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1. Creating an Account

Visit SITLEARN - Home (singaporetech.edu.sg/sitlearn/) and click “Manage My Account” at the top right of the
website. We recommend using a Chrome or Microsoft Edge browser for registrations.

Please note that you are required to have an account with SITLEARN before registering for the course(s) that
you are keen to attend.

(©) Manage My Account

SINGAPORE
Emﬂmm | SITLEARN G Boub' P O Tk T Carmict NI
TECHNOLOGY s,

kearn in-demand skills. Expand your
career opportunities.

Advance your lifelong learning journey with our industry-informed courses and thrive in an era of disruption.

Unlock your potential with new skills and knowledge, gained through
experiential learning that goes beyond the classroom.

Our courses at SITLEARN provide a holistic learning experience that seamlessly blends theory and hands-on application. You'll gain competencies that can be applied at

the workplace, giving you a competitive edge.

20,000 + 350 + 260 + 5

ses offered since 2021

1.1 SignIn
For existing corporate HR or company-sponsored participants, please sign in through “Corporate - Login”.

e Corporate HR: You are signing up for courses on behalf of your colleagues.
e Company-sponsored participants: You are signing up for courses yourself and are sponsored by your
company.

Note:
e All corporate users are now required to log in to corporate accounts with their registered
corporate email address for course registration.
e Corporate account user id ECO00***@ext.siat.edu.sg will no longer be valid for corporate
account login.
e Please refer to the updated corporate account login guide below.
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1.1.1 Corporate HR or Company-Sponsored Participants

#8% Corporate - Create Account

On the Sign In page, click on to create a new corporate account.

Sign In

Self-sponsored Participants
View registration and login guide »

N Linkedin Login

-

8+ Google Login

Company-sponsored Participants
View registration and login guide »

#%% Corporate - Login

#8% Corporate - Create Account _

SIT Alumni/staff

SIT  SITizens/Staff

On the Corporate Sign-up page, you are required to fill in the relevant details for all sections: Company
Information, Company Address, and Company Contact. Please note that one corporate email address can only
be used to register for one company UEN. You may check your company’s UEN number here:
https://www.uen.gov.sg/ueninternet/faces/pages/uenSrch.jspx

Note: The correspondences on account creation, billing, and course details will be sent to the email provided
in Company Contact.
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Corporate Sign-up

If you are & Company HR that is acting on behalf of your company to sign up participants or if you are an individual that iz company-sponsored, please procsed with this

form.

Company Information

Company Nama *

Country of Business Registration *

Zingapore

Company Registration No./UEN *

Industry Cluster *

Please exlect

Entity Type *

Flezse salect

Enhanced Training Support for SMEs (ETSS) *

Mumber of Employess *

No

Annual Sales Turnover *

Plezse select

Company Address

Block *

Street *

Floor = unit Number *

city *

Singzpore

State * Country *

Postal Code *

Singenore

2inzzpors ‘

Country Code * Area Code

Company Main Telephone Number *

&5 ‘

Company Contact

Salutation * First Name *

Last Name *

Plezae select -

official Full Name *

Email *

official Full Mame a= per Identification Card

Designation * Department/ Division =
Country Code * Area Code Contact Number *

&5 ‘ | | Kindly indicete your contact number without country code eg 62921189
Country Code Area Code Mobile Number

&B ‘ | | Kindly indicete your mobile nurber without country code &g 92921189
Remarks

Acknowledgement *

[ Ideclarethat I am authorised to sign up for my company reflected on this form and to register for courses conducted by SIT.

[ Ihereby confirm that all information submitted is true and accurate.

[ Tam cognisant my company shall have no claim against SIT for any loss or damage suffered as a result of any untruth or inaccuracy in the information that I have
submitted and shall indemnify SIT against any loss or damage suffered by SIT as a result of any untruth or inaccuracy in the information that I have subrnitted.

[ Thave also read and aocefted SIT's terms and conditions, including the section on "Use of Personal Data". Correspondences on account creation, billing and
(113311

course details willbe sent to t n

SUBMIT
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Upon completion, kindly check the boxes for your Acknowledgement and click “Submit” to proceed. You will
receive an email notification upon the submission of the Corporate Sign-up form.

