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1 Checklist For Online Application

S/no. Items

1 Have you attained any of the following WSQ Quialification for the first time on or
after 1%' March 2011 ?

WSQ Certificate / Advanced certificate / Higher certificate

WSQ Diploma / Specialist diploma

2 Are you a Singapore Citizen at the date of attainment of the qualifying WSQ

Qualification on or after 1% March 2011°?

3 Please get ready your contact details _ such as address , contact number and

email address .

4 Please get ready the title, date of attainment and serial number of your
qualifying WSQ Certificate.

Note: You can find these on your physical WSQ certificate.

5 To receive payment via Interbank GIRO , please get ready the following

information:

Name as in bank account

Bank Code, Branch Code and Account number

Note: Please check your bank passbook or with your bank if you need help with

your bank account details.
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2 How do | apply for the CQA online?

2.1

Visit SkillsConnect Website

a. Access SkillsConnect Portal by going to the following URL:

https://www.skillsconnect.gov.sg

b. In the SkillsConnect Portal, login using your SingPass.
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2.2 SingPass login
In the SingPass login page, enter your SingPass ID and SingPass. Then click the

“Submit” button to login.
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2.3 Trainee profile summary page

Upon successful login, you will see the screen below.

J

Please click the “Trainee” button on the left.

2.4 Welcome page
Select “Apply CQA” on the left hand panel.
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2.5 Pre-requisite page
Please read the pre-requisites stated and select the checkbox if you have understood
the criteria.

Then click ‘Next’ to submit your CQA application.

O

2.6 Terms and Conditions page

Please read the terms and conditions for CQA application and select the checkbox if you

are agreeable to the terms.
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2.7 Application information page
Please fill in the information required for CQA application.
Important Note:
Only qualifications that are eligible for CQA will be displayed. Please ensure you have
filled in a valid GIRO account number. All applications submitted with incorrect GIRO

account number(s) will be rejected.

%
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Please note the following when you fill up the application form:

Field Name

Description

Block/House
Number

Building Name

Street Name

Level Number

Please enter your contact address.

These are mandatory fields.

Unit Number

Postal Code Postal Code must be numeric.

Contact Mobile number of the applicant. Numeric
Number only.

(Mobile)

Contact Home contact number of the applicant.
Number Numeric only.

(Home)

Email Address

Email address of the applicant.

Please ensure a valid email address is
entered, in order to receive email updates
on your CQA application.

Name as in Maximum 105 characters.

Bank Account

Bank Code The components of the GIRO account

Branch Code mu_st t_>e numeric. Ensure there are 3
digits in the branch code.

Account

Number

E.g. 7171-XXX-XXXXXX
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2.8 Confirmation page
After clicking on the “Next” button, you will see the confirmation screen below. Please
verify and ensure that all details are entered correctly before clicking on the “Submit”

button.
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2.9 Acknowledgement page
You will see the acknowledgement page below.

Please take note of the application reference number and retain this number for future

correspondence with WDA. You may also wish to print the acknowledgement page.
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3 How do | enquire on my CQA application?

3.1 Visit SkillsConnect Website
a. Access SkillsConnect Portal by going to the following URL:

https://www.skillsconnect.gov.sg

b. Inthe SkillsConnect Portal, login using your SingPass.

Page 11 of 23

Version 1 (As at 8 November 2011)



CET Qualification Award (CQA) User Guide

3.2 SingPass login
In the SingPass login page, enter your SingPass ID and SingPass. Then click the

“Submit” button to login.
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3.3 Trainee profile summary page

Upon successful login, you will see the screen below.

Please click the “Trainee” button on the left hand side.

3.4 Welcome page
Select “CQA Enquiry”

%
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3.5 List of CQA Application page
You will see the list of CQA application(s) which you have applied and the status of your

application(s) under the “Status of Application” column.

You may notice a few types of statuses:

a. Pending Payment: The application is pending payment disbursement.
Paid-GIRO: The CQA payout has been successfully disbursed to your GIRO bank
account.

c. Paid-Cheque: The cheque for CQA payout has been sent to you.

d. Voided: The CQA application has been voided.

