Faculty of Arts & Social Sciences BE ® N US

Department of Social Work
Continuing Professional Education

National University
of Singapore

Registration Guide for HR Admin who are registering on
behalf of their staff

*(please note that the staff you registered still need to complete Step 8)

Step 1: Please email the below details to swkcpe@nus.edu.sg for

corporate account creation.
(You may skip this step if you have previously created the corporate account.)

Full company name (as per ACRA)
Company UEN

SSIC Code (as per ACRA)

Billing Address

BU Code (if applicable)
Administrator Name(s)
Administrator Email(s)
Administrator Contact Number(s)

O N LA WN R

Step 2: After we have informed you that the corporate account has
been created, go to https://myapplications.nus.edu.sg. Select
Corporate Sponsored Staff.

g NUS

Th is is property of NUS and for authorised users only. You should only be accessing or using this system if you have a legitimate need to do so. Users of this system will have all of their activities on
stem manitored and recarded by our IT persannal, Anvane using this system expressly consents to such monitoring and you are advised that is such monitoring discloses to us activity that we
ctivity to the relevant authorities or take such necessary legal action against you as may be warranted in the circumstances.

Welcome to NUS Online Application Portall!

NUS Alumnus (with R&G voucher)
» Click here for Instructions. _Member of the Public

Exchange/ Non-Exchange Student
Please identify yourself: | am v

Do you have questions or need assistance?

= For Non-Graduating Programme, please email nghe! us.edu.sg

« For NUS Enterprise Summer Programme on Enlrepleneursh ip. please ema:l
« For programmes under the Lifelong Learning Initiatives, please email |if:
» For Graduate Certificate Programmes, please email the respective Grad
« For all enquires relating to R&G programmes and Executive & measslonal Cemﬁca(& plaase amall ta SCALE Enquiry.

Step 3: Select Short Course / Modular Course. Then select Applying
for Corporate-sponsored Staff.

Welcome to NUS Online Application Portall

This is property of NUS and for authorised users only. You should only be accessing or us stem if you have a legitimate need to do so. Users of this system will have all of their activities on
this system monored and recorded by our IT pacsonnal, Anyons taing this aystem expreasly conssnts 1 such monftoring and you are advisad that la such monftoring isclosss 8 s acthvity that we
consider to criminal or a misuse of our IT system, we will report such activity to the relevant authorities or take such necessary legal action against you as may be warranted in the circumstances

B Click here for Instructions

Please identify vourself: | am __Corporate Soonsored Staff ~

Applying for
&R comorate-sponsared Statt e Comtinuemy corporate
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Faculty of Arts & Social Sciences B & N US

Department of Social Work @ National University
R R R . of Singapore
Continuing Professional Education

Step 4: Proceed to login. (You will not be able to login if you did not complete Step 1.)

National University
of Singapore

TN US
%

Online Application Portal

Staff Login with Portal User Account

[UEN,’ENTITY ID

EMAIL ID

For programmes under the Lifelong Learning Initiatives, please email
lifelonglearning@nus.edu.sg.

Step 5: Please check your email for the 6-digit OTP.

Mon 25/11/2019 9:14 AM
no-reply@nus.edu.sg
NUS Online Application Portal Staff Account: OTP Request

To @ Jayaraman Senthil Kumar

Dear HR Admin
NUS Online Application Portal Staff Account: OTP Request

Please use the following 6-digit One-Time Password (OTP) to login to your account:

113758

If you did not request to retrieve your password, please inform us at:

« lifelonglearning@nus.edu.sq if you are a Continuing & Professional Education applicant.

Thank you.
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Faculty of Arts & Social Sciences & N US

Department of Social Work National University
of Singapore

Continuing Professional Education

Step 6: Enter the 6-digit OTP. Click Submit.

Staff Login with Portal User Account

196800351N i ]

S196800351NX (i )

ccejaysk@nus.edu.sg Ci )
Enter the 6-digit One-Time Password (OTP) sent to your Primary

Contact Email Address.

Submit

Resend OTP

For programmes under the Lifelong Learning Initiatives, please email
lifelonglearning@nus.edu.sg.

Step 7: Proceed 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 you wish to register for.

Select the billing address you registered in Step 1.

For data input, select whether you want to key in the participant details
manually or via excel template upload.

Click Submit at the bottom after you have checked and keyed in all the details.

Step 8: Inform your staff to check their email (including junk/spam
folder). The staff you registered must log in to make their online
declarations and upload their NRIC to complete the registration.

© Copyright National University of Singapore. All Rights Reserved. 3



Faculty of Arts & Social Sciences BE ® N US

Department of Social Work
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National University
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An acknowledgement email will be emailed to the participant after
completion of Step 8. Invoice (30 days payment term) will be emailed
to the HR nearer to course commencement date.

NUS OAP - Short Course (Registration Acknowledgement)

o o no-reply@nus.edu.sg <no-reply@nus.edu.sg>

To: ©

Dear

We acknowledge your registration for the following:

Application No |Course Details

Course ID : SWK8120

Course Title : Family in Rehabilitation Work
L000008693 . )

Department/ Units : Dept of Social Work

Course Commencement Date : 15/07/2021 TO 16/07/2021

Thank you for your registration. Our Course Coordinator will contact you closer to course commencement date.

If you have further enquiries, please email us at swkcpe@nus.edu.sg.

Thank you! ©

Need help?
Email: swkcpe@nus.edu.sg
Call: +65 6601 7323
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