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Guide for company sponsored staff on application submission for CET 
programmes (Bulk submit) 

1) When your company has nominated you to attend a course, you will receive an 
email similar to the email below with a link for registration.  
 

If you are a first-time user of STEP portal, you will be prompt to update your profile. 
After account creation, please click the sponsorship URL for course registration link 
again or copy and paste the link into your current browser. This is to ensure that you 
are registering as a company sponsored applicant.  

 

2) After you click on the link, please login via Singpass (for first-time user) or Student 
ID.  
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For first-time user, please see Step 3 and 4. If not, please skip to Step 5. 
 
3) For first-time user, you will be prompted to complete your profile. 

 
 
 

4) If you received the registration link email via your work email, please key in your 
work email address in ‘Company email address’ field.  
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5) If you see this alert after login or completing your profile, please click ‘OK’ and 
continue to Step 6. 

 

 
 
 

6) Click on your name and click on “My profile”. 
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7) Click on “Edit” under Other Information. 

 
 
 

8) Type in your work email address in ‘Company email address’ and click ‘Save’. 

 
 
 

9) Refer to your email to access the registration link again. Click on the link in the 
email or copy and paste into your current browser.  
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10) Check and confirm your details. Click ‘Save and next’. 

 

 

 

11) Select the acknowledgement box. Click ‘Save and next’. 

 
 
 
 
 
 
 

Ensure you are 
registering for the 

correct course and date 

Ensure you can see ‘Company 
sponsorship information’ section.  

If not, please refer to Point 9. 
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12) Click ‘Complete’ and ‘Confirm’. 

 
 
 

13) Ensure that the application is reflected as ‘Company-sponsored’.  
You may click View Payment Summary for the details on course fees.  

 
 
 
 
 
 
 
 

Ensure this is  
‘Company-Sponsored’ 
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As you are under company sponsorship. Amount payable will be zero. Click ‘Close’. 

 
 

 
14) Click ‘Submit’ and ‘Confirm’. 
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15) Notification that the Application has been submitted successfully. 

 
 

16) You can also view the course in ‘Application’.  
The status is ‘Admitted’. This means that your application is successful.  
You will receive another email closer to the course date regarding the course 
confirmation status. You may also check your application status on the portal. If the 
status changes to “Enrolled”, this means that the course is confirmed to run.

 
 

17) You can also click into the course to double check that your application is under 
company-sponsored. 

 


