
Guide to Rockwills’ 
Franchise License 
Renewal



Click the URL 

link in the 

email

Step 1

Overview for the Franchise License 
Renewal

Fill in the form and 

upload all 

documents

Step 2

Select training date

• 3 days (no exam), or

• 1 day (with exam) 

Step 3

Review summary 

and submit

Step 4

Receive 

materials and 

training link

Step 5

Receive code of conduct 

and agreement via 

DottedSign

Step 6

A reminder email 

will be sent one 

month before the 

licence expires.



INDIVIDUAL

Franchise License Renewal 
Application



Email Reminder

When approaching or upon your franchise license expiry, you will receive our email reminder below 

to renew your license:

Click here to START

Note: Do not use your smartphone. 

Please use any internet browser in 

your computer:

Google 

Chrome
Firefox Safari Microsoft 

Edge

STEP 1 – CLICK THE 
URL LINK IN THE EMAIL



Click “Contact 

Information” to 

continue.

Fill in your 

personal 

particulars.
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2

The details in every field will be auto-

generated according to the information

provided during your license

application.

Please double check and complete all

sections marked with an asterisk*.

NOTE:

1. Do not use mobile phone to

complete the details.

2. Each type of application

requires different information.

Please fill in accordingly.

STEP 2 – FILL IN THE FORM AND 
UPLOAD ALL DOCUMENTS



NOTE:

1. Tick this box after filling

in the email address.

2. All information related to

your client should be

kept confidential in

compliance with PDPA

requirement. Hence,

please avoid using a

general email that can

be accessed by

everyone.

Click “Employment 

Information” to continue.
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Fill in your contact 

information.
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NOTE:

Every field will be auto-

generated according to

the details provided

during your license

application.

Double check and

complete all sections

marked with asterisk*.



Click 

“Academic 

Information” 

to continue.

NOTE:

The * column is

compulsory to fill.

Put “N/A” if it is not

applicable.

Fill in your 

employment 

information.
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Note:

Please complete 

education details

Example: 

Diploma in 

Business 

Administration

Click 

“Declaration” 

to continue.
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Note:

Read the questions 

carefully and select 

the answers 

accordingly.

Please provide the 

details if you click 

‘YES’

Click “Main REP” 

to continue.
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Select “Yes” if you are the person

owning & operating the license

Select “No” if franchise license

owner is not operating the license

Click “SAVE & NEXT” 

to proceed.
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Note:

Every field will be auto-

generated if you

selected “main REP” in

the previous “Personal

Particulars”.

Double check and

complete all sections

marked with asterisk*.

Fill in your 

REP 

information. 

Main REP’s 

information is 

compulsory.

Scroll to the 

bottom to continue
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Please check if

all information is

accurate before

clicking “Save &

Next”.
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Click “Upline 

Information” to continue.

IMPORTANT NOTE:

The Bank Account Information will be

auto-generated based on the details

provided during your license

application. Please check if all

information is accurate before proceed.
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Fill in your commission

information.

12



Click “Declaration” to 

continue.

IMPORTANT NOTE:

The Upline Information will be auto-

generated based on the details provided

during your license application. Please

check if all information is accurate before

proceed.
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Applicant must agree and tick all boxes 

in declaration before proceeding further.

Please call 03-7932 1997 or email 

franchise@rockwills.com if you have 

further inquiries.
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mailto:franchise@rockwills.com


Only 1 file is allowed for each

section. Please merge the

documents into one OR upload

the documents in “zip file”.

Note: Files with the same name

will be rejected by the system.

Click “Individual” 

and start upload the 

documents.

IMPORTANT NOTE:

Upload the documents for all sections

marked with asterisk *
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Click “Main REP” to 

continue.
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Upload your documents

16

17



Note:

Upload passport or 

studio photo 
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Select by 

clicking your 

preferred 

training intake 

(Blue Bar)

Note: Bilingual 

class will be 

conducted in 

Mandarin and 

English.

Registration cut

off time for the

upcoming

training intake

is every Friday,

12pm.

For example,

the cut off date

for the intake

scheduled

between 14th

and 17th is 11th

(Friday), 12pm.

STEP 3 – SELECT YOUR 
TRAINING DATE
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Note: Online Express 

Refresher Class is a full-day 

online class with assessment.



Double check 

the training 

date

Select the 

person attending 

the training

Click “Save”

Click 

“Proceed to 

Summary”
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23
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Review the 

summary and 

check to 

ensure all 

information 

is accurate.

STEP 4 – REVIEW SUMMARY 
AND SUBMIT



Complete 

the form and 

submit the 

application. 
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Click “YES” to 

confirm your 

submission.
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You will receive the following documents from our email via

DottedSign on the 1st Day of the Will and Trust Training:

1. e-Code of Conduct (Signed by all REP of the license),

2. e-Non-Disclosure Agreement (Signed by all REP of the license),

3. e-Franchise Agreement (Signed by the franchisee only).

You will receive the following via email after submission:

1. Payment receipt,

2. Training materials,

3. Rockwills Will and Trust Training access link.

STEP 5 – RECEIVE MATERIALS AND TRAINING LINK

STEP 6 – RECEIVE CODE OF CONDUCT AND AGREEMENT VIA DOTTEDSIGN

A FREE GIFT PACK 

(while stock last) for you 

if you complete your 

renewal one (1) month 

before your license is 

due for renewal



Need Help?

