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Chapter 1 - Introduction  
 

1.1 About PCDS – Change Request 
 

To enable GP clinics to manage and view change requests post-onboarding to Healthier SG by 
leveraging existing PCDS platform and enhancing its system functionalities. 

 

1.2 Help Section 
 

1. To provide easy access to resources, the latest version of the PCDS Change Request User Guide 
can be found in the portal.  
 

2. To access these resources, click on “PCDS Help” at the left-side menu after logging in. 
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3. Getting Started page will be displayed.  
Click on the hyperlink to download the latest version of PCDS Change Request User Guide.  

  

 
 

1.3 Support Contact Details 
 

1. You may write to synapxe.pcds.support@synapxe.sg for specific technical queries.  
 

2. For other enquiries: 
GP Hotline 66321199  
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Chapter 2 - Change Request 
 

2.1 Create Change Request  
 
1. To create a change request, open the side menu and click on “Change Request”. 

 
 

2. From Change Request Status page, click on “+ New Change Request”. 
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3. New Change Request page is displayed.  

To create a change request, select from the available change request types. 

 
 

Note: Clinic can only submit new change request only when previous request of the same type has 

been completed. 
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2.2 Change Request – Update clinic enrolment capacity 
 
1. For change request “Update clinic enrolment capacity”, the information required may vary based 

on new enrolment capacity entered. 
 
a. Select reason for the revision and input additional remarks, if applicable.  

Tick the checkbox for Declaration and Consent. 
Click “Submit”. 
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b. Select reason for the revision and input additional remarks, if applicable.  
Tick the checkbox for Declaration and Consent. 
Input additional information as required and click “Submit”. 

 
  
  
2. Upon Submit, confirmation pop-up window is displayed.  

Click “Proceed” to confirm submission of change request to AIC. 
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3. Once submitted, view-only form of the submitted request is displayed with Change Request 
Reference ID and Date and time of submission. 

 
 

4. Click “Back” button to return to the Change Request Status page where the recently 
submitted change request is displayed at topmost row, with Status = “Submitted” and 
Action = “Cancel”. 
 

 
 

5. Please allow 1 to 3 days for changes to be effected.  
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2.3 Change Request – Update email address to receive HSG operational alerts 
 

1. For change request “Update email address to receive HSG operational alerts”, the following 
form is displayed. 
 

2. Input a new email address. 
Tick the checkbox for Declaration and Consent. 
Click Submit.  

  
 
Note: Clinic can only submit a new email address that is different from current email address. 

 
 

6. Upon Submit, confirmation pop-up window is displayed.  
Click “Proceed” to confirm submission of change request to AIC. 
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3. Once submitted, view-only form of the submitted request is displayed with Change Request 
Reference ID and Date and time of submission. 

 
 

4. Click “Back” button to return to the Change Request Status page where the recently 
submitted change request is displayed at topmost row, with Status = “Submitted” and 
Action = “Cancel”. 

 
 
5. Please allow 1 to 3 days for changes to be effected.  
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2.4 Cancel Change Request 
1. To cancel change request, go to Change Request Status page. 
2. Click on “Cancel” action respective to the change request record that you wish to cancel. 

 
 
3. Select cancellation reason and click Submit 

 
4. A confirmation pop-up message will be displayed. 

Click Yes to proceed with the cancellation. 

  
 

5. Upon successful cancellation, status will be updated to “Cancelled by Requestor”  
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2.5 View Change Request 
 
1. To view change request, go to Change Request Status page and select the change request from 

the list. 

Click on the Reference ID link to display the view-only form of the submitted change request. 

 

Note:  

The list is sorted by Date of Request column, from newest to oldest. 

The Status column will be updated to “Processing” as the request is being handled. 

The Status column will be updated to “Completed” once change is effected. 

 

2. Upon clicking of Reference ID, corresponding view-only form of submitted change request is 

displayed. 
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