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Guide for Company administrator on signing up staff for CET programmes
(via bulk submit)

If this is your company's first time accessing our registration system, please register
your company account by following this guide before proceeding with the step 2 below:
https://stms.polite.edu.sg/kp/company/index.htm#!Documents/signup.htm

1) Company access STEP website STEP (polite.edu.sg) and click on the ‘Sign in’ button.

STEP i
PORTAL e Sign in

SKILLS TRAINING
& ENHANCEMENT
PORTAL

BY THE POLYTECHNICS & ITE

The Skills Training & Enhancement Portal (STEP) is a one-stop source to helps

Take the next STEP towards success

Search for courses now Q

2) Click on‘Company’to signin.

SKILLS TRAINING
& ENHANCEMENT
PORTAL

BY THE POLYTECHNICS & ITE SIgn In

L Hs

Student Company

E3 staff signin [ Admin > J [ Lecturer = J

3) Click on ‘Sign in with Corppass’. You will be redirected to the Singpass sign-in page
to sign in as business user.

SKILLS TRAINING
& ENHANCEMENT
PORTAL

BY THE POLYTECHNICS & ITE

=- Sign in with Corppass

Refer to the user guide to get started and explore more
instructions.



https://stms.polite.edu.sg/kp/company/index.htm#!Documents/signup.htm
https://stms.polite.edu.sg/identity
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4) Click on‘My course’.
Company can search for the course using the search function on the right.

Click on the radio button next to the course name and then click on ‘Bulk submit
applicants’.

Certain Beauty Parlor
G OLyerEs (2} F ° 53235113D

a - o
Customised/Corporate courses @  Public courses @
All courses

o ‘ A There are 6 courses that require you to identify the sponsorship preferences.There are pending verification applicants in 39 courses, please verify. |

5
o BESifieerd Bulk submit applicants ° Search by course name, ... Q
©
My course

N Verified - Registration start Registration end
Course name Course intake No. Course category Course type Institution

applicants @ date date

= Experiential Education

= N o Certifiable . . Republic
5, h 4 Jeries Make Facilitation in RP-EESOEW-250005 SkillsFuture Series  0/4 . 17/09/2025 17/09/2025
ponsorsh... N Courses Polytechnic
Outdoor Education Work!
2% . Non-Certifiable
- ~ . Customised . Nanyang
Transaction () Unity Program NYP-it0001-250005 customised 0/3 . 15/09/2025 15/09/2025
Programme Polytechnic

Courses

5) There are 2 options for bulk submit.
a) ‘+ Add applicant’-fillin staff information in the web page directly.
b) ‘Import’— download an excel template to fill in staff information and upload.

Bulk submit applicants x

+ Add applicant 8 Import i ©

] Name Email address  Contact number  NRIC/FIN/I

No items to show in this view.

a) Tofillin staff information in the web page directly, click on ‘+ Add applicant’.
To add more rows, click on ‘+ Add applicant’ again.
Fields mark with * are mandatory fields. (Different course will have different
mandatory fields. Below screenshotis just an example.)
Click ‘Save’ when complete.

Bulk submit applicants x
<+ Add applicant - Import il Remove
[ Name Email address Contact number NRIC/FIN/F

*

(] ‘ Test Student N StudentABC@:

| | |

=),
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b) To use import function, click on ‘import’.
When prompted, click on ‘Download the template file’ to download the excel
template for upload.

Download the template file fizat, fill in information in

promtThe updated file.

& 0 fie here.or browse
Upto 108 (45,1150

In the excel file, there are 2 tabs.

Company may refer to the ‘Instructions’ tab for reference on how to fill up the excel file.
In ‘Applicants’ tab, please fill up the staff information.

Fields mark with * are mandatory fields. (Different course will have different mandatory
fields. Below screenshot is just an example.)