Reg: Your Account Creation Request with SITLEARN was Received

o SITLEARN
To

Dear Human Resource,
Thank you foryour requestto create an account with SITLEARN.

You will receive a confirmation email once your request has been approved within 3 working
days.

This is an automated notification, please do not reply to this email.

Thank you.

Regards,
SITLEARN

SITLEARN.edu.sg

Your account creation request is now under review and the process may take up to three (3) working days.
Once your request has been approved by SITLEARN, you will receive the following email:

Reg: Your Account Creation with SITLEARN was Successful

° SITLEARN
To

Dear Human Resource,
Thank you for creating an account with SITLEARN.
Step 1: Click here to login.

Step 2: Click on 'Corporate - Login' using your Email Address: HumanResource@yourcompany.com.

For assistance, please contact us at SITLEARN@SingaporeTech.edu.sq

This is an automated notification. Please do not reply to this email.
Thank you.
Regards,

SITLEARN
SITLEARN.edu.sq
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1.1.2 Corporate Login

Visit SITLEARN - Home (singaporetech.edu.sg/sitlearn/) and click “Manage My Account” at the top right of the

website and select to log in.

Sign In

Self-sponsored Participants
View registration and login guide »

.
1

+ Google Login

Company-sponsored Participants
View registration and login guide »

#8% Corporate - Login

88% Corporate - Create Account

SIT Alumni/Staff

SIT  SITizens/Staff

Linkedin Login

S

You will be directed to the Sign In page as shown below. Kindly enter your registered email address and click

“Send verification code”.

Note: If you encounter any issues receiving the verification code, please check your email spam folder and/or
ensure that your company VPN connection is disconnected before requesting for the verification code.

Otherwise, click “Send new code” to resend the code.

By | SITLEARN

X Cancel
Sign In

Please enter your registered email address. A one-time verification code will be
sent to your email

Email Address

HumanResource @ company.com

Send verification code

Updated: 25 May 2026
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A one-time verification code will be sent to your registered email:

Verify your email address

Thanks for verifying your HumanResource@yourcompany.comaccount!

Your code is: 925938

Sincerely,
Singapore Institute of Technolog

SINGAPORE

This message was sent from an unmonitored email address. Please do not reply to this message. INSTITUTE OF

TECHNOLOGY

Please enter the verification code on the Sign In page within 5 minutes and click “Verify code”.

By | SITLEARN

X Cancel
Sign In

A one-time verification code has been sent to your email. Please enter the code
within 5 minutes

Email Address

‘ HumanResource @company.com

“ 925938

Verify code ‘ ‘ Send new code
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Once the code has been verified successfully, click “Login” to proceed, and you will be directed to our
homepage.

SINGAPORE
INSTITUTE OF
TECHNOLOGY

SITLEARN

X Cancel
Sign In

Verification successful. Please proceed to login

' Email Address
| I I HumanResource @company.com

Once you have logged in successfully, you will be brought to your Profile page, and you can:

- View Your Profile
- View / Edit / Cancel Your Courses
- Manage Your Mailing Preferences

I n*
Human Resource SIRHEN0

Dr. v
i First Name Last Name *
My Courses Human Resource

’ Official Full Name (as per NRIC/Passport) * @ Email * @

Human Resource HumanResource@company.com
@ Security
Manage external authentication Company Name Department *

Company HR

Job Title
Chief of Staff

How did you learn about us ? *

SITLEARN Emails ~

If you would like to update your profile details, please email us at SITLEARN@SingaporeTech.edu.sg.
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2. Consent

You can only proceed to other pages and to register for a course when Consent on the Profile page has been
updated.

Click to indicate consent(s) for SIT Terms & Conditions, Marketing Communications, and Collection and
Usage of Personal Data.

] I confirm that all information provided is accurate, and that | have read and accepted SIT's terms and
conditions, including the section on "Use of Personal Data" and "Communications terms". *

[] Yes, | wish to receive marketing communications from SIT.

