
Screenshots for Steps 1 to 17 of Checking Application Results, Acceptance of Course Offer and 
Bursary/Financial Assistance Application / Photo Upload / Submit PSEA SO Form (for JIE ‘H’ Intake 
Exercise) 

Stage 1 – Check Your Application Results and Accept Course Offer 

Step 1:  Enter your User ID and Password. Click . 

Step 2: Click on ‘Self-Service’, followed by ‘Student Admission’, then ‘View Application Results’, and 
‘Proceed to Accept Offer’. 



Step 3:  Update Student Particulars. 

Step 4:  Update Parent(s)/Guardian Information. 



Step 5:  Update Student’s Declaration (Health & Other Records). Upon completion, click ‘Submit’ to accept the 
course offer. 

Step 6:  Click  to confirm your choice. 



Step 7:  Softcopy of the Enrolment Letter will be sent to your personal email address (which you have provided 
during application). View and print this Online Acceptance Form. Thereafter, click on the button 
provided at the bottom of this webpage to proceed to the next stage. 

After completing course acceptance, you will also receive an acknowledgement email at your personal email 
provided in the course acceptance: 

Dear YYYYYYYYYY 

This is to confirm that you have accepted offer HNitec Service Management course in ITE College West for 2024 intake. 

This is a system generated email. Please do not reply to this email. If you need further assistance, please approach any of 
the ITE Customer & Visitor Centre. 

Only for applicants 
who are eligible for 
financial assistance 



Stage 2 – Bursary/Financial Assistance Application (only for those who are eligible for bursary/financial 
assistance) / Photo Upload / Submit PSEA SO Form 

Step 8:  If you are eligible for bursary/financial assistance, click on ‘Apply for Financial Assistance/Bursary’ 
and continue from Step 9 on the next page. 

Otherwise, click on ‘Photo Upload’. 



Step 9:  Fill in the relevant information online and click ‘Submit’. After submitting the application for 
bursary/financial assistance, you will be notified via email on the procedure to provide one supporting 
income document (e.g. latest payslips of not more than 3 months old or CPF contribution statement or 
latest income tax statement or letter from employer indicating income) for each working adult to 
complete your application for bursary/financial assistance. 

Step 10:  Click on ‘Exit’ to close the acknowledgement screen. 

Step 11:  After returning to the screen at Step 8, click on ‘Photo Upload’ to proceed to upload photo for the 
application of your ITE Student Concession Card. 



Step 12:  Click ‘Next’ after reading the guidelines to submit a digital photograph image file for the making of 
your ITE Student Concession Card. 

Step 13:  Upload a passport size photo (coloured) for the making of your ITE Student Concession Card. Click 
‘Submit Photo’. 

Step 14:  Click on ‘Exit’ to close the acknowledgement screen. 

Step 15:  After returning to the screen at Step 8, click on ‘Submit PSEA Standing Order’ if you are a Singapore 
Citizen, and using PSEA to make fee payment for the course. If you are below 21 years old, you will 
need your parent/legal guardian to login via his/her Singpass to submit the online PSEA SO form 
on your behalf. If you are 21 years old or above, login with your Singpass. 

Step 16:  Click on ‘Log in with Singpass’ to fill in and submit your PSEA SO form. 



Step 17:  Complete the required fields, then click on ‘Submit’ to submit your PSEA SO form. An 
acknowledgement email will be sent to the email address provided in the PSEA SO form. 


