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Access to BCA Green Mark Online  
Website URL : https://www.bca.gov.sg/GreenMarkOnline 

 

 

 

  

https://www.bca.gov.sg/GreenMarkOnline
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1.0 Registration  
To apply for BCA Green Mark Certification, please register an account with BCA Green Mark Online 

first.  

For new registration, please click on the Account Registration link on the main page. 

The registration form will be displayed as below: 

 

Please fill in the * (mandatory) fields and tick “Terms of Use” checkbox. Click on “Create Account” 

button to register. The credential info will be sent to the registered email above.  

 

Please note that there will be a separate access to be issued to the project coordinator for the 

submission of the documentary evidences under the Green Mark Certification process after the 

assessment or verification has been conducted.  
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2.0 Login to BCA Green Mark Online 
There are two ways to login to the system which can be either by using SingPass or Green Mark ID. 

2.1 By SingPass 
Click on the Login with SingPass ID link on Main Page. 

 

 

 

The link will direct to SingPass login page. 

 

Once the system has validate your SingPass ID, it will redirect to Home Page.  
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2.2 By GM ID 
Click on the Login with GM ID link on Main Page. 

 

The login panel will appear for User ID and Password. Enter the login info and click on “Login” 

button.  

 

Once the system has validate your GM ID, it will redirect to Home Page. 
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3.0 Forgot Password for GM ID 
To reset password, please click on Login with GM ID link. After login panel is shown as below, click on 

“Reset” link. 

 

The Forget Password dialog box will show as below. Enter user name and email address and click on 

“Reset and Send” button. 

 

An email with new password will sent to the registered email account. 
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4.0 Update Profile / Change Password 
To update your profile or change password, click on the “Update Profile” on the menu on the left. 

 

The profile page will displayed with your information. Click on “Edit” button to proceed.  

 

To change password, please enter the current password and new password. Leave blank if there is 

no change of password. 

Amend the information as required. Click on “Update” button to save to the system. 
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5.0 Logout 
To logout from the system, click on “Logout” on the menu on the left. 

For registered user:  

 

For green mark project coordinator: 
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Application for Green Mark Certification 
 

 
  

  

Register Account 

Log in

Go to New application and select application 
type

Fill in the required information for project 
with necessary file attachment and submit 

with declaration

Officer will process and update via email on 
application status

Once accepted, applicant is to endorse the 
application form and sent in together with 

the payment to BCA

When the payment is cleared, email 
notification with payment acknownledgement 

and assessor detail will be sent to the team
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 6.0 Create New Green Mark Application 

 

For create new application, please mouse over the “New Application” button on the left hand 

menu.  

 

You can select the relevant application type for Green Mark certification of your building or project. 

For e.g. New Buildings. 
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This screen showing the “Important Notes” will be displayed for your information. Click on “Next” 

button to proceed. 
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Please fill in the required information in the mandatory fields*. 
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Please fill in the required information in the mandatory fields*. 

Payment Type 

You can indicate your choice of payment via cheque or credit card when you make your application.  

Click ‘INVOICE’ if you wish to make cheque payment for Green Mark assessment fee. 

The invoice along with the completed application form will be send to you via email once your 

application is accepted at later stage. 

Click ‘Credit Card’ if you wish to pay electronically for Green Mark assessment fee. 

You will be notified via email to login to the system to make the payment of Green Mark Assessment 

Fee.  You can access to the project application status listing, click on to the specific project with the 

link “Payment”. You will be directed to the eNet payment page to make your payment via credit card. 
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Please fill in the required information in the mandatory fields*. 
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Please note that the coordinator who will be responsible to coordinate the document submissions 

will be given a separate account to access to the submission module later stage. Do inform the 

assessor if there is a change in coordinator. 
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For uploading of attachments, please select the file via the “Browse” button and click on “Attach 

File” button. You may upload all selected files at the one time. 

Please click on the “Save” button to save the data. Please note that the data can still be verified at 

this stage before your submission. 

Please click “Preview & Submit” button to verify your data before submission. 
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Tick on the checkboxes for declaration check. Then, click on “Submit” button to submit. 

Upon submission, system will display the application reference no and acknowledgment email with 

application form will sent to applicant email for detail confirmation. 

 

If the officer need more information, the email notification with his comment will be sent to the 

applicant and his agent. Please note that the project application status will be stated as “RETURN” 

under your application status listing.  

