
SEI Online Course Registration Guide 
 
Please select: 
 
� I am a HR or training personnel who is registering on behalf of my colleagues. My 

company will be paying the course fees. 
 
� I am an employee / employer who is registering for myself only. My company will be 

paying the course fees. 
 
� I am an individual who is registering for myself. I will be paying the course fees 

myself. 
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SEI Online Registration Guide for 
COMPANY SPONSORED APPLICANTS 
Back to main menu Go to Individual Applicant Instructions

 

Step 1: 
To search for a course or 
view full course schedule, 
click orange ball.  
 
Or: 
To find out more about a 
specific course, click the 
Course Title 

previous   next
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Step 2: 
To register, click the  
View Schedule & 
Register button  

previous   next
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Step 3: 
Click on the course title 
under ‘Course’ for course 
details such as topics to 
be covered and pre-
requisite(s)  

previous

Step 4: 
Check that the course is 
open for registration 
 
Step 5: 
Proceed to register by 
clicking on ‘Open for 
Registration’ 
 

  next
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Step 6: 
Proceed to enter your 
company and contact 
person particulars 
(contact person could be 
the HR  or training 
personnel who is 
registering for his/her 
colleagues)  

previous

Step 7: 
Click ‘Next’ to proceed.  
 

next



Step 8: 
Proceed to enter your 
nominee’s (i.e. course 
participant) particulars 
 

previous

Step 9: 
Click on ‘Add Nominee 
to List Below’ button to 
register applicant.  
 

   next
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S0000002A 

S0000001A 

Step 10: 
To add more nominees, 
key in the particulars and 
click ‘Add Nominees to 
List Below’.  
 
When you have added all 
the nominees, check that 
all the particulars 
provided are accurate.  
 
To edit the applicant’s 
record, click on ‘Edit’.  
 
To delete the applicant’s 
record, click on ‘Del’.  
 
Click on ‘Submit This 
List of Nominees’ button 
to proceed.  

previous   next
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S0000002A 
S0000001A 

Step 11: 
Check that all the 
particulars provided are 
accurate.  
 
To edit the applicant’s 
record, click on ‘Edit’.  
 
Click on ‘Confirm’ button 
to send in the application.
  

previous   next
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Step 12: 
Print out the Course 
Application 
Acknowledgement page 
and proceed to make 
payment as per the 
instruction provided.  
 
Close the browser 
window to end. 
 

previous   top

380.00 

Tan Ah Mei S0000001A 
Jimmy Tong S000002A 



SEI Online Registration Guide for 
INDIVIDUAL / PRIVATE APPLICANTS 
Back to main menu Go to Comp

 

any-sponsored Applicant Instructions
Step 1: 
To search for a course or 
view full course schedule, 
click orange ball.  
 
Or: 
To find out more about a 
specific course, click the 
Course Title 

previous   next

10



 11

Step 2: 
To register, click the  
View Schedule & 
Register button 
 

previous   next



p 3: 
k on the course title 
er ‘Course’ for course 
ils such as topics to 
overed and pre-

requisite(s)  
 

previous

Step 4: 
Check that the course is 
open for registration 
 
Step 5: 
Proceed to register by 
clicking on ‘Open for 
Registration’ 
 

next
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Step 6: 
Click on the ‘Individual’ 
radio button and proceed 
to key in the particulars.  
 

previous

Step 7: 
Click ‘Next’ to proceed.  
 

next



S0000003A 

Step 8: 
Proceed to enter your 
particulars 
 

previous

Step 9: 
Click on ‘Submit This 
List of Nominees’ 
button.  
 

  next
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S0000003A 

Step 10: 
Check that all the 
particulars provided are 
accurate.  
 
To edit the your record, 
click on ‘Edit’.  
 
Click on ‘Confirm’ button 
to send in the application. 
 

previous   next



 

S0000003A 

Step 11: 
Print out the Course 
Application 
Acknowledgement page 
and proceed to make 
payment as per the 
instruction provided.  
 
Close the browser 
window to end.  
 

previous   top
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