(This usually happens when a Statement of Attainment (SOA) which leads to the

Qualification that you are applying CQA for has been voided.)

e. Rejected-GIRO: The CQA payout via GIRO has failed.

You will receive an email naotification if the GIRO payment is rejected. Please refer to Part 4
of this User Guide on editing of GIRO number to change the invalid account number in

order for your application to be re-processed.
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4 How do | change an invalid GIRO account number in my
submitted CQA application?

4.1 Visit SkillsConnect Website
a. Access SkillsConnect Portal by going to the following URL:

https://www.skillsconnect.gov.sg

b. In the SkillsConnect Portal, login using your SingPass.
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4.2 SingPass login
In the SingPass login page, enter your SingPass ID and SingPass. Then click the

“Submit” button to login.
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4.3 Trainee profile summary page

Upon successful login, you will see the screen below.

Please click the “Trainee” button on the left hand side.

4.4 Welcome page
Select “CQA Enquiry”

%
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4.5 List of CQA Application page
You will see the list of CQA application(s) which you have applied and the status of your

application(s) under the “Status of Application” column.

If you noticed that the status of application is shown as “Rejected-GIRO”, this would
mean that the GIRO number submitted is incorrect. Please click on the hyperlink to

amend the GIRO account.
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4.6 Application information page

You are required to update the GIRO account number in this page. Then, click the
“Next” button.

Please ensure you have filled in a valid GIRO bank account number. All applications

submitted with the incorrect GIRO account numbers will be rejected.

% $

O
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4.7 Confirmation page
After clicking on the “Next” button, you will see the confirmation screen below.

Please verify that all details are entered correctly. Then, click the “Submit” button to

send your CQA application for re-processing.
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5. Glossary - Error Messages

S/n Error Message What It means You may like to... This may

occur in...

1 |We are unable to access your | The system is unable to retrieve your | Please try again later. If the error | Section 2.5
personal information due to a system | personal data due to a connectivity | persists after a few tries, please | — Applying
error, please try again later problem. contact the WDA hotline at 68835885 | for CQA

for assistance.

2 | Only Singapore Citizens are eligible for | Our database shows that you are not a | If your citizenship status in our | Section 2.5
the CET Qualification Award. Our | Singapore Citizen and is not eligible | database is incorrect, please contact | — Applying
records show that you have not met | for the CQA. the WDA hotline at 68835885 for | for CQA
this criterion. If you are a Singapore assistance.

Citizen on the date of attainment of the
WSQ  Qualification, please call
68835885 to notify us of the error.

3 Based on our records, you have | Our database shows that have already | Please be informed that online | Section 2.5
already submitted an application for | applied for the CQA and is unable to | application for CQA takes | — Applying
the CET qualification award before and | apply again. approximately 2 weeks for payment to | for CQA

are unable to proceed with this

application.

be received while application via
hardcopy form will be paid by the
following month.

You may wish to use the Enquiry
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function. Please click on ‘Enquire
CQA'’ on the menu bar to check on the

status of your application.

If you have just submitted your
hardcopy application, you may wish to

enquire on a later date.

Based on our records, you have not
attained an eligible qualification for the
CET Qualification Award and are
unable to proceed with this application.

According to our database, you have
not attained a qualification eligible for
the CQA.

You may wish to check with the
Training Organisation to ascertain if
the qualification you attained is eligible
for the CQA.

If you have not received your printed
certificate, your records may not be
uploaded in our database yet.

Please check again after you have

received your printed certificate.

Section 2.5

— Applying
for CQA

Please do not proceed with this
application as it is being accessed by

WDA.

Your application is being processed by
the WDA Processing Officer at the

same time.

You will not be able to proceed with
the edit.

Please allow the Processing Officer to
process your application and check

back later.

Section 2.5
— Applying
for CQA,
Section 4.6
— Editing
GIRO

number
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6 | Contact number (Mobile) is required. The respective mandatory field is | Please fill in the information at the | Section 2.7
Contact number (Home) is required. empty. respective information field. — Applying
Email address is required. for CQA

Name as in Bank Account is required.
Branch Code is required.

Account number is required.
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