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A step-by-step guide to

1. Submit Online Application

D I R E C T  A D M I S S I O N S  E X E R C I S E
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A C C E S S I N G  S P  C A S E

• Launch SP CASE website at 
http://courseapplication.sp.edu.sg

• Select “Apply for Full Time Diploma 
Course"
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http://courseapplication.sp.edu.sg/


A P P L Y  F O R  F U L L  T I M E  D I P L O M A  C O U R S E

• For Singapore Citizen and 
Singapore Permanent 
Resident, please log in 
with singpass

• For those without 
singpass, please log in as 
non-Singpass User
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A P P L Y  F O R  F U L L  T I M E  D I P L O M A  C O U R S E

Singpass user Non-Singpass user

Follow the instructions to log in using Singpass app Enter your particulars and request for a one-time 
password (OTP) to log in
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• Read the online application instruction and 
Personal Data Protection Statement.

• Click “I Agree” and “Next”.

S U B M I T  O N L I N E  A P P L I C A T I O N
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Important Note:

• Please DO NOT use Non-English Characters 
and Special  Characters when you submit  
the online application.  



S T E P  1  –  P E R S O N A L  D E T A I L S

Singpass user Non-Singpass user

MyInfo retrieved data will be populated You can click                   if you are an International student 
with Singpass.
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S T E P  2  –  C O N T A C T  D E T A I L S

Singpass user Non-Singpass user

• Provide Singapore Contact Number if any.  We may contact you for clarification.
• Ensure your email address is valid as your application outcome will be released via email.
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S T E P  3  –  C H O I C E  O F  C O U R S E

Rank the choice(s) according to your 
preference
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S T E P  4 . 1  –  R E S U L T S  P A G E

Singpass user Non-Singpass user

Read the instruction.
•  Select your qualification from the drop-down box.
•  Click on enter Details. You will be directed to the next page to key in your academic results.
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S T E P  4 . 2  –  R E S U L T S  P A G E

Singpass user Non-Singpass user

Enter 1) CCA Grade for Singapore GCE ‘O’, ‘N’ and IP qualification only. 
 2) Year Taken [not more than 2 sitting for the same qualification].
 3) Subjects and 
 4) Grades.
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S T E P  4 . 3  –  R E S U L T S  P A G E

Select your Entry 
Qualification
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This is the qualification that you are using as the basis 
for your application for admission



S T E P  5 . 1  –  E M P L O Y M E N T  H I S T O R Y

If you are applying using at least 2 years of full-time 
(FT) work experience relevant to the course(s).

select “Yes”
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S T E P  5 . 2  –  E M P L O Y M E N T  H I S T O R Y
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Complete the Employment History if you 
are using at Least 2 years of full time (FT) 
work experience relevant to the course(s).



S T E P  6  -  Q U E S T I O N N A I R E
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Complete the Questionnaire



S T E P  7  –  M O E  T U I T I O N  G R A N T  S C H E M E
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• Read and understand the 
MOE Tuition Grant Scheme.

• Select the radio button 
accordingly.



S T E P  8  –  D E C L A R A T I O N

Read and understand 
the declaration
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S T E P  9  -  S U M M A R Y

Check that you have given the information correctly.

• You may print/save the summary page for your 
own reference before submitting the application.

• Remember to click ‘Submit” before you leave this 
page.

< at the bottom of the page >

18



S T E P  1 0  -  C H E C K L I S T

• You have successfully submitted your 
application once you have reached this page.

• An acknowledgement email will also be sent to 
the email address you have provided in your 
application.

• Upload all the supporting documents by the 
application deadline for our evaluation.

Click here to upload your supporting documents.
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S T E P  1 0  -  C H E C K L I S T
From: sas.workflow@sp.edu.sg <sas.workflow@sp.edu.sg> 
Sent: Friday, October 13, 2025 12:46 PM
To: studenta15@gmail.com
Subject: Acknowledgement of DAE Application

Dear Student A,

You have submitted the following course choices successfully on 13-Oct-2025 at 12:45 PM. 

Course Choices: 

Choice 1: DIPLOMA IN ACCOUNTANCY 
Choice 2: DIPLOMA IN AERONAUTICAL ENGINEERING 
Choice 3: DIPLOMA IN AEROSPACE ELECTRONICS 
Choice 4: 

All applicants will be notified of the outcome of their application via email two weeks before term commencement. (Academic Calendar). To view your Application Status, visit the Enquire Course 
Application Status page. All correspondence will be via email. 

Click here to upload the supporting documents by the application deadline for our evaluation. 