Contact our Training Coordinators at 

03 – 7781 1993

Or

Email us: 

franchise@rockwills.com

mailto:franchise@rockwills.com


Franchise License Renewal 
Application

Sole Proprietorship / Partnership / 
Private Limited Company / 
Public Limited Company



Email Reminder

When approaching or upon your franchise license expiry, you will receive our email reminder below 

to renew your license:

Click here to START

Note: Do not use your smartphone. 

Please use any internet browser in 

your computer:

Google 

Chrome
Firefox Safari Microsoft 

Edge

STEP 1 – CLICK THE 
URL LINK IN THE EMAIL



Fill in the 

business 

registration 

information.

Click “Contact 

Information” to 

continue.

1

2

STEP 2 – FILL IN THE FORM AND 
UPLOAD ALL DOCUMENTS

The details in every field will be auto-

generated according to the information

provided during your license

application.

Please double check and complete all

sections marked with an asterisk*.

NOTE:

1. Do not use mobile phone to

complete the details.

2. Each type of application

requires different information.

Please fill in accordingly.



Click “Declaration” to 

continue.

4

Fill in your contact 

information.

3

NOTE:

Every field will be auto-

generated according to

the details provided

during your license

application.

Double check and

complete all sections

marked with asterisk*.

NOTE:

1. Tick this box after filling

in the email address.

2. All information related to

your client should be

kept confidential in

compliance with PDPA

requirement. Hence,

please avoid using a

general email that can

be accessed by

everyone.



NOTE:

Please provide the details if you click

‘YES’

Fill in the 

Declaration 

part.

5

Click “SAVE & NEXT” 

to proceed
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Note:

Every field will be auto-

generated according to

the details provided

during your license

application.

Double check and

complete all sections

marked with asterisk *

and scroll to the bottom

to continue.

Fill in your 

REP 

information. 

Main REP’s 

information is 

compulsory.
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Fill in the Main 

REP’s Academic 

Information.

NOTE:

The * column is 

compulsory to fill.

Put “N/A” if it is not 

applicable.

Fill in the Main 

REP’s Contact

Information.
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Fill in the Main 

REP’s 

Employment 

Information.
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Note:

Please complete 

education details

Example: Degree in 

Business 

Administration

Scroll to the 

bottom to continue



Note:

Read the questions 

carefully and select 

the answers 

accordingly.

Please provide the 

details if you click 

‘YES’

Please check if all

information is accurate

before clicking “Save &

Next”.

Fill in the 

Declaration.
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Only fill in if 

you have 

second 

and/or third 

REP.
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Click “Upline 

Information” to continue.

IMPORTANT NOTE:

The Bank Account Information will be

auto-generated based on the details

provided during your license

application. Please check if all

information is accurate before proceed.
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Click “Declaration” to 

continue.

IMPORTANT NOTE:

The Upline Information will be auto-

generated based on the details provided

during your license application. Please

check if all information is accurate before

proceed.

14



Applicant must agree 

and tick all boxes in 

declaration before 

proceeding further.

Please call 03-7932 

1997 or email 

franchise@rockwills.com

if you have further 

inquiries.
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mailto:franchise@rockwills.com


Only 1 file is allowed for each

section. Please merge the

documents into one OR upload

the documents in “zip file”.

Note: Files with the same name

will be rejected by the system.

Click “Business 

Registration” and start 

uploading the 

documents.
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IMPORTANT NOTE:

For Sole Proprietorship / Partnership /

Private Limited Company /

Public Limited Company, you are

required to upload the SSM

Registration Certificate, SSM

Business Owner Details and SSM

Business Details

Upload the documents for all sections

marked with asterisk *
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Click “Main REP” to 

continue.
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Note:

Upload 

passport of 

studio photo
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Only 

proceed to 

this if you 

have 

second 

and/or third 

REP.
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Select by 

clicking your 

preferred 

training intake 

(Blue Bar)

Note: Bilingual 

class will be 

conducted in 

Mandarin and 

English.

Registration cut

off time for the

upcoming

training intake

is every Friday,

12pm.

For example,

the cut off date

for the intake

scheduled

between 14th

and 17th is 11th

(Friday), 12pm.

STEP 3 – SELECT YOUR 
TRAINING DATE
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Note: Online Express 

Refresher Class is a full-day 

online class with assessment.



Double check 

the training 

date

Select the 

person attending 

the training

Click “Save”

Click 

“Proceed to 

Summary”
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Review the 

summary and 

check to 

ensure all 

information 

is accurate.

STEP 4 – REVIEW SUMMARY 
AND SUBMIT



Complete 

the form and 

submit the 

application. 
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Click “YES” to 

confirm your 

submission.
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You will receive the following documents from our email via

DottedSign on the 1st Day of the Will and Trust Training:

1. e-Code of Conduct (Signed by all REP of the license),

2. e-Non-Disclosure Agreement (Signed by all REP of the license),

3. e-Franchise Agreement (Signed by the franchisee only).

You will receive the following via email after submission:

1. Payment receipt,

2. Training materials,

3. Rockwills Will and Trust Training access link.

STEP 5 – RECEIVE MATERIALS AND TRAINING LINK

STEP 6 – RECEIVE CODE OF CONDUCT AND AGREEMENT VIA DOTTEDSIGN

A FREE GIFT PACK 

(while stock last) for you 

if you complete your 

renewal one (1) month 

before your license is 

due for renewal



Need Help?

Contact our Training Coordinators at 

03 – 7781 1993

Or

Email us: 

franchise@rockwills.com

mailto:franchise@rockwills.com


Thank you