File Home Insert Draw Page Layout Formulas Data Review View  Automate Help  Acrobat Developer

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing X
A2 v i " fx | Student ~

A B 5 1) E F G H A

1 *Mame *Email address Contact number NRIC/FIN/Passport Mo.  Date of birth Citizenship type

2 | Student Student@aa.com 123456 123456TA 31/02/2023 Singapore citizen

3

4

5 /1. The date of bith must be in the format of "dd/mm/yyyy".

6 |2. The citizenship type must be "Singapore citizen", "Singapore PR", or "Foreigner”.

7 |3. For "Foreigner”, FIN number is required. Passport number is only accepted in the absence of FIN number.

8 |4. The email address must be in the format of "someone{@example.com”.

9

[0

1

2

3

[4 |

< > Applicants Instructions =+ HRR ] »

File Home Insert Draw Page Layout Formulas Data Review View  Automate Help Acrobat Developer

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit. it's safer to stay in Protected View. | Enable Editing x

D7 M : v fr N
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“Name *Email address Contact number NRIC/FIN/Passport No.  Date of birth Citizenship type
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Click on ‘browse’ to upload the completed excel template. Then click ‘OK’.

Import x

Download the template file first. fil in information in
the file, and then upload the updated file.

&y D here or browse
Upto 10MB (5, 150

Import_Applicants_Template(1)xlsx .

e |

The data in the excel file will be populated. Click on ‘Save’.

Bulk submit applicants

[ Name Email address

<+ Add applicant B Import 11 Remove

Contact number NRIC/FIN/F

O ‘ Test Student N |* ‘ StudentABC@: |* ‘ ‘ ‘

6) After bulk submitting the staff information, verifications of the records submitted are

required. Select the course to proceed with verification.

Company will also see 4+ next to the course name as reminder that there are

applicants pending verification.

G © My course

) ﬁ e Certain Beauty Parlor

532351130

[rransaction

@« Customised/Corporate courses@  Public courses @
All courses

3 A There are 3 courses that require you to identify the sponsorship preferences.There are pending verification applicants in 16 courses, please veriy. |

. N\ Verified _— Registration start Registration end

ot Course name Courseintake No.  Course category  Cpurse type B0 Institution e . Coursestartdate  Course end date

= O OutdoorLeadership Series 4 o 15 240001 EIIEED shilsruture series 173 il 19/0472024 281042024 30/04/2024 3010412024
boonsorsh.. (sports) Courses Polytechnic

This course has applicants pending verification.
T Nanyan,
- - i Series  0/0 vane 25/03/2024 3000412024 09/05/2024 14/05/2024
2 Courses Polytechnic




Official (Closed) \ Sensitive Normal

7) Records uploaded will be in the ‘Pending Verification’ tab.
Select ‘Approve’ or ‘Reject’ the sponsorship of the corresponding staff.

(&} © Mycourse  Course details ) P e Certain Beauty Parlor

532351130
L =———
a
All courses
Institution Republic Polytechnic Course category Certifiable Courses
o Course type skillsFuture Series Course intake No. RP-OLS-240001
Dashboard
Course start date 30/04/2024 Course end date 30/04/2024
©
My course Registration end date 28/04/2024
= sponsorship links
Sponsorsh... iva & Generate link
2% [ vink Created Expiry date Max No. of sponsorship  Sponsorship taken Status ©
Transaction
[m] dutech-onl Lt © 19/02/202411:18  24/04/2024 Unlimited 0 ® Active
: 4
Grant

Pending verification ) Verified applicants  Active enrolments  Historical enrolments ~ Cancelled applicants

[Request type: All & ] [ Requestby: All 8| [ Application status: All & ]

[] Application ID @ Applicant name Email address Contactnumber  NRIC last four digits ©  Request type - Request by © Sponsorship status  Agplication status
O Test Student Name...  StudentABC@aa.co... New application Company Pending verification
Totar T tem Showrows 10~ T - *

8) Upon clicking ‘Approve’, company will be prompted to key in additional details like
sponsorship details, billing information Purchase Order (PO) number.