If you have any questions or would like to discuss any aspect of this consent form, please do not hesitate to
contact us at SITLEARN@SingaporeTech.edu.sg.

3. Manage Mailing Preferences

To update your mailing preferences, click “Manage Mailing Preferences”. Select the categories that you are
interested in and click “Submit”.

a1 ‘
Human Resource Sahstation
Dr. v
& First Name Last Name
My Courses Human Resource
) Official Full Name (as per NRIC/Passport) * @ Emal " @
Human Resource HumanResource @company.com
rnal authentication Company Name Department
Company HR
Job Titie *
Chief of Staff

How did you learn about us ? *

SITLEARN

m

mails ~
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Sonography S Engineenng
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4. Register for a Course!

4.1 Course Registration for HR/Company-Sponsored Participants

Kindly ensure you have an account with SITLEARN and log in before registering for the course(s). Please
refer to 1 Creating an Account on the steps of creating a corporate account with us.

Upon successful login, please browse through our courses on our website under “Courses” or “Goals”.
Alternatively, you can search for a course via our Course Finder.

@ Manage My Account

SINGAPORE
Irg}'n"'lgllzg; | SITLEARN Courses ~ Goals -~ JFor Organisations Insights Resources »~ Connect With Us
e ]

Home  Courses

Course Finder

Discover courses that can enhance your skillset, elevate your career, and take it to the next level.

192 result(s) found SORTBY | Start Date Ascending =
Q. Find courses, certifications and © =i Bete AscEndin
examinations
BUSINESS, COMMUNICATION AMD DESIGN ENGINEERING
Database Management and Data Sustainable and Resilient Data Centres
Protection

Filter by

Domain

] Business, Communication and Design (37)
[] Engineering (78)
[] Feod, Chemical and Biotechnology (30)

["] Health and Social Sciences (38)

[] Infocomm Technology (28) This course teaches you how to design and Explore elements that contribute to sustainable

manage databases for accurate and relevant data and resilient data centres, focusing on innovative
Topic analysis, comply with data protection regulations, technologies and strategjes that ensure business
[ Accounting and Finance (2) and... continuity and minimise...

] Adult and Geriatric Rehabilitation (15)

[] Advanced Manufacturing (2) f 16 5ep 2024 f 16 Sep 2024
[] Al and Machine Learning (18) (@ 2days (T 5days
[ Audit (3)

4= In-person g In-person

! Course includes Seminars, Symposiums, Examinations, Workshops etc.
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Select and click “Apply Now” and choose the course run you wish to register for.

() Manage My Account

E INSTITUTE OF SITLEAR N Courses v Goals v For Organisations Insights Resources v Connect With Us v
TECHNOLOGY e

ol “\ g # A~ .
cial IntelligeneeinBroad ~
Strokes

This course demystifies machine learning concepts and helps you gain technical grounding and foresight for digital
transformation in bus

© Artificial Inteliigence

Course Overview e

Who Should Attend
" " What You Will
Domain Format Duration e
Infocomm Technology Short Course 2days Vouching Town
Schedute
Certificate and Assessment
Fee Subsidy Fee Structure
Up to 90% SF Funding Course Runs

it [ weonow |
Overview

Artificial Intelligence (AI) / Machine Learning (ML) is fast becoming a  Backtotop
crucial part of business processes and is touted to be the key to
successful digital transformation.

However, these phrases remain buzzwords to many business executives. Without a basic understanding of AI/ML, the
participation of these key personnel will be limited, and such digital transformations may fall short.

(@ Manage My Account

SINGAPORE
E wSTITE o SITLEARN Courses v Goals v For Organisations Insights Resources v ConnectWithUs (@)

Overview
Who Should Attend
‘What You Will Learn

Teaching Team

Course Runs Scheaule

Certificate and Assessment

Fee Structure

August 2023 Course Runs
APPLY NOW

& Back to top

Updated: 25 May 2026 Page 12 of 30



TECHNOLOGY

wsmreor | SITLEARN

Fill in and verify the relevant details and check the declaration box before clicking “Save & Add Participants”.

