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NUS Online Application Portal (OAP) 

Registration Guide for Short Courses 

Modes of Application 

A) Corporate-Sponsored (SFC/PSEA not allowed)
o Group Application: HR Administrator kick start application process for all

participants >> participants confirm applications details >> course
confirmation >> course fees invoiced to company

o Individual Application: Participant to complete entire application process >>
course confirmation >> course fees invoiced to company (if company’s records
aren’t registered in OAP, course admin may approach applicant for more details
before course confirmation)

B) Self-Sponsored (SFC/PSEA allowed, subject to availability)
o Individual payment upon course confirmation
o 

*Click the hyperlinks (underlined) above to navigate different modes of application.
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A) Corporate-Sponsored – Group Application

Summary of Registration Process: 

Part 1 (Step 1 to Step 6): HR Administrator to complete 

Part 2 (Step 7 to Step 15): Participants to complete 

Kindly note that the organization’s HR Administrator has to complete Part 1 before participants can 
complete Part 2. 

Participants must complete Part 2 in order to complete the registration. 

Part 1 (for HR Administrator) 

Step 1: 

If you have an existing NUS OAP corporate account, proceed to Step 2. 

If you do not have an NUS OAP corporate account, please fill up the registration form here. 

You will be informed via email once your request is completed. 

Step 2: 

Once corporate account is created, HR administrator may proceed with the application. Go to 
https://myapplications.nus.edu.sg/ and select “Corporate Sponsored Staff” from the dropdown 
menu. 

Step 3: 

Click on “Short Course / Modular Course”, then select “Applying for Corporate-sponsored Staff”. 

https://forms.office.com/Pages/ResponsePage.aspx?id=Xu-lWwkxd06Fvc_rDTR-gnx0uDlLR9ZNkinzKUXo2ENUN09YMUI0NzQzQlpBOVJQQzFEREM3WDdKQS4u
https://myapplications.nus.edu.sg/


 
Faculty of Engineering 
Department of Civil & Environmental Engineering  
 

Step 4: 

Login with your corporate account details. The UEN ID and EMAIL ID are fields registered to your 
NUS OAP corporate account in Step 1. EMAIL ID is the primary email address of the organization 
contact listed in OAP.  

 

 

Step 5: 

A 6-digit One-Time Password (OTP) will be sent to the primary administrator’s email. Enter the OTP 
to complete your login. 

 

 

Step 6: 

Proceed to register your participants. 

Select the following under “New Request” 

o Request Type: Select “Short Courses” 
o Faculty Department: Select “Dept of Civil & Environmental Engineering” 
o Course Title: Select short course title 
o Class Schedule: Select short course date 
o Bill Address: Select the pre-registered corporate address in Step 1 
o Are you an SME sponsored company?: Indicate Yes/No (review criteria here) 
o BU Code: will appear if organization is registered in Step 1 as a Govt Linked Company (For 

Vendors@Gov invocing) 
o Data Input Type: Select “Excel Upload” 

https://www.ssg.gov.sg/programmes-and-initiatives/training/enhanced-training-support-for-smes.html
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Click on “Excel Template” button.  

Ensure Pop-up Blocker is not preventing template download. 

Ensure that all mandatory columns with (*) are filled in. Optional column values that are not filled in 
would have to be entered by applicants when they complete their declaration.  

Note: 

o Participants will need to use their DOB as password for initial log-in
o Confirmation email will be sent to participants at the email IDs administrators uploaded at

this stage.

*Please ensure that all the above information is correct.

Click on “Upload File” button and select “My Device”. Select filled up template.

Verify filename is correct and click on “Upload” button. 
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Click “Done” on the top right corner. 

Once uploaded, verify data is correct in Main Details, Other Details. Show all Tabs and click 
“Submit”. 

Part 2 (for Participants) 

Step 7: 

After your organization’s HR Administrator has submitted the application, you will receive an 
acknowledgment email asking you to complete the registration. 

Step 8: 

Log into NUS OAP. 

