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4. REQUEST TO ALTER AN EXISTING AGENT’S ADDRESS ON REC ORD 
(FORM TM 1) 

4.1  Functional Overview 

This application allows amending the address of an agent in IPOS records. 

4.2  How to fill up the form 

The following screen will be displayed after clicking on “Request to alter an existing agent’s address on 
record (Form TM 1)” hyperlink from the main menu. 
 

Figure 4.1V1.23 v1.25 

Select one of the options. 

 
 
Click on [Next] button. If “GIRO” is chosen, go to Figure 4.2.  

If “Credit/Debit Card or Internet Banking” is 
chosen, go to Figure 4.5 v1.18 



User Guide   
(eTrademarks Service) 

  - D2 - 

Figure 4.2 

Authentication is required for payment through GIRO. Please select “SingPass”. 
 
 

 
Click on [Next] button. Proceed to Figure 4.3 
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Figure 4.3 

Enter the SingPass ID and SingPass in the fields provided. 
 

 
 
 
Click on [Submit] button. Proceed to Figure 4.4 
Click on [Cancel] button. Go back to Figure 4.2 
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Figure 4.4 

Enter the agent code of the representing law firm. 
 

 
 
Click on [Next] button. Proceed to Figure 4.5 v1.18 
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Figure 4.5  

If you wish to proceed with new Efiling, select the option ‘Proceed with New Efiling’.  
If you have saved your application earlier, choose the option ‘Retrieve Application Details, please enter 
Save Ref No’ and enter the ‘Save Ref No’ provided earlier in the text field. 
 

 
 
Click on [Next] button. Proceed to Figure 4.6 
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Figure 4.6  
 
If you have a Reference Number, please enter in the text field provided. Otherwise, you may leave this 
field blank. 
 

 
 
Click on [Next] button. Proceed to Figure 4.7 
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Figure 4.7 

If you have a Registrar’s Reference Number, please enter in the text field provided. Otherwise, you may 
leave this field blank.  
 
If you have chosen to pay by GIRO, your agent code will be auto-populated; otherwise you need to enter 
the agent code. 
 

 
 
Click on [Next] button. Proceed to Figure 4.8 
Click on [Reset] button. Reset fields to default values. 
Click on [Previous] button. Go back to Figure 4.6 
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Figure 4.8 

Enter the new address. 
 

 
 
Click on [Next] button. Proceed to Figure 4.9 
Click on [Reset] button. Reset fields to default values. 
Click on [Previous] button. Go back to Figure 4.7 
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Figure 4.9 v1.17 

Enter the name and direct telephone number. 
 

 
 
Click on [Next] button. Proceed to  

 
 
Figure 4.10 

Click on [Reset] button. Reset fields to default values. 
Click on [Previous] button. Go back to Figure 4.8 
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Figure 4.10 v1.18 
 
If you wish to save the application and submit later, choose the option ‘Save & Revisit Later’. This step is 
recommended because if you encounter problems while making payment, you do not have to fill up the 
whole application again. Please take note of the Save Reference Number in the last page of the eForm.  
If you wish to make use of the same details for another action involving the same amendments, choose the 
option ‘Save As New Copy/Application’.  
If you wish to submit the application, select the option ‘Submit Application’. 

 
 
 
Click on [Next] button. If “Save & Revisit Later” or “Save As a New Copy 

/Application” is chosen, proceed to Figure 4.11 
If “Submit Application” option is chosen, proceed to 



User Guide   
(eTrademarks Service) 

  - D11 - 

Figure 4.14 v1.18 
Click on [Reset] button. Reset fields to default values. 
Click on [Previous] button. Go back to Figure 4.9 
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Figure 4.11 v1.18 
 
Confirm the application details entered in the Confirmation page and click on the “Save” button to save 
the details.. 
 

 
 
Click on [Save] button. Figure 4.12 will be displayed. 
Click on [Amend Details] button. Go back to Figure 4.6 to amend details. 
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Figure 4.12 v1.18 
 
A message will be displayed to indicate the result of the saved application. 

 
 
Click on [Next] button.  

 
 
 
 
Figure 4.13 will be displayed. 
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Figure 4.13 v1.18 
 
The details you have just saved will be displayed on the Reference Page. You may want to print the 
Reference Page for your own reference by clicking on the “Print” icon on your Web Browser. Please note 
the ‘Save Ref No’ at the end of the page. The application can be later retrieved using this number. 

 
 
Click on [Continue with Current eService] button. Figure 4.5 will be displayed for you to continue to 
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 file another TM 1. 
Click on the link [Logout and Return to 
eTrademarks Service]. 

Proceeds to logout from the existing eService and 
returns to the eTrademarks main page.  
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Figure 4.14
 v1.23 

Confirm the application details entered in the confirmation page before clicking on the “Make Payment” 
button. 

 
  
Click on [Make Payment] button. V1.22 If  payment mode is GIRO, Figure 4.17 will be 

displayed. v1.22 

If payment mode is NON-GIRO, Figure 4.18 will be 
displayed. v1.22 

Click on [Amend Details] button. Go back to Figure 4.6 to amend details. 
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Figure 4.17   
You may want to print a copy of the GIRO Acknowledgement Slip for your own reference by clicking on 
the “Print” icon on your web browser. 
 

 
 
Click on [Next] button. Proceed to Figure 4.21 
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Figure 4.18 v1.17 
 

 
 
 
Click on [Submit] button. Proceed to Figure 4.19 
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Figure 4.19 v1.17 v1.25 

 

 
 
 
Click on the Payment Mode. If payment is via Credit/Debit card, you will be 

directed to a page to enter your card details.  
If payment is via Internet Banking, you will be 
directed to a page to select bank and enter your 
Internet Banking account details. 
Receipt will be generated generated. Figure 4.20 
will be displayed. 



User Guide   
(eTrademarks Service) 

  - D20 - 

Figure 4.20 v1.15 

 
You may want to print a copy of the receipt generated for the payment for your own reference by clicking 
on the “Print” icon on your Web Browser. 
 
Important : It is mandatory to close the window by clicking on the button ‘Click to complete this 
transaction ’. 
 

 
 
 
Click on [Click to complete this transaction] button. Figure 4.21 will be displayed. 
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Figure 4.21 

A message will be displayed to indicate the result of the submitted application. 
 

 
 
 
 
 
Click on [Next] button. Proceed to Figure 4.22 
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Figure 4.22 v1.15 

The application details you have entered will be displayed on the Reference Page. You may want to print a 
copy of the Reference Page for your own reference by clicking on the “Print” icon on your Web 
Browser.

 
 
Click on [Continue with Current eService] button. Error! Reference source not found. will be displayed 

for you to continue to file another TM1. 
Click on the link [Logout and Return to 
eTrademarks Service]. 

Proceeds to logout from the existing eService and 
returns to the eTrademarks main page. v1.15 

 