Purchase Order (PO) humber
To ensure that a single invoice is generated, select the same billing profile, PO
number (if required), and Vendors@gov BU (if required) for all entries. Each unique

combination will result in a separate invoice.
Select ‘No’ if PO number is not required to be generated in the invoice.

Vendor@Gov e-invoice:

If there are several Sub-BU to invoice for each/group of applicants, company must
select the respective applicants to tag to the correct sub-BU for billing purpose.

9) Click ‘Save’ after completing the information.

Approval and billing details x

Sponsorship type *

O Register for my employee
You are the DIRECT EMPLOYER. i.e. your company pays salary and provides
the employee with other statutory benefits such as CPF contribution,
medical benefits, leave, etc

O Register for individual
You are sponsoring the individual who is NOT YOUR EMPLOYEE. E.g. interns,
NS (Full Time), volunteers, freelance workers, unemployed, etc.

(O Register on behalf of another organisation
You are registering for an employee from another organisation. E.g. Shared
Service provider ABC registering on behalf of XYZ company employee, OR
registering for employees of subsidiaries or affiliated organisations with a
different UEN, etc.

Require Purchase Order (PO) number on invoice? *
To ensure that a single invoice is generated, select the same billing profile, PO
number (if required), and Vendors@gov BU (if required) for all entries. Each
unique combination will result in a separate invoice.

O No

O Yes

Billing profile *
Indicate the billing information where the invoice will be sent to.
(O Primary contact user

O Others

Require Vendors@Gov e-invoice *

If the organisation is a government agency, select "Yes".
O No

O Yes
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10) After approval, the staff will appear either in the ‘Verified applicants’ tab (if the
course has not met min pax) or ‘Active enrolments’ tab (if the course has met min
pax, applicants will be considered as enrolled).

parl
= W
‘ # Check the details of your sponsorship for this course. View details |
Jll courses
institution Republic Polytechnic Course category Certifable Courses
pashboard
Course type skilsFuture Series Course intake No. RP-0LS-240001
Course start date 3010412024 Course end date 3000412024
vy course
Registration end date 28/0412024
ponsorsh... Sponsorship links
® Generate link
ransaction — .
[J unk created Expirydate  MaxNo. of sponsorship  Sponsorship taken status
[0 https://uat2.stms.edutech-online. /1 1t 7J1x. © 19/04/202411:18  24/04/2024 Unlimited [} ® Active
Grant
[ hitpsi//uatz.stms.edutech-online.com/cetapi/api/v1 /custom/extendauthorize?id_token=CNGJaL7fL600Q. 19/04/202411:30 240472024 1 1 o Active
pending verificatio_ Verified applicants  Active enrolments MHistorical enrolments  Cancelled applicants
Application status: Al @ Q
[ Application ID @ Applicant name Email address Contact number NRIC last four digits ©  Application status PO No. Contact profile Businest
0 Test Student Name...  StudentABC@aa.co. Lisa MOE-M
o em srowrons[10 <] « <>+ [ ]

11) Ifthe course is a funded programme, the staff will receive an auto-generated email
similar to the example below. The staff will be required to click on the link in the
email to complete registration for the course.

Please refer to ‘(Learner) Guide for company sponsored staff on application via

bulk submit’ for details on the actions required by staff.

[Republic Polytechnic] [Action needed] Registration for Outdoor Leadership Series (Sports)

° noreply <NoReply@stms.edutech-online.com:=>
To

Cc
CAUTION: This email originated from outside the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe
Dear RP_TestStudent188
Certain Beauty Parlor is sponsoring you for the below course
Course Title: Outdoor Leadership Series (Sports)
Course Intake: RP-OLS-240001
Course Date: 30/04/2024 - 30/04/2024

Please click on the link below to complete the registration. Do note that you will be required to key in your company email address for new account creation.
https-//uat2 stms edutech-online com/cetapi/apifv1/custom/extendauthorize?id _token=4dCIEBxn]KZhSLtMBNxnT4Txt6MMHY%2bdUPBbC857HOZTB2RPOUThEQOSRICVUSPE

Thank you
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In ‘Verified applicants’ tab. You can see the link expiry date of each application. If

staff did not receive the auto-generated email above, you may also copy the
respective ‘Bulk submit registration link’ to the staff for registration.