 



BCA Green Mark Online User Guide   Page 17  of  55 
 

 

 

You may access to the specific project with officer’s comment from the project application status 

listing (note that the status will be stated as “RETURN”) and made the changes necessary before re-

submitting the application form for further processing. 
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Once the application is in order, email acceptance with invoice details and completed application 

form will be attached and send to applicant and his agent. The applicant is required to print and 

endorse on the application form and his appointment of coordinator for document submission in 

hardcopy together with his payment for the Green Mark Certification.  
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Once payment is cleared, the payment acknowledgement and assigned assessor info will be sent to 

applicant and project team for arrangement of pre-assessment.  
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7.0 Project Application Status 
The application status can be checked by clicking on “Project Application Status” on the menu on 

the left. 

 

To delete the draft application, click on “Delete” link to delete the application. 

 

Status of your application can be as follows: 

Draft -> If you have earlier saved your application details, it will stated as ‘DRAFT’. To continue data 

entry, click on the “Draft” link to go application form to complete the necessary. 

Return - > If there are outstanding issues pertaining to your application, the officer will send you an 

email with his comment. The status will be stated as ‘RETURN’.  To amend return application, click 

on “Return” link to go application form to revise the details or provide the necessary information 

before re-submission to BCA. 

Invoice - > Cheque Payment for Green Mark Assessment Fee is not received or cleared yet  

Payment - > Payment via Credit Card – eNet Page for Green Mark Assessment Fee is outstanding. 

Accepted -> The application is accepted and payment is cleared. 

Rejected - > The application for Green Mark Certification is not accepted. 

Withdrawn - > The request for withdrawal from the applicant was received and processed. 
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Application for Green Mark Specialist 
 

 

  

Register Account 

Log in

Go to GM Specialist application and 
Select application type

Fill in the required information for 
project with necessary file attachment 

and submit with declaration

Officer will process and update via 
email on application status

Once accepted, email notification with 
cert collection info will be sent to 

applicant
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8.0 Application for Green Mark Specialist 

8.1 For New Application 
For green mark specialist application, please mouse over the “GM Specialist Application”. For new 

application, please mouse over the “New” and select the relevant green mark specialist application. 
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This screenshot shows the “Important Notes” which spells out the conditions to be fulfilled in order 

to meet the criteria requirement.  
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Please fill in the required information in the mandatory fields *. Click on “Save” button to save the 

information. 

 

Fill in the building-related work experience in chronological order, starting from current to earliest. 

Click on “Add New…” button to insert the new record. Upon finish entry, click on “Insert” button to 

save the record into the system. To cancel the entry, click on “Cancel” button to cancel the record. 

For attachment upload, please click on the “Browse...” button to select the file. Then, click on 

“Attach File” to upload into the system.  
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To add record for Green Mark Projects, please click on “Add New…” button to insert the new record.  

Fill in the related information and click on the file with up arrow icon to select the LOA and then 

similar for LOE to select the file. Once done, click on “Insert” button to save & upload the 

attachment to the system. 

 

Please fill in the required information in the mandatory fields * for Qualifications. Click on “Save” 

button to save the information. After all fields filled, click on “Preview & Submit” to preview the 

form before submission. 
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After reviewing and confirm that all the information are correct and in order, tick on all the 

checkboxes under the declaration and click “Submit” button to submit the application form.  

 

 

Upon successful submission, an acknowledgement email notification will sent to applicant. 
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8.2 For Renewal Application 
(Applicable for Certified Green Mark Professional and Facilities Professional) 

For green mark specialist application, please mouse over the “GM Specialist Application”. For 

renewal case, from home page, please mouse over the “Renewal” and select the corresponding 

green mark specialist application for renewal. 
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This screenshot shows the “Important Notes” which spells out the conditions to be fulfilled in order 

to meet the criteria requirement.  
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Please fill in the required information in the mandatory fields *. Click on “Save” button to save the 

information. 

 

To add record for Green Mark Projects, please click on “Add New…” button to insert the new record.  

Fill in the related information and click on the file with up arrow icon to select the LOA and then 

similar for LOE to select the file. Once done, click on “Insert” button to save & upload the 

attachment to the system. 
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To add record for Training, please click on “Add New…” button to insert the new record. Fill in the 

fields and click on the file with up arrow icon to select the attendance evidence. Then, click on 

“Insert” button to add the record. 

 

 

Please fill in the required information in the mandatory fields * for Qualifications. Click on “Save” 

button to save the information. After all fields filled, click on “Preview & Submit” button to preview 

the form before submission. 
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After review all info is correct and in order, tick on all the checkboxes under the declaration and click 

“Submit” button to submit the application form.  

 

Upon successful submission, an acknowledgement email notification will sent to applicant. 

