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USER MANUAL: 
NIEC ONLINE COURSE REGISTRATION PORTAL 

 

This manual will guide you in using NIEC’s Online Registration Portal and the Operator Portal.  
Click the corresponding headers to go to the pages that are relevant for you.  
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1) Documents to prepare 
 
Before you start the application process, please prepare the following soft-copy documents: 
 

No. Documents required Remarks 

1 NRIC or Work Pass/Pre-approved Letter of Consent (Front and Back)  

2 Coloured photo with white background  

3 All academic certificates and transcripts (all pages) 
If you have too many pages, please use this website to merge all 
into one pdf then upload. (use print and save as pdf) 

4 Medium of Instruction (for foreign certifications) (all pages) 
This is an official document from the University which states 
that your modules are taught in English. 

5 Notarial certificates (all pages) Please provide if your qualifications are from China. 

6 
If you are a company-sponsored applicant or an in-service teacher, 
please provide:  

 

 
a. Letter of Appointment or a recent Letter of Employment (all 

pages) 
To be written and endorsed by your Centre Principal/HR  

 b. This or last month’s payslip  

 c. Resume 
Only if you are under Place-and-Train (PnT) or Career 
Conversion Programme (CCP) 

 d. Company sponsorship declaration form To be completed and endorsed by both the centre and applicant 

 
 

https://www.ilovepdf.com/
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2) Creation of login account 
 

a) For existing account users : 
 
To register for our courses, you will need to have 
an account with us.  
 
If you have an existing account, please proceed to 
log in. 
 
If you encounter the below error message or if 
you are an ex-Seed Institute/Ngee Ann 
Polytechnic/Temasek Poly student, please 
contact us at contact_niec@niec.edu.sg with your 
full name, contact no. email address 
 

a) a) Duplicate ID error under the ID Type* 
field  

b)  
c) b) Account has been suspended / inactive 

 
 
 
 
 
 
 
 
 

 

mailto:contact_niec@niec.edu.sg
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b) 
 
 

For new account users: 
 
Select ‘Individual’ and click on ‘Register for an 
account’ to start the registration process.  
 
 
Fill in your Personal and Login Details:  
 

• User Name  

• Password  
 
 
Fields marked with * are compulsory. Once you 
have completed all necessary fields, click ‘Sign 
Up’. 
 

 
 

c) Upon successful creation of your account, you 
will receive a pop-up message informing you that 
your account creation is successful. 
 
 A notification email will also be sent to the email 
address you provided. Click ‘Close’ to be 
redirected to the Login page. You may now 
proceed to sign in with your login username. 
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3) Course Registration guide 
 

 
a)  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Go to the webpage of the 
course of your choice. 
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b)  
 
 
 
 
 
 
 
 
 
 
        c) 

Click on “Apply Now” under the 
intake you are intending to 
apply for. Log in with the 
username and password you 
have just created.  
 
 
 
 
 
 
Note: If the button reads 
‘Register for interest’ instead, it 
means that the course is 
currently not open for 
registration. You may click 
through to join our mailing list 
and we will notify you when 
registration is open. 
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d) After clicking on the ‘apply 
now’ button, log in with the 
username and password you 
have just created.  
 
You will be directed to the 
Individual Registration page 
upon successful login. 
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e) You may then begin filling out 
the form. 
Fields marked * are 
compulsory. 
 
 
 
Personal Particulars tab: 
 Please fill in your  
personal particulars, contact 
details and mailing address in 
the Personal Particulars tab.  
 
Click ‘Next’ to proceed to the 
Academic Qualifications tab. 
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       f) Enter your academic details in 
the Academic Qualifications 
tab, you will have to enter 
details about your highest 
qualification and language 
proficiency. Fields marked with 
* are compulsory.  
 
Click ‘Next’ to proceed to the 
Current Employment Details 
tab. 
 

 
 
 
 

      g) Enter your employment details 
in the Current Employment 
Details tab.  
 