Course Registration

Online Application

P ) e &
e > ‘ e =
% ¢ G
- gihed e ~ " >
. Billing Information
Course Name *
v
Different Billing information
Salutation *
v
First Name * Last Name *
Official Full Name * @ Contact Number *
Emall* @ Country *
v
Postal Code * Unit
Bllling Address
How did you learn about this course? *
Please select «
Y Prafece ~ forr M
2. Professional Information
Company Registration No / UEN Company Name
UEN Number Company
Ownership
Company's Owne o] v

Job Tile *

Supporting Documents
- You are recommended to submit the supporting documents into a single file (max. SMB),

- For LTVP+ Holders, please upload a coloured front and back copy of the Green Visit Pass Card with “Plus” on the back.

Choose Files | o filz chosen

Save & Add Participants m
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4.2 Add Participant(s)
It is recommended that you add participant(s) as follows:
1. Single participant - Click “+ Add Participant”

2. Multiple participants - Click “Upload Participants” via the excel file

Registration Participants Information

+ Add Participant Upload Participants

Official Full Contact Residency  Personal Email Mobile Phone Identification Identification Dietary Status

Name (as per Status Type Number Concerns

Identification

card) 4

Supporting Documents

-You are recommended to submit the supporting documents into a single file (max. SMB).

Files You Selected:

Delete
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4.2.1 Upload Single Participant

You may add the participants one by one by clicking on . You will be prompted with
another page to fill in the participant’s details. Click “Submit” once all the relevant information has been filled

in.

Salutation

Please select b

First Name *

Official Full Name * &

Date of Birth *
Mote: Please @nsure the comect Date of Birth is entered as this may impact your funding
edigibiy.

;m

Residency Status " @

Please select v
Identification Type *

Plaase select w
CGitizenship Gountry *

Pleaze salect ~
Marital Status *

Please select b
Dietary Concerns *

Plaase select w
Highest Qualification Obtained

Please select -

Contact Details

Contact Number *

Last Name *

Gander *

Please select v

Country of Residence *

Please salect v

Identification Number *

Race -

Please salact b

Job Title *

Email " @

Please ensure that all information for the participant is accurate, as you will not be able to edit after

submission. The only option available is to delete the participant.

Updated: 25 May 2026
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4.2.2 Upload Multiple Participants

You may bulk upload a list of participants via the excel template by clicking on to add

multiple course participants.

A pop-up will appear. Follow the steps on the pop-up window and click “Download Template”.

Step 1]Download Template.

Step 2:Fill in all the fields in the template.

Step 3: Upload template| Choose File |No file chosen Upload

We encourage you to always download the template for each registration, ensuring that you have the latest
version and to prevent errors when uploading the list of participants.

The latest template can also be downloaded here: Multiple Participants Template.

On the template, enable editing and content; and fill in the relevant details on the “Participants” tab.
An “Instructions” tab is available to assist you in completing each of the fields.

e For SkillsFuture-funded courses, please fill in all the fields listed.

e For non-funded courses, fields highlighted in orange are non-mandatory.

A B < D E F [3
Salutation First_Name Last_name Official_Full_Name lob_Title Highest_Qualification_Obtained Country_of Residence Citizenshi

RIFSIPAIN

[ bl

Instructions | Participants | DL ®

Choose your completed template and click “Upload”.

Step 1: Download Template.

Step 2:Fill in all the fields in the template.

Step 3: Upload templatg| Choose File |No file chosen Upload
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You will be able to preview the list of participants you have added. Required information that is missing,
duplicate email addresses, or invalid information will be highlighted in red. You may either,

- Click “Edit” to input/edit the individual registrant manually or;

Salutation | First JobTitle | Highest Countryof | Citizenship | Residency | Passport | ldenfification | Identificaion | Date of Birth | Marital Race Dietary Contact Email
Name. Qualification Residence | Country Status Country | Number Type Status Concemn Number
Obtzined

- Update the relevant information in the template before uploading again. Click “Submit” to save
uploaded list of participants.