 

  



BCA Green Mark Online User Guide   Page 32  of  55 
 

Submission of Documents for Green Mark Assessment  
 

 

  
Once the project is assessed and ready 

for submission, an project account will be 
given to the coordinator for access and 
submission of documentary evidences

Import the score calculation using 
encrypted Green Mark score calculator 

worksheet, upload and submit the 
documentary evidences accordingly

Fill in data for all Appendices in the Info 
Template and submit

Assessor will return the documentary 
evidence and/or Info Template for the 
project coordinator if there is further 

input or clarification required.

Once the documents are in order, the 
project will be put up for management's 

consideration and approval.
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Green Mark Project Coordinator: Home Page 

Once the project is assessed and ready for documentary submission, the assessor will issue the login 

credential for project coordinator to access to Green Mark Online.  

 

The main page will display the project info and list of documents required for the document 

submission. 

It also shows the status of the required document. 

Pending - > Still in draft. 

Submitted -> Documents submitted for assessor review. 

Returned -> Documents returned by assessor to project coordinator for his further input and 

clarification.  
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9.0 Documentary Evidence for Assessment 
Before uploading the documentary evidences for submission, please first compute the Green Mark 

Score of your project using the Green Score Calculator.  Here’s the link to the Score Calculator:  

For New Development: https://www.bca.gov.sg/GreenMarkScoreCalculator/ 

For Existing Building: https://www.bca.gov.sg/GreenMarkEBCalculator/ 

For uploading your project score worksheet and documentary evidence for submission, please 

mouse over the Assessment -> Documentary Evidence on the menu on the left or click on the 

“Document Evidence” link under List of Document Required.  

 

Upload of the project score worksheet generated from Green Mark Score Calculator. 

Please click on to the “Browse” button, to select encrypted data file of the score worksheet from 

Green Mark Score Calculator and click on the “Import” to upload the score to the system.  

Click on “Save” button to save your data transferred from score worksheet to the system.  

 

 

https://www.bca.gov.sg/GreenMarkScoreCalculator/
https://www.bca.gov.sg/GreenMarkEBCalculator/
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Upload of documentary evidences  

 

Go to the relevant criteria section, click on to the “Browse” button, to select the relevant 

documentary evidences followed by the “Upload” button to upload your documents to the system.  

Click on “Save” button to save all documentary evidences uploaded. 
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The summary tab will show the computed points of each section. 

 

Once the documentary evidences are uploaded and in order, please click on “Submit” button to 

submit these documents to the Assessor for review. 

If the assessor require more info or clarification, email notification with assessor’s comment will be 

sent to the project coordinator on any outstanding issues. 

The status of Documentary Evidence will be stated “Returned” under the project info menu. To view 

assessor’s comment or to resubmit, click on the “Documentary Evidence” link. 
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Noted that the comment from assessor will be shown under the Remarks section. Only those criteria 

section with assessor comment will be unlocked for updating.  

You may delete the earlier attachment if they are no longer relevant by click on the “X” icon. 

To upload the revised documents or attachment go to click on to the “Browse” button, to select the 

relevant documentary evidences followed by the “Upload” button to upload your documents to the 

relevant criteria section.   

Click on “Save” button to save all documentary evidences uploaded.  

 

 

To save any changes to the form, click on “Save” button. 

Once all comments from assessor have been addressed, click on “Submit” button to submit for 

assessor’s review. 

  



BCA Green Mark Online User Guide   Page 38  of  55 
 

10.0    Green Mark Information Template 
For building and publication info, please mouse over the Assessment -> Info Template on the menu 

on the left or click on the “Info Template” link under List of Document Required.  

 

Some common data from the Green Mark Application page will be auto populated into the info 

template. 

Proceed to fill the the data entry. Click on the “Update” button to save the information into the  

system. 

 

Under Appendix A, Mock Certificate section,  clicking on the “Preview Mock Certificate” button, the 

system will show the mock certificate as shown below: 

 

Under Appendix A, Key Contact Person section, the contact info from the Application page will be 

auto populated here as well. 
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To add a new contact, click on Add New Contact button. Select the type of contact and fill in the 

contact person info. 

 

After fill up the contact info, click on “Add” button to save record to the system. 
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To edit the current contact info, click on the “Edit” button on the contact info.  

 

After any amendments, click on the “Update” button to save into the system. 

To delete the contact info, click on “Delete” button on the contact info. 

 

A message will prompt you for confirmation. 

Click on the “OK” button to confirm the deletion of the contact info. 
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For the Publicity Info,  

Click on “Browse…” button to select the project image which must be 1000x1000 and in jpeg 

format.  Then, click “Upload” button to upload the image to system. 

Project team info will be auto populated from the application data. Fill in the other info as required.  

 

 
Click on “Print Mock Cert and Publicity Info” button will print the mock certificate and publicity info 

for applicant’s endorsement. Please scan and upload the mock cert and publicity info endorsed by 

the applicant to the system. 

