?
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1. If you are paying non-recurring additional 
wages to your employee(s), you can input the 
wage amount under One-Time Additional 
Wages.

How does One-Time Additional Wages work?
Once entered, the One-Time Additional Wages 
amount will be summed up with the Additional 
Wages amount for computation of CPF 
contribution for the upcoming contribution 
month. The One-Time Additional Wages 
amount will automatically be cleared (set to 
zero) in the next contribution month.

2. Check if the current date fulfils the cut-off 
dates for making changes to your ESI for the 
relevant contribution month.

3. If date is ok, select Amend ESI at ESI Main 
Menu. 

Key in One-Time Additional Wages
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4. Add in the applicable One-Time 
Additional Wages amount for your 
employee(s). 

5. Update other information if 
required.

6. Click Continue.

Key in One-Time Additional Wages
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7. Please note that the Additional Wages 
field on the (STEP 2) Update Summary 
page displays the sum of both the One-
Time Additional Wages and the existing 
Additional Wages amounts for 
contribution computation. This is 
expected behaviour.

8. If you need to make changes to other 
payment items, please do it at the 
Update Summary page.

9. Click on Continue.

Key in One-Time Additional Wages
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10. Verify the details in the confirmation 
page.

11. Tick the declaration checkbox.

12. Click on Update ESI.

Key in One-Time Additional Wages
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13. You will see an acknowledgement 
screen. An email will also be sent to 
your email address(es) registered with 
the Board.

14. Click on Back to Main.

Key in One-Time Additional Wages
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When to de-activate ESI?
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When to de-activate ESI

• You should de-activate your ESI If you no longer have any employees in your service. You should 
also inform CPF Board immediately to avoid potential enforcement actions.

• To stop ESI for the current month, you can de-activate your ESI any time after the processing of 
previous month’s ESI deduction and before the processing of current month’s ESI deduction; that 
is, after the 14th of current month to the 14th of the following month. 

• If the 14th of the current or following month falls on a Saturday, Sunday or Public Holiday, the 
earliest or latest de-activation date will be shifted accordingly. 

• Example

Last ESI contribution month When to de-activate ESI

June 2025 15 July 2025 – 14 August 2025

July 2025 15 August 2025 – 15 September 2025*

August 2025 16 September 2025* – 14 October 2025

*14 September 2025 falls on a Sunday
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How to de-activate ESI?
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1. The cut-off dates for making changes to 
your ESI for the relevant contribution 
month are also applicable for de-
activation of ESI. 

Example
If you want to de-activate ESI from MAR 
2026 CPF contributions, you have to de-
activate by 14 Apr 2026. To de-activate 
ESI from APR 2026 CPF contributions, 
you can de-activate from 15 Apr 2026.

2. If the date is ok, select De-activate ESI 
at ESI Main Menu. 

De-activate ESI
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3. The details of your existing ESI 
arrangement will be displayed. 

4. Verify that you want to de-activate ESI 
before the Next Payment Month.

5. Click on De-activate ESI to complete the 
de-activation process.

De-activate ESI
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6. You will see an acknowledgement 
screen. An email will also be sent to 
your email address(es) registered with 
the Board.

De-activate ESI
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How to perform Additional Submission using
pre-loaded ESI details?
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1. Select Perform Additional 
Submission at ESI Main Menu. 

Perform Additional Submission using pre-loaded ESI details
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2. Input Contribution Month and Year and 
select Submit using pre-loaded ESI 
details.

3. Click Continue

Perform Additional Submission using pre-loaded ESI details
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4. Your ESI details are loaded accordingly. 

• Amend the Ordinary Wages and 
Additional Wages, and Agency Fund 
amount if required.

• To remove an employee record (if 
required) for this submission, tick 
the checkbox beside the employee’s 
CPF Account No. and click on Delete 
Employee Record.

5. Click on Continue. 

Note: Any changes to the employee details 
made in this submission will not overwrite 
the details in your existing ESI.

Perform Additional Submission using pre-loaded ESI details
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6. Review the list of employees and ensure 
that it is accurate. 

7. Click on Continue.

Perform Additional Submission using pre-loaded ESI details
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8. Review the CPF To Be Paid and SDL To 
Be Paid amounts and amend if required.

9. If the submission is late, the CPF Late 
Payment Interest will be auto-
computed. 

10. Add in SDL for Foreign Employees or 
Donation to Community Chest, if 
applicable. 

11. Click on Continue to proceed. 

Perform Additional Submission using pre-loaded ESI details
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12. Tick the checkbox to declare accurate 
submission.

13. Proceed to make payment via Direct 
Debit (preferred) or PayNow QR.

Perform Additional Submission using pre-loaded ESI details
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14. You have completed the additional 
submission. 

15. Click on Back to Main to perform other 
transactions or Logout to end the 
session. 

Perform Additional Submission using pre-loaded ESI details
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