You can view the list of participants that you have added or uploaded under Registration Participant
Information.

Please ensure that all information for the participants is accurate, as you will not be able to edit after
submission. The only option available is to delete the participant.

Registration Participants Information

+ Add Participant Upload Participants

Official Full Contact Residency  Personal Email 4 Mabile Identification Identification Dietary Status

Name (as per Status Phone Type Number Concerns
Identification

card)

Employes

D

One One Singapore emy Xl mpar r 91234567 NRIC 558420002 None AcCtiv

I
<]

Employee

Employee Two

Foreigner = pa m 91234567 FIN No F73618070Q Vegetarian Acllive

©

Delete
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Upload the relevant documents under “Supporting Documents”, check the declaration box and click “Next”.

Supporting Documents
-You are recommended to submit the supporting documents into a single file (max. 3MB).

- For LTVP+ Holders, please upload a coloured front and back copy of the Green Visit Pass Card with “Plus” on the back, *

Choose Files

Files You Selected:

| hereby declare that all information provided is accurate and complete, and that | have read and accepted the following statements below as well as SIT's

Terms and Conditions including the section on "Use of Personal Data".

| declare that 1 am authorised to, on behalf of the company to register the employee(s) listed above far the course conducted by SIT. My company shall have
no claim against SIT for any loss or damage suffered as a result of any untruth or inaccuracy in the information that | have submitted, and shall indemnify SIT

against any loss or damage suffered by SIT as a result of any untruth or inaccuracy in the information that | have submittad.

For courses with SkillsFuture Singapore (S5G) funding, | am also aware that, to be eligible for the course fees grant, trainees will need to (a) attain at least 75%
attendance, (b) pass the associated assessment for the course, and (c) the company will need to make full payment for the net course fees within the
stipulated period by SIT and/or S5G. *

A pop-up message will appear to notify you that you are deemed to have accepted the terms on the
participants’ behalf and that the registration can only proceed when all Individual Registration Participants
have submitted their consent, and that they will receive an email with a consent link.

IMPORTANT NOTICE

As a company representative, you are deemed to have accepted
SIT's Terms & Conditions, PDPA policies, and Communications
terms on behalf of your users.

After registration, each participant will receive an email with a
consent link.

Please remind them to complete it to ensure compliance.

S/No Registration ID Course Name Registration Date Registration Status Action Invoice

ntelliger Broad Stroke 21/09/22 Pending Approval m
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All Individual Registration Participants will receive an email with the consent link for them to provide their
consent. Email will be sent to the email provided in the Registration.

Dear

Thank you for registering for |

i, scheduled on

To complete your registration, please provide your marketing consent and accept our Terms and Conditions, by accessing this

link.

If you have any questions or require further assistance, feel free to contact us at SITLEARN@singaporetech.edu.sg.

Please note that this is 3 computer-generated message. Do not reply to this email.

Best Regards

SITLEARN

4.4 Registration Submission

You will be brought to the Payment Summary Page and view the breakdown of the course fee.
Click “Submit” to register for the course.

Payment Summary for Course: Artificial Intelligence in Broad Strokes - 12 Oct 2022 to 19 Oct 2022

No payment is required upon submission of this form. Payment is r

Description Amount (SGD)

Employee 1

T G5T on <51600.00>
Fromo Code
Total Amount Payable

Course fee (CSE-0F-2071208000

Apply

Updated: 25 May 2026
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You will be redirected to an acknowledgment page confirming that SITLEARN has received your registration.
The outcome of your registration will be communicated via email after the registration period closes,
typically 3 to 6 weeks before the course start date.

® Manage My Account

SINGAPORE
EINS“TIHEUF | SITLEARN Courses v Goals v For Organisations Insights Resources v Connect With Us v H
TECHNOLOGY —

Home = Thank you - Course Registration

Thank you for your registration.

You will receive an email shortly confirming that your registration has been received.

The outcome of your registration will be communicated via email after the registration period
closes, typically 3 to 6 weeks before the course start date.

