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NUS Online Application Portal (OAP)
Registration Guide for Corporate-Sponsored Participants

Steps 1 to 7: HR Admin to complete (refer to pg. 2 to 5)
Steps 8 to 12: Participant(s) to complete (refer to pg. 6 to 9)

Important:
The registration will be incomplete if steps 8 to 12 are not
completed by the participant(s).

Participant must accept “offer” for the application after an
email is sent to the participant nearer to course date.
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By HR Admin (Step 1 to 7)

Step 1: HR Admin to email the below inputs to
swkcpepc@nus.edu.sg for NUS to create a corporate account for
your organisation. This step is only applicable if you do not have an
account with NUS.

Item HR Admin to input
Full company name
(As per ACRA)
Company UEN number
GST exempted
(Yes or No)
Administrator Name
Administrator Email
Billing Address
BU Code (for eInvoice)
Contact number

Step 2: After we inform you that the corporate account has been
created, go to https://myapplications.nus.edu.sg. Click on the
dropdown button to select Corporate Sponsored Staff.

mailto:swkcpe@nus.edu.sg
https://myapplications.nus.edu.sg
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Step 3: Select Short Course/Modular Course. Select Applying for
Corporate-sponsored Staff.

Step 4: Fill in the login details. Please type in the UEN ID in the UEN
field. Email ID is the administrator email registered in Step 1. Click
Login.
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Step 5: Please check your email for the 6-digit OTP.

Step 6: Enter the 6-digit OTP. Click Submit.
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Step 7:
Select the number of participants you wish to register.
Under Request type, select Short Courses.
Under Faculty/Department, select Social Work.
Select the Course Title you wish to register for.
Select the Class Schedule.
Select the billing address you registered in Step 1.
Enter the participant(s) details accurately. Click Submit at the
bottom.
Repeat the above process in step 6 for each module of the
Professional Certificate.



Faculty of Arts & Social Sciences
Department of Social Work
Continuing Professional Education

 Copyright National University of Singapore. All Rights Reserved. 6

By Participant (Step 8 to 12)

Step 8: You will receive 2 emails after your organization’s HR Admin
submitted the application. Use the link and password in the emails to
login. Select Short Course/Modular Course, Continue my corporate
registration.

Example of Short Course Registration Email
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Example of NUS Online Application Portal (OAP) Account Creation Email

Step 9: Complete any remaining fields and check that all details are
correct. Upload a clear colored softcopy of your NRIC (front). Under
Course Requirement/Checklist, make your declaration by selecting
Yes. Then click Save and Proceed.
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Acknowledgement email will be sent to the participant.

Repeat Step 9 for each module of the professional certificate.

Step 10: Nearer to course date, an email informing you of your
course status (Successful/Unsuccessful) will be sent to you. Login to
NUS Online Application Portal (refer to Step 8) to accept offer.
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Step 11: Select Accept on the right side. Then select Accept Offer &
E-Payment.

Step 12: Check that the course fee and funding amount is correct.
Make your declaration by selecting Yes. Then select Accept Offer.
Payment will be e-invoiced to your organization.

Repeat Steps 11 and 12 for each module of Professional Certificate

Thank you!