After receiving email acknowledgment in Step 7, individual participants to visit 
https://myapplications.nus.edu.sg/ and select “Corporate Sponsored Staff” from the dropdown 
menu. 

https://myapplications.nus.edu.sg/
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Step 9: 

Click on “Short Course / Modular Course”, then select “Continue my corporate registration”. 

Step 10: 

If you have an existing NUS OAP account with the same Email ID (where you received the email 
acknowledgement), you may log into your account as per normal. 

If you do not have an existing NUS OAP account, you will receive an account creation email 
containing your temporary login password. 

Step 11: 

After logging in, you will be able to see the course that your HR administrator has signed you up for. 
Click on “Continue Application” to start the process. 



Faculty of Engineering 
Department of Civil & Environmental Engineering 

Step 12: 

Please fill in any missing information fields. Those marked with * are compulsory. Take note to 
answer “Yes” in the first question (red arrow). You will also have to upload a copy of the front of 
your NRIC (for reimbursement of SSG funding). 

Step 13:  

Fill in your personal particulars (any mandatory information fields that are empty). 



Faculty of Engineering 
Department of Civil & Environmental Engineering 

Step 14: 

Answer the declaration questions on NUS Terms & Conditions. 

Step 15: 

You will be led to the Summary Page. 

DO NOT close or exit your browser at this stage. 

Scroll to the bottom of the webpage and click “Save and proceed”.  

Look out for this dialogue box with the words “Application Submitted”. 

You may then save and exit the application portal. 

Course Offer & Acceptance 

After registration is verified, course admin will offer the course to successful applicants. 

You will receive a course offer email and must log in to OAP to “Accept Offer”. 
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Please log in to your OAP account (see Steps 8-9) and you will see the below short course summary 
page.  

a. Select “Accept” on the right side of the registered course
b. Next click on “Accept Offer & E-Payment”
c. Select “Yes” to declare short course T&C
d. Click on “Accept Offer”

After clicking on “Accept offer”, you are successfully registered for the course. You have come to the 
end of the registration process! 
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A) Corporate-Sponsored – Individual Application

Step 1: 

To begin your application, go to https://myapplications.nus.edu.sg/ and select “Member of the 
Public” from the dropdown menu.  

Step 2: 

Click on “Short Course / Modular Course”, then select “Applying for Myself”. 

Step 3: 

Click on “Browse Academic Modules/Short Courses”, filter for “Short Course” under the 
Department of “Civil & Environmental Eng” and click “Browse Courses”.  

Click on “Add to Cart” next to the course of your choice, and “Checkout”. 

https://myapplications.nus.edu.sg/
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Step 4: 

If you have an existing NUS OAP account, you log in using your existing credentials. Otherwise, 
please register for a new account and login using the temporary password sent to your email. 

Step 5: 

Please fill in any missing information fields. Those marked with * are compulsory. Take note to 
answer “Yes” in the first question (red arrow) and select “Company-Sponsored” under Sponsorship 
Type. You will also have to upload a copy of the front of your NRIC (for reimbursement of SSG 
funding). 

Search for your company here. If not found, please 
select ‘Others’ option and manually key in your 
company’s name. We will get back to you via email for 
more details to register your company on NUS OAP 
system (for corporate invoicing purposes). 

Please indicate if you belong to a SME, we will get back 
to you via email to follow up on the necessary SME 
documents. SME definition: 
https://www.ssg.gov.sg/programmes-and-
initiatives/training/enhanced-training-support-for-
smes.html  

https://www.ssg.gov.sg/programmes-and-initiatives/training/enhanced-training-support-for-smes.html
https://www.ssg.gov.sg/programmes-and-initiatives/training/enhanced-training-support-for-smes.html
https://www.ssg.gov.sg/programmes-and-initiatives/training/enhanced-training-support-for-smes.html
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Step 6:  

Fill in your personal particulars. 

Step 7: 

Answer the declaration questions on NUS Terms & Conditions. 

You will be led to the Summary Page. 
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DO NOT close or exit your browser at this stage. 