BACK TO MY COURSES

You may then click on “Back To My Courses” to view your registration status, which will be shown as
'Pending Approval'.

Note: No payment is required at this point. The “Pay” button will only be made available when the registration
status is updated to “Pending Payment”.

S/No Registration ID  |¥  Course Name Registration Date Registration Status Action Invoice
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An auto-generated email (as follows) will be sent to you to notify you of the registration submission.

Dear Dr Human Resource,

Thank you for your registration for Artificial Intelligence in Broad Strokes [CSE-OP-202206000114 12/10/2022 9:00 AM — 19/10/2022 6:00 PM]

Your registration status is Pending Approval.

The outcome of your registration will be communicated via email after the registration period closes, typically 3 to 6 weeks before the course start date.

If you are registering on behalf of other individuals, please access your account to check on the specific individual’s registration status and inform them on their status.
Payment

If the registration status is successful, we will notify you for payment as a company-sponsored participant. If you are self-sponsored, do inform us in writing immediately

as the invoicing is different.

Financial Charges
Please take note of applicable financial charges should you withdraw once the course application is confirmed by SIT in writing to you.

Notice Period Withdrawal Charges

More than 14 days before the start of the course No charge

7—-14 days before the start of the course 50% of net course fee payable
Less than 7 days from the start of the course 100% of net course fee payable

Pre-course Information
We will email confirmed participants with pre-course administrative information before course commencement.

Kindly contact sitlearn@singaporetech.edu.sq if you require any clarification.
Thank you.
Sincerely,

SITLEARN
Singapore Institute of Technology

5. Payment for HR/Company-Sponsored Participants

5.1 Online and Offline Payment for HR/Company-Sponsored Participants

Once the course is confirmed to run, an email on payment will be sent to you. Please follow the instructions
indicated in the email to make payment for the course.

Dear Dr Human Resource,
Thank you for your interest in Artificial Intelligence in Broad Strokes [CSE-OP-202206000114 12/10/2022 9:00 AM - 19/10/2022 6:00 PM]
Please find enclosed invoice and payment instructions.

You may login via https://sitlearn.singaporetech.edu.sg/Signin?returnUrl=%2F and proceed to “My Courses” to make the payment. For offline payment, please forward the
invoice to your Finance Division for payment processing. Please take note that our payment terms are immediate.

Withdrawal
No withdrawal is allowed once course has started. Any no-show will be considered as absentee. No portion of the course fees shall be refunded if a participant fails to
complete the course for any reason or does not turn up on the first day of the course or after the course start date.

Notice Period Withdrawal Charges

More than 14 days before the start of the course No charge

7-14 days before the start of the course 50% of net course fee payable
Less than 7 days from the start of the course 100% of net course fee payable

Pre-course Information
We will email confirmed participants with pre-course administrative information before course commencement.

Kindly contact sitlearn@singaporetech.edu.sg if you require any clarification.
Thank you.
Sincerely,

SITLEARN
Singapore Institute of Technology
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Alternatively, you may proceed to log in via SITLEARN - Home (singaporetech.edu.sg/sitlearn) and click
“Manage My Account” at the top right of the website. Once you have logged in successfully, select “My Courses’
on your profile page. Click “Pay” to proceed with the course fee payment.

4

Registration ID |7  Course Name Registration Date Registration Status Action Invoice

Pay

The details of the course fees and their breakdown will be displayed on the payment summary page. Select
your preferred payment mode and click “Submit”.

Payment Summary

Payment Summary for Course: Optimising Restaurant Performance with Revenue Management

Su
21 Jun 2019 to 22 Jun 2019

payrent is required upen submission of this form. Payment is required upon receipt of payment notice

Description Amount (SGD)

oloyee 1

% GST on <51600.00> VIS Internet Bankingv
Sromo Code ® Internet Banking
. Credit Card
: i S Debit Card
e ternet Banking v | <
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Once SITLEARN has received payment, you will receive two emails - one on Course Confirmation and another
on Invoice.

Dear Dr Human Resource,

Thank you for the payment.

