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1 Introduction 
 

CaseTrust is the Consumer’s Association of Singapore’s (CASE) department for accreditation of 

business or companies who have made a commitment towards fair trading and transparency to 

consumers. 

This document shall describe the business context and user requirements of the CaseTrust team. The 

features indicated here are intended to provide the functionalities, capabilities and work flow of the 

new system to capture Application, Assessment and Accreditation process. 

2 CaseTrust System Overview 

2.1     Scope 

 

The CaseTrust system shall receive online submissions from businesses who wish to be CaseTrust 

accredited, to demonstrate their commitment towards their consumer for fair trading practices.  It 

will go through a process of submitting application documents along with approvals or rejections 

performed in the system by key users of the CaseTrust team. The system shall also accommodate 

assessment activities through Accreditation process, based on certain guidelines as set forth in the 

guidelines of CaseTrust Singapore.   

Scope of this project is to create a new system in CRM Dynamics 365 system to manage the CaseTrust 

Accreditation process, a portal for business to submit application and supporting documents 

submissions and Events Registrations and a portal for Assessment organizations to manage and submit 

the assessment process. 

3 Submission of CaseTrust Application from Business Application 
Portal 

User will navigate to the portal URL and login to their account by entering valid mail id and 

Password. 
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• After clicking on login button system will direct user to Online Application 

Submission page. 

 

 

On Login page a new user can click on “Create Account” and System will direct him/her to 

Registration page. 
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• User will fill all the Mandatory fields and click on Register, system will display below 

message and a mail with a verification link will be sent to the user mail id with which 

he/she created the account: 
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• After clicking on it system will display below page and user will be able to login from 

the portal with that account: 
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If User will forget the password, he/she can click on “Forgot Password” and the system will 

direct user to forgot password page. 

 
 

• User have to enter registered email address and click on submit button. System will 

send Reset password link to user’s mail id with below message displayed on the 

screen. 

 
 

• User will go to the mail id and reset password by using that link. 
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Once user logged in successfully system will display “Online Application Submission” page where 

user have to fill all the mandatory fields which are marked as “*”. 
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• Click on radio button “NO” to “Yes” if you want same as showroom/outlet. If user 

want different address to register with ACRA the he/she have to enter it manually. 
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• Click on “+” button 
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• System will display Additional information field to be filled by user. 
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• Click on “Next” button. System will direct you to next tab to fill the “Head of 

Organisation” details. 
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• Click on next button after filling all the mandatory fields in Head Of Organisation 

page. System will direct user to next tab “Outlet” where user have to upload 

“Detailed list of Outlets” 

 
 

• Again click on next and system will direct user to next tab which is “Terms and 

Conditions” tab. User will click on check box to agree with terms and conditions of 

CaseTrust. 
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• Click on Draft and the application record will be saved in draft and system will 

display below message: 

 
• Now click on Dashboard and system will direct user to dashboard page where user 

can find all the records submitted as well as saved as draft. 
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• The one which are saved in draft are editable and depicted with pencil icon where as 

those which are already submitted are in read only mode and shown as eye icon. 

 
• By clicking on pencil icon system will redirect user to the application page and the 

user can submit the record from there. 

 

• Click on Submit from the Online Application Submission Page 
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System will display below message and the application report will be submitted and display 

in CRM Application Module. 

4 Submission of Assessment Documents from Business Application 
Portal 

 

 

• After successful submission of CaseTrust application, CaseTrust will vet the 

application and contact the business if required.  

• Once all the necessary details received by CaseTrust from Business then CaseTrust 

HOD approves the Letter of Acceptance (LOA). 

• After this the application is moved to Assessment Stage. Once the application is 

moved to Assessment stage then one email is being triggered from CRM to 

informing business that, they need to upload new set of documents through 

Business Application portal. These documents are required for Assessment. 
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• After receiving the above email business needs to log in to application portal again 

and open the Dashboard page. 

• From Dashboard business user needs to identify the respective application (for 

which LOA is approved and business received the email regarding document upload 

for Assessment). 

• User needs to click on the respective records ‘Eye’ icon. 

 

• The record will be opened and after opening and business will be able to see the 

‘Assessment Documents’ tab, within the application record. 
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• Upon clicking on the ‘Assessment Document’ tab user will be able to see a page to 

upload multiple documents together. At one shot user can upload 10 different 

documents. All the file types will be accepted by system to upload including zip file. 

• When user wants to upload multiple documents needs to click on the ‘Documents’ 

button. 

• The ‘X’ button indicates the deletion of the attached file (before upload). 

• Upon clicking on ‘Upload’ button the file will be uploaded to portal and will be saved 

in CRM. 

 

• Once the upload is successful user will be able to see the below success message.
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