
Welcome to Singapore University of Social Sciences
e-Application Guide

*If you encounter any issues with your application, 
please feel free to reach out to us via email :

• For Part-time Undergraduate & Law Programmes : 
admissions@suss.edu.sg

• For Graduate Programmes : 
gs_admissions@suss.edu.sg 

Select “New Application” or 
“View/Edit Application” and click 
“Next” to proceed.

Check the box after you have read 
and understood the important 
instructions.

mailto:admissions@suss.edu.sg
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Step 1– Programme Selection

If you wish to go back to the 
previous page, click on the 
top page banner. Please do 
not click on the ‘back’ button 
of the browser.

Programme Intake：
eg：“2024/07” for Jul 2024 Intake, “2025/01”
for Jan 2025 Intake

Programme Type：
eg: select“Master”

Discipline：
eg: select“Management (Chinese) - G”

Programme：
eg: select“Master of Science in Management 管
理学硕士学位（MSMGT）”

You can only choose one programme.

Click “Next” to proceed to 
next page



Step 2– Personal Details

NRIC/FIN/Passport No：
Please provide any one of the following：
- NRIC: Singapore Citizen/Permanent 
Resident  

- Other passes (Employment Pass/Work 
Pass/Student Pass/Long-Term Residence 
Pass) 
- Passport No: For international students

Date of Birth：Using the format 
DD/MM/YYYY, for eg：“31 July 1995”will
be “31/07/1995”.

Residency Status：For international 
students, select“Others”.

Nationality：Please select the nationality，
For e.g., China will be“Chinese”。

Type of Pass：Please select Pass type；
Foreigners to indicate“International Student”

Pass Expiry Date : Fill in the pass expiry 
date (