Enclosed is the invoice copy with the updated payment status for your retention.
Withdrawal

No withdrawal is allowed once course has started. Any no-show will be considered as absentee. No portion of the course fees shall be
refunded if a participant fails to complete the course for any reason or does not turn up on the first day of the course or after the course

start date.
Notice Period Withdrawal Charges
More than 14 days before the start of the course No charge
7-14 days before the start of the course 50% of net course fee payable
Less than 7 days from the start of the course 100% of net course fee payable

Pre-course Information
We will email confirmed participants with pre-course administrative information before course commencement.

Kindly contact sitlearn@singaporetech.edu.sq if you require any clarification.
Thank you.
Sincerely,

SITLEARN
Singapore Institute of Technology

Dear Dr Human Resource,

Thank you for your registration for Artificial Intelligence in Broad Strokes [CSE-OP-202206000114 12/10/2022 9:00 AM —
19/10/2022 6:00 PM]

Your registration status: Course Confirmed.

If you are registering on behalf of others, please access your account to check on the specific individual’s registration status and inform
them on their status.

Payment
We will soon notify you for payment. Please follow the payment instructions in the invoice.

a. If you are self-sponsored and have chosen to utilise SkillsFuture Credits, we may require you to pay in the event of any
unsuccessful disbursement of funding from SkillsFuture Singapore.

b. If you are company-sponsored, we will invoice your company directly.

Withdrawal

No withdrawal is allowed once course has started. Any no-show will be considered as absentee. No portion of the course fees shall be
refunded if a participant fails to complete the course for any reason or does not turn up on the first day of the course or after the course

start date.
Notice Period Withdrawal Charges
More than 14 days before the start of the course No charge
7-14 days before the start of the course 50% of net course fee payable
Less than 7 days from the start of the course 100% of net course fee payable

Pre-course Information
We will email confirmed participants with pre-course administrative information before course commencement.

Kindly contact sitlearn@singaporetech.edu.sg if you require any clarification.
Thank you.
Sincerely,

SITLEARN
Singapore Institute of Technology

Five days prior to the course’s start date, you will receive a Pre-course Letter with administrative details.
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6. Course Status

To check the status of your course, you may visit SITLEARN - Home (singaporetech.edu.sg/sitlearn/) and click
“Manage My Account” at the top right of the website. Once you have logged in successfully, select “My
Courses” on your Profile page to view the courses that you have registered for.

Human Resource Salutation !
Dr. v
il First Name Last Name *
My Courses Human Resource
Official Full Name (as per NRIC/Passport) * @ Email* @
Human Resource HumanResource@company.com
& Security
Manage external authentication Company Name * Department *
Company HR
Job Title *

Chief of Staff

How did you learn about us 7 *

SITLEARN Emails ~

You will see the list of the courses you have registered for.

My Courses

Registration ID Course Name Registration Date Registration Status Invoice

REG-202207014340 Normal Course_SSG - SF Series Draft

- Action- v
2 REG-202206014291 Sixth: Different Residency Status Draft _Action- v
3 REG-202206014287 Sixth: Different Residency Status 17/06/2022 Pending Approval E
4 REG-202206014286 Sixth: Different Residency Status 17/06/2022 Pending Approval m
5 REG-202206014248 Fifth: Different Residency Status 14/06/2022 Pending Payment -
6 REG-202206014247 Fifth: Different Residency Status 14/06/2022 Pending Payment -
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Registration Status Action Required

Draft Course registration has not been submitted yet, please complete
course registration and submit.

Pending Approval We have received your course registration, you will receive the

outcome of your registration 3 weeks prior to the course start date
for non-credit bearing courses and 6 weeks for credit-bearing courses.
Pending Payment The course has been approved. Please proceed to make payment.

Successful We have received payment for the course. You will receive a pre-
course letter with administrative details 5 days prior to the course
start date.
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7. Course Withdrawal or Course Cancellation
Withdrawal
No withdrawal is allowed once the course has started. Any no-show will be considered as an absentee. No

portion of the course fees shall be refunded if a participant fails to complete the course for any reason or
does not turn up on the first day of the course or after the course start date.