G q
l‘) & My course Course details
Registration end date 10/10/2025
Alllenses Sponsorship links
® Generate link
Dashboard

[] Link

©

My course

Sponsorsh...

Pending verificatio

Transaction

‘ Application status: All ‘

Grant
B Export

https://uat2.stms.edutech-online.com/cetapi/api/...

] https://uat2.stms.edutech-online.com/cetapi/api/...

ctive enrolments

Created Expiry date Max No. of sponsorship

22/09/2025 22:28  25/09/2025 2

© 22/09/202518:14  25/09/2025 Unlimited

Historical enrolments  Cancelled applicants

[] Application ID @

Applicant name

RP_TestStudent243

RP_TestStudent242

Bulk submit registration link @ Link expiry date

https://uat2.stms.edutech-... 5/09/2025

o

https://uat2.stms.edutech-... 25/09/2025

Certain Beauty Parl

e £ 0O

53235113D
Sponsorship taken Status
2 ® Active
1 ® Active

Search by application ID,... Q
Email address Contact number N

RP_TestStudent24...

RP_TestStudent24...

(@]

Total 2 items

Show rows: ‘

0 -]

13)
applicants’ tab.

Blank status:
Admitted:
Draft:

Staff has not yet submitted the application
Staff has submitted the application successfully
Staff application is in draft status and not yet submitted

Company can check on the staff’s application status under ‘My Course’ in ‘Verified

(5] © Mycourse  Course details

Course start date 300412024 Course end date 300412024
Al courses

Registrationend date 2610472024
NS Sponsorship links

& Generate link

| httpssiustz s / © 19042024 11:18  24/042024  Unlimited
ponsorsh

| httpsiiuat2 st token=CINGIaL7fL6d0Q.. @ 19/04/20241130 2410412024 1
frransaction | ttpssuatz st © 190420241102 200082026 1

O httpssratest / toge0p.. [ 190420241219 20042024 1

Grant

Pending verification  Verified applicants

‘Application status: All

Active enrolments  Historical enrolments  Cancelled applicants

] Application 0 @ Applicantname  Emal address Contactnumber  NRIC ast four digits /. Application status 70 No.
[]  RP-0LS-240001-00003 Step StudentAcct2  workacct2@gmail.c. 700F ® Admitted
[]  RP-0LS-240001-00001 Step Student Acct 1 step.studentacct1. 050C ® Draft
a Test Student Name...  StudentABC@aa.co.

Total 3items Show ros
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Sponsorship taken status
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1 o Active
1 o Active

Q
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14) Company can update PO No., Billing Profile or Business unit in ‘Verified applicants’
tab by selecting the record(s) to update and click ‘Edit billing info’. Click ‘Save’ after
updating.

Edit billing information x

Require Purchase Order (PO) number on invoice?

To ensure that a single invoice is generated, select the same billing profile, PO
number (if required), and Vendors@gov BU (if required) for all entries. Each
unique combination will result in a separate invoice.

® No

O Yes

Billing profile *
Indicate the billing information where the invoice will be sent to.
O Primary contact user
(® Others
RP Branch ¥

Require Vendors@Gov e-invoice *

If the organisation is a government agency, select "Yes".
O No

(® Yes

Ministry | Department | Business unit *

To ensure that a single invoice is generated, select the same billing profile, PO
number (if required), and Vendors@gov BU (if required) for all entries. Each
unique combination will result in a separate invoice.

CAA - Cvl Avtn Authrty of Singapore - CAA04 - Airport Ops Reg_Avtn Securi... v |