• Local Qualifications: GCE 'O' / 'A' Levels / IP / IB / ITE / WSQ Diploma & Higher
• CCA record (with CCA grade included) - for GCE 'O' / IP / ITE qualification holders
• Malaysia Qualifications: SPM / STPM / UEC / UECV results
• International Qualifications: Educational Certificate(s) and transcripts / result slips. Should the qualification be printed in a language other than English, please provide an English translation.
• NRIC (front & back) for Singaporeans and Singapore Permanent Residents
• Passport for International Applicants
• Singapore Student's Pass for International Student (if any)
• For Diploma in Nautical Studies course applicant: Maritime and Port Authority of Singapore (MPA) Sight Test results
• Resume / Curriculum Vitae for applicants with work experience

This is a system generated email. Please do not reply to it. 
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A step-by-step guide to

2. Upload Supporting Documents

D I R E C T  A D M I S S I O N S  E X E R C I S E
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After you click on “Link to Online Application 
Document upload page”, you will be directed  to the 
“Upload Supporting Documents (Application)”.

P A R T  1 . 1  –  H O W  T O  U P L O A D  
Y O U R  S U P P O R T I N G  D O C U M E N T S

This is at Step 10 -  Checklist Page 20. Click “Link to 
Online Applicant Document upload page”.
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P A R T  1 . 2  –  H O W  T O  U P L O A D  
Y O U R  S U P P O R T I N G  D O C U M E N T S

Click here and browse for the 
document in your device and 
select upload

There are specific restrictions when uploading 
documents.
File Format : Only PDF documents are accepted
File Size : Each file must not exceed 1MB
File Name : Should not exceed 20 characters
 Special characters [e.g. &,( ,)] non-

English characters and spaces are not 
allowed
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P A R T  1 . 3  –  H O W  T O  U P L O A D  
Y O U R  S U P P O R T I N G  D O C U M E N T S

When your document is uploaded successfully, you will see the file name and timestamp.
You may view or delete your uploaded file before you click “Exit”.

Timestamp of 
file uploaded

The file name 
will appear here

Please note that the “View and Delete” button will no 
longer be available once you have exited this page

Click “Exit” after you have 
uploaded your documents
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P A R T  1 . 4  –  H O W  T O  U P L O A D  
Y O U R  S U P P O R T I N G  D O C U M E N T S

When your document is uploaded successfully, you will see the file name and timestamp.
Please use the other available slot, if you want to upload new or replace documents.
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P A R T  2 . 1  –  H O W  T O  U P L O A D  
Y O U R  S U P P O R T I N G  D O C U M E N T S

You may upload your supporting document 
on a different day as long as it is within the 
application period.

• Launch SP CASE website at 
http://courseapplication.sp.edu.sg

• Select “Upload Supporting Documents 
(Application)”
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http://courseapplication.sp.edu.sg/


U P L O A D  S U P P O R T I N G  D O C U M E N T S
( A P P L I C A T I O N )

• For Singapore Citizen and 
Singapore Permanent Resident, 
please log in with singpass.

• For those without singpass, 
please log in as non-Singpass 
User
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U P L O A D  S U P P O R T I N G  D O C U M E N T S
( A P P L I C A T I O N )

Singpass user Non-Singpass user

Follow the instructions to log in using Singpass app. Enter the same details used in your online application 
and request for a one-time password (OTP) to log in.
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U P L O A D  S U P P O R T I N G  D O C U M E N T S
( A P P L I C A T I O N )

• You will be directed to the  
Upload Supporting 
Documents (Application) 
page

• Read the instructions, 
slide to “I Agree” and click 
“Next”.
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U P L O A D  S U P P O R T I N G  D O C U M E N T S
( A P P L I C A T I O N )

• Upload supporting 
documents within the 
application period.

• Please refer to page 23 to 
25 on how to upload the 
supporting documents.
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A step-by-step guide to

3. Enquire Course Application Status

D I R E C T  A D M I S S I O N S  E X E R C I S E
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E N Q U I R E  C O U R S E  A P P L I C A T I O N  S T A T U S

• Launch SP Case website at 
http://courseapplication.sp.edu.sg

• Select “Enquire Course Application Status”
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E N Q U I R E  C O U R S E  A P P L I C A T I O N  S T A T U S

• For Singapore Citizen and 
Singapore Permanent Resident, 
please log in with singpass.

• For those without singpass, 
please log in as non-Singpass 
User
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Singpass user Non-Singpass user

Follow the instructions to log in using Singpass app. Enter the same details used in your online application 
and request for a one-time password (OTP) to log in.

E N Q U I R E  C O U R S E  A P P L I C A T I O N  S T A T U S
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E N Q U I R E  C O U R S E  A P P L I C A T I O N  S T A T U S
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D I R E C T  A D M I S S I O N S  E X E R C I S E

Enquiries
6775 1133
 contactus@sp.edu.sg
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