Scroll to the bottom of the webpage and click “Save and proceed”.  

Look out for this dialogue box with the words “Application Submitted”.   

You may then save and exit the application portal. 

Course Offer & Acceptance 

After registration is verified, course admin will offer the course to successful applicants. 

You will receive a course offer email and must log in to OAP to “Accept Offer”. 

Please log in to your OAP account (see Steps 1-2), then click on “Check Application Status” and you 
will see the below short course summary page.  

a. Select “Accept” on the right side of the registered course
b. Next click on “Accept Offer & E-Payment”
c. Select “Yes” to declare short course T&C
d. Click on “Accept Offer”

After clicking on “Accept offer”, you are successfully registered for the course. You have come to the 
end of the registration process! 
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B) Self-Sponsored

Step 1: 

To begin your application, go to https://myapplications.nus.edu.sg/ and select “Member of the 
Public” from the dropdown menu.  

Step 2: 

Click on “Short Course / Modular Course”, then select “Applying for Myself”. 

Step 3: 

Click on “Browse Academic Modules/Short Courses”, filter for “Short Course” under the 
Department of “Civil & Environmental Eng” and click “Browse Courses”.  

Click on “Add to Cart” next to the course of your choice, and “Checkout”. 

https://myapplications.nus.edu.sg/
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Step 4: 

If you have an existing NUS OAP account, you may log in using your existing credentials. Otherwise, 
please register for a new account and login using the temporary password sent to your email.  

Step 5: 

Please fill in any missing information fields. Those marked with * are compulsory. Take note to 
answer “Yes” in the first question (red arrow) and select “Self-Sponsored” under Sponsorship Type. 
You will also have to upload a copy of the front of your NRIC (for reimbursement of SSG funding).  
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Step 6: 

Fill in your personal particulars. 

Step 7: 

Answer the declaration questions on NUS Terms & Conditions. 

You will be led to the Summary Page. 
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DO NOT close or exit your browser at this stage. 

Scroll to the bottom of the webpage and click “Save and proceed”.  

Look out for this dialogue box with the words “Application Submitted”.   

You may then save and exit the application portal. 

Course Offer & Acceptance 

After registration is verified, course admin will offer the course to successful applicants. 

You will receive a course offer email and must log in to OAP to “Accept Offer”. 

Please log in to your OAP account (see Steps 1-2), then click on “Check Application Status” and you 
will see the short course summary page.  

a. Select “Accept” on the right side of the registered course
b. Next click on “Accept Offer & E-Payment”
c. For applicants who wish to use SkillsFuture Credit, please follow these steps before

accepting the offer:
1. Go to https://sfc.myskillsfuture.gov.sg/claim, login with Singpass
2. Check the available credits in your account
3. Go to OAP Acceptance page, key in desired SFC amount and generate Preliminary

Bill
4. Toggle back to https://sfc.myskillsfuture.gov.sg/claim and select “Proceed to Submit

a Claim”
5. Search for Course Title, enter course start date (refer to OAP>>return to main

page >>click on course title), Fee Payable By You, and Amount Of Credit To Claim
6. Upload the Preliminary Bill generated from OAP onto SFC portal as supporting

document
7. Take a screenshot of the successful submission, it must contain the claim ID
8. Upload this screenshot onto OAP as an attachment (below declared claim amount)

d. For applicants who wish to use funds from their Post-Secondary Education Account (PSEA),
please write to sally.ng@nus.edu.sg for further advice before accepting the offer.

e. Select “Yes” to declare short course T&C
f. Click on “Accept Offer”
g. For applicants who are not using SkillsFuture Credit or PSEA, you will be prompted to make a

payment immediately. Please do so to secure a slot in our course.
h. For applicants who are using SkillsFuture Credit or PSEA, we will validate the claim

submission from our end. Once validated, you will be informed to make balance fee
payment (if any).

https://sfc.myskillsfuture.gov.sg/claim
https://sfc.myskillsfuture.gov.sg/claim
mailto:sally.ng@nus.edu.sg
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SFC screengrabs: 
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