Click on “Update” button to save the data to system. 
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Fill in the other related data in Info template as required. 

 

Once the info required are filled up, click on “Submit” button for submit to the assessor’s review. 

If the assessor require more info, email notification with assessor’s comment will be sent to the 

project coordinator on any outstanding issues. 

The status of Info Template will be stated as “Returned”. To view assessor’s comment, please click 

on the Info Template link.  
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The comment from assessor will displayed below the section. Only those section with assessor 

comment will be unlocked for updating. Please revise information as required. 

 

To save any changes to the form, click on “Update” button. 

Once all comments from assessor have been addressed, click on “Submit” to resubmit for assessor’s 

review. 
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Submission of Documents for Green Mark Site Verification for 

Building Projects 
 

 

 

  

Applicant and co-ordinator to inform BCA 
upon project completion. Go to Verification 

module , fill in the Declaration Letter and 
revised details where relevant and submit 

Verification stage 1

Fill in the data and necessary documentary 
evidences and submit for verification 

officer's review

Verification stage 2 (if applicable)

Fill in the data and necessary documentary 
evidences and submit for verification 

officer's review

Verification Officer will return the 
documentary evidences to the project 
coordinator if there is further input or 

clarification required.

Once the documents are in order, the 
project will be put up for management's 

consideration and approval.

GM Certification process is completed
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11.0    Declaration Letter 
Once project is completed, the applicant and project coordinator can prepare the declaration letter 

and submit to BCA via GM online.  

 

Login to the system and mouse over the Verification -> Declaration. 

 

 

 

  



BCA Green Mark Online User Guide   Page 46  of  55 
 

There are three section here: the variation list for features, list of additional features and contact 

person for site verfication. 

 

 

To add item to list, click on “Add New Item” button to add new item.  
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Click on Insert button to add the item to the list or cancel button to cancel the insertion. 

To edit the item, click on “Edit” button beside the record. 

 

Click on “Update” button to update the info or “Cancel” button to cancel the update. 
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To delete the item, click on “Delete” button beside the record. Click “OK” for confirmation for item 

deletion. 
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To add new contact for site verification contact person, click on “Add New Contact” button.  

 

Fill in the contact info, click on “Add” button to add to the list. To cancel, click on the “X” button on 

the top right corner of the dialog box. 

To edit the contact info, click on “Edit” button on contact info.  

 

Click on “Update” button to save the info or “Cancel” button to cancel the update. 

To delete click on “Delete” button on the contact info. Click “OK” for the confirmation of deletion. 

 

Click on “Print Declaration Letter” to preview and print the letter, please sign the copy and pass to 

verification officer during site visit. 

Then, click on “Submit” button to submit to the details to Verification Officer. 

If there is a change of project coordinator, the applicant is required to furnish his letter of 

appointment of the new project coordinator together with the declaration letter.  
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12.0    Documentary Evidences for Stage 1 Verification  
For Stage 1 verification documentation submission, please mouse over the Verification -> click on 

Stage 1 Documentary Evidence menu item.  

 

Fill in the verification data and click on “Browse” button to upload the document evidence. 
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Click on “Save” button to save to system and “Submit” button to submit to verification officer for 

review. 
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If the verification officer require more info, the form will be returned with comment(s) and email 

notification will sent to project coordinator.  

 

 

Noted that comment(s) from verification officer will be shown under the displayed below each section. 

Only those criteria section with verification officer comment will be unlocked for updating. 

Note: Once the Stage 1 verification is completed, the verification officer will put up his recommendation 
for management consideration and approval.  A letter of clearance will be issued to the applicant and 

project co-ordinator if there is no other outstanding issues. 

 
For higher GM rated non-residential projects like GoldPlus and Platinum, there will be a Stage 2 

verification required. 
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13.0    Documentary Evidence for Stage 2 Verification 
For Stage 2 verification documentation submission, please mouse over the Verification -> click on 

Stage 2 Documentary Evidence on the menu on the left.  

 

Fill in the verification data and click on “Browse” button to upload the document evidence. 
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Click on “Save” button to save to system and “Submit” button to submit to verification officer for 

review. 
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If the verification officer require more info, the form will be returned with comment(s) and email 

notification will sent to project coordinator for his input and clarification.   

 

 

Noted that comment(s) from verification officer will be shown under the displayed below each section. 

Only those criteria section with verification officer comment will be unlocked for updating. 

Note:  Once the stage 2 verification is completed, the verification officer will put up his 

recommendation for management consideration and approval.  A letter of clearance will be issued to 

the applicant and project coordinator if there is no other outstanding issues. 

 

 

 

 

 

 

 

 

  


