
Step-by-step 
Guide for the 
Notary Public

e-Notarisation



Step 1: Notarise Your Client’s Document
Proceed with the notarisation of your client’s physical document



Step 2: Notarise Your Client’s Document
Scan and save the notarised document to your PC in PDF format



Step 3: Creating an e-Notarial Certificate (e-NC) – Logging in
Go to login at https://legalisation.sal.sg/



Step 4: Creating an e-NC – Notary Public's Dashboard 
The e-Notarisation service is located under your 'Workspace’.
Click on “e-Notarisation”.



Step 5: Creating an e-NC – Pop-up Message
Click on 'Proceed' to begin creating an e-NC.



Step 6: Creating an e-NC– New e-NC
Click on the plus (+) icon to create a new e-NC



Step 7: Creating an e-NC – New e-NC
Fill in the details of the e-NC



Step 8: Creating an e-NC– New e-NC
Fill in the content of the e-NC



Step 9: Creating an e-NC – New e-NC
Click on “Save” to store your draft



Step 10: Creating an e-NC – New e-NC
Click on “Upload the Underlying document” to upload the notarised document 
which was earlier scanned and saved onto your PC



Step 11: Creating an e-NC – New e-NC
Drag and drop or select the PDF file into the box



Step 12: Creating an e-NC – New e-NC
Click on "Confirm" to proceed to view the e-NC and the underlying document



Step 13: Creating an e-NC – New e-NC
Click "e-NC" or "Underlying Document" to preview the documents



Step 14: Creating an e-NC– New e-NC
Click “Authenticate” at the bottom of the page



Step 15: Creating an e-NC– New e-NC
Click the      icon to preview the documents
Click the preview icon to review both documents. This step is required is required to 
activate the “Submit” button



Step 16: Creating an e-Notarial Certificate – New e-NC
Once previewed, click “Close”



Step 17: Creating an e-NC – New e-NC
A check mark will appear when preview is completed.
The "Submit" button is now available. Click “Submit”



Step 18: Creating an e-NC – New e-NC
Click "Proceed" to go to the payment page.



Step 19: Creating an e-NC – New e-NC
Review the payment details and click on “Proceed to Pay”.



Step 20: Creating an e-NC – New e-NC
Enter your card details and make payment.



Step 21: Creating an e-NC – New e-NC
Upon successful payment, you will be brought to the "Submission Successful" page.



Step 22: Creating an e-NC – New e-NC
You will also receive an email confirmation that the e-NC has been submitted 
successfully.



Step 23:  Sending the Authenticated e-NC to Your Client
Navigate to the e-Notarisation page.



Step 24:  Sending the Authenticated e-NC to Your Client
Click the mail icon under "Action".



Step 25:  Sending the Authenticated e-NC to Your Client
Fill in your client's name and email address, then click on “Confirm”.
Do take note that only one recipient can receive the e-NC.



Step 26:  Sending the Authenticated e-NC to Your Client
You will see this pop-up message when the e-NC has been successfully sent
to your client.



Step 27:  Sending the Authenticated e-NC to Your Client
Your client will receive an email with information on how to access the e-NC.


