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Application Process

First browse or 
search for a 
course.

1

Check eligibility 
and application 
details of the 
course details.

2

Fill application, 
saving as draft as 
necessary

3

Submit application 
for approval

4



Course 
Search

• The course search bar is visible 

throughout the website.

• Fill in a search keyword and hit 

enter to perform a search

• Select a course in the search 

results, to view it’s details.



Browse 
Catalogue

• Click on the Catalogue button 

on the left of the search bar to 

view a list of all categories.

• From here, clicking on any of 

the categories will display a 

list of all courses under that 

category.

• Select a course in the listing, 

to view it’s details.



Course Details

• In the course details page, make sure to 

check it’s eligibility criteria and application 

details.

• Note that, the country or organisation you 

are representing must match the course 

eligibility requirements.



Fill in 
Application

• Please ensure that you have the following 
documents/information on hand:

1. Softcopy of passport photo (in jpeg, jpg, 
png, gif, bmp)

2. Softcopy of passport biodata page 

3. Curriculum vitae (or employment and 
educational records) 

4. Contact details of your emergency contact 
person 

5. Supervisor email address



Save as Draft
• The minimum information that must be 

filled in to save your changes as a draft are 
all mandatory fields in the Applicant 
Particulars tab, and your Personal Email in 
the Contact Details tab.

• The application form does not auto save, 
the information is only saved upon saving as 
draft. 

• Upon saving as draft a link will be sent to 
your personal email. To allow you to return 
to your draft.



Review 
Application

• For each tab, when all fields are complete 
and valid they will be marked with a white 
ticked checkbox. 

• Once you have completed the application, 
switch to the Review and Submit tab. 

• Should there be any incorrect or missing 
information, this summary page will indicate 
the offending field in red. You may also look 
for a tab without the white ticked checkbox 
for the offending tab.



Submit 
Application

• When there are no more incorrect or missing 

information, click on the red Submit 

Application. 

• When the application is successfully submitted, 

you will be greeted with a thank you page.



Check Application

• After submitting your application, you may continue 

to use the same link to check the status of your 

application or to edit your particulars.

• Once your application is fully processed by us, you will 

need to accept the invitation. 
Passport details must be provided at this stage to accept 

the invitation.

While an eTicket may be required depending on the course.
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