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1. Browser Setting 

On your browser, please enable pop-ups for https://www.scissor.sg. 

 

2. Company Registration 

 

 

 

To register your company, 
click Register Account. 

Enter your company’s full 
name, UEN or IMO number 
as applicable, email address 
and click Submit. 

If your UEN is in the 
approved list, you will 
receive your Organisation 
Code by email. 

If your UEN is not in the 
approved list, please 
contract SSA with your 
company details at 
ssa.admin@ssa.org.sg. 

If you are an overseas 
company, SSA will verify 
your company details and 
you will receive an email with 
your registration status. 

https://www.scissor.sg/
mailto:ssa.admin@ssa.org.sg
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3. User Registration 

 

 

 

Click Register to 
register as a User. 

The Organisation Code is unique to 
every company, and is emailed 
when your company is registered in 
the system. 

Fill in the details in the User 
Registration form, and click Send 
OTP to receive a One Time 
Password in your email. 

Enter the OTP and click Register 
to complete the registration 
process. 

On successful registration, you will 
be taken back to the login page. 

Note: An email address may be 
used only once to register an 
account. 

Both the email address and the 
password are case-sensitive. 
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4. User Login 

 

 

5. Password Reset 

 

  

Enter your email address 
and Password, complete 
the Captcha and click 
Login. 

Please note that both the 
email address and 
password fields are case-
sensitive. 

If you have forgotten your 
password, click Forgot Password 
and follow the instructions in the 
subsequent screens. 
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6. Starting a New Survey 

 

 

 

 

 

 

 

 

 

 

 

 

To start a new survey: 

• Enter a name for the group of vessels to be covered by the survey. 

• Click Add and select the type and enter the number of vessels of each type. 

• If you have added a wrong vessel type, you may either change the type or 
remove the entire entry. 

• After you have entered all vessel types and numbers, click Submit and Start 
to start the survey. 
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7. Survey Summary and Assigning a Survey 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The Survey Summary page shows the status of the survey. 

You may assign one or more of the domains to your colleagues to complete. 

If your colleague is not a registered User, they will get an email invitation to 
register. Once they register, you may assign domains to them. 

Note that you can continue to answer questions in a domain even after you assign 
it to a colleague. You may also reassign a domain to another colleague. 
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If your colleague is not a registered User, they will get an email invitation to register.  

If your colleague is a registered User, you will see the following pop-up window.  
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Once they register, you may assign domains to them. 

Note that you can continue to answer questions in a domain even after you assign 
it to a colleague. You may also reassign a domain to another colleague. 
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8. Navigating the Survey Question Pages 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The title shows the NIST Function Name, the question number and the total 
number of questions. 

Each question has two or three parts. The first part is the qualifying question which 
has a Yes/No answer. Selecting Yes reveals the rest of the question. If you select 
No, there is nothing further to be done. 

The second part is a self-assessment question. This is a multiple-choice question 
with three or four options. Select the option which best suits your organisation. 

The third part, if it exists, is a validation question. This is to help validate the self-
assessment question. See example ‘Identify 2/17’ below. 

You may skip a question if you wish to do so. However, once you have answered 
one part of any question, you must complete the question before moving on to 
another question. 
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The sidebar shows the full list of questions; the green tick indicates that the 
question has been answered. 

You may also enter comments by clicking the book icon at the bottom right of the 
screen. 
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9. Completing the Survey and Generating a Report 

 

 

 

 

 

 

 

 

 

 

 

  

Once all questions have been answered, you may review and change answers if 
you wish to do so. You may now generate the report by clicking the Generate 
Report button. 

Note that you won’t be able to change any of the answers once you generate the 
report. 
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10. Survey Overview 

 

 

The Survey Overview page shows a record of the surveys done in the past. You may 
review these surveys if you had started the survey or if these were assigned to you. 

You may also start a new survey by clicking the Start a New Survey button. 

Note that a new survey may be started only if there are no open/pending surveys. 