Notice Period Withdrawal Charges
More than 14 days before the start of the course  No charge
7—14 days before the start of the course 50% of net course fee payable

Less than 7 days from the start of the course 100% of net course fee payable

You are allowed to edit/cancel a participant’s registration before the submission. Once you have logged
in, you may click on the “Profile” dropdown at and select “My Courses” to view the courses that you have
registered for. Click on the “Action” dropdown and select “Edit”/“Cancel”.

Should you wish to withdraw from the course after registration submission, please request through
SITLEARN — Home (singaporetech.edu.sg/sitlearn/) and click “My Courses” at the top right of the website.

Look for the course you registered, then click on the Withdraw button as shown below:

{agistration

Registration [T o Course Name ate Status Invoice Remarks

1 REG-20260:01 4848 _ 15/04/26 FPending = _
&t =l
Pament y B

Updated: 25 May 2026 Page 26 of 30


https://sitlearn.singaporetech.edu.sg/

wmreor | SITLEARN

TECHNOLOGY

Click on the Registered Learners to see the list of learners that were registered for the course.

FrayTerT L

| & Pegsiered Learners I T WT

FARTICIPANTS

] Belect Al
Remarks

) Learner Mame Erail

Select the learners you want to withdraw.

Click on the Withdraw button to continue.

Pendin
s Pay # Final Submit [ﬂ,

2 REG-202604014847 Learner Withdrawal 1504426
PARTICIPAMTS
| select AN
Remarks

=] Learner Mame Ermail

“ gD C ]
o QD D -

A popup window will appear to show the withdrawal charges (if any). Click OK to continue.

sitlearmuat.singaporetech.eduw.sg says

WITHDRAWAL RE

Do you wish to proceed with the withdriwal request?

OK Canice
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Fill up the mandatory fields like Reason for Withdrawal and upload the supporting document.

Bulk Withdrawal Request

BULK WITHDRAWAL REQUEST DETAILS

Start Dete: 20442026
End Dete: 20/06/2026
Selected Participents: 2 participant(s) selected for withdrawal

PARTICIPANTS

# Name Email
1 - L
[ G

Feason for Withdrawal *

Select hd

Withdrawal tharge amount

$ 1080.00

Suppaorting Documents

“fou are recommended ta submit the supparting documents into & single file {max, 20ME}. *

Choose File |Mofile chosen

Click on the Submit button to continue.

Continue to select other learners to withdraw that have a different withdrawal justification and repeat
the previous step.

Click on the Final Submit to complete the Withdrawal Request.
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2 REG-20260401 4847 190/ 26 Pending
Pay Withdrauw

@

FARTICIPANTS

] Baleet ANl
=] Learner Mame Email Remarks
- _ Withdrawal 5tatus: Created Draft
- _ Withdrawal 5tatus: Created Draft

sitlearnuat.singaporetech.edu.sg says

Final Subtmissian

i= will finalise all withdrawal requests submitted for this registration.
Your coordinator will be notified and credit notes will be processed.

Do you wish to proceed?

You will receive an email with the subject “Notification of Withdrawal request submission for
registration”

When your withdrawal request is processed, you will receive an email with the subject “Notification of
Approved Credit Note/Tax Invoice”

You can check the withdrawal request status via our portal.
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Course Cancellation

If a course is cancelled, you will receive an email notification stating that your registration was not
successful.

Dear Dr Human Resource,

We regret to inform you that your registration is unsuccessful. The course may either have been rescheduled,
cancelled or reached maximum class size.

If you are registering on behalf of other individuals, please access your account to check on the specific individual’s
registration status and inform them on their status.

Once again, we apologise for the inconvenience caused.
There may be future runs of this course. However, we will not be able to put you on a waiting list nor register on your
behalf for future runs of the course. You may wish to subscribe to our mailing list for course announcements and

register if a future run of this course is available.

Kindly contact sitlearn@singaporetech.edu.sg if you require any clarification.

Thank you.

Sincerely,
SITLEARN
Singapore Institute of Technology
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