Fields marked with * are 
compulsory.  
 
Click ‘Next’ to proceed to the 
Information Requested tab. 
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       h (i) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Please respond to the list of 
questions under the 
Information 
Requested tab. 
 
Fields marked with * are 
compulsory. 
 
Note: This tab will only appear 
if there is additional 
information 
requested. 
 
If you are a company-
sponsored applicant: 
 
Please select Company-
Sponsored and fill in the 
following company details in 
the empty space provided: 
 

• Company Name:  

• Company Contact 
Person: 

• Company Contact No.: 

• Company Email: 
• Company Billing 

Address: 
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      h (ii) 
 
 
 
 
 
 
 
 
 
 
 
 
 
      h (iii) 

For those applying for ACEY or 
ACEY (with Exemptions): 
 
Please select ‘Yes’ if you have 
completed the Early Years 
Development Framework 
(EYDF) module. 
 
Please select ‘No’ if you have 
not completed EYDF. 
 
 
 
 
Please complete the 
declaration and click ‘Next’ to 
proceed to the Upload 
Admission Documents 
tab. 
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i)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
    j (i)  
 
 
 
 
 
 
 
 
   j (ii)  
 
 
 
   j (iii)  
 
 

In the Upload Admission 
Documents tab, you will have 
to upload the required 
documents.  
 
Note: The maximum file size 
limit is 2MB and the acceptable 
formats are .JPG, .JPEG,  .PNG 
and .PDF 
 
 
 
 
Then, click on ‘Save and 
Proceed’ button to proceed to 
the Summary page. 
 
 
 
 
In the Summary page, you can 
view a summary of your 
application details.  
 
Acknowledge NIEC’s Terms & 
Conditions by ticking the 
checkbox 
 
 
Review your form before 
submitting your registration.  
 
 
When you’re ready, click 
‘Submit Registration’ to send 
your registration to NIEC.  
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    j (iv)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Click on ‘Edit Registration’ 
button to make changes to 
your application.  
 
Click on ‘Cancel Registration’ 
button to discard your 
application.  
 
Note: Changes cannot be made 
after submission. 
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k) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

You will receive a pop-up 
message informing you that 
your application has been 
successfully submitted.  
 
Please note down the 
Registration No. for when you 
need to send any queries. 
 
Note: If you are self-sponsored, 
click on ‘ok’ and you will be 
directed to the ‘Welcome to 
Online Payment’ page. 
 

• Please ensure your 
internet browser or 
popup/ad blocker is 
disabled 
 

Note: If you are company 
sponsored, your registration is 
completed, and your company 
will be invoiced. 
 
 You may close this window.  
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        l) For self-sponsored applicants: 
 
Once your payment is 
successful, you will see the 
page on the right. The receipt 
will automatically be download 
into your computer.  
 
Note: Please keep a copy of the 
receipt as a record for 
reference. 
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m (i) 
 
 
 
 
 
 
 
 
 
 
m (ii)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
You can view your draft and/or 
past applications submitted 
through this portal on the 
‘registration history’ page. 
 
Note: If your application has 
been successfully submitted, 
the application status will be 
reflected as ‘App received’.  
 
 
If you are not ready to submit 
your application, you may save 
your application as ‘draft’ and 
submit later. 
 
When you are ready to submit 
your application, please login 
and click on ‘draft’ under the 
app status. Complete the 
application form and click on 
‘save and proceed’.  
 
Thereafter, on the summary 
page please click on ‘submit 
registration’. 
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m (iii) If you have submitted your 
application and the application 
documents are not complete, 
your application will be placed 
on Onhold.  
 
Please login and click on 
‘Onhold’ under the app status. 
Complete the application form 
and click on ‘save and 
proceed’.  
 
Thereafter, on the summary 
page please click on ‘submit 
registration’. 
 

 
 
 
 
 
 

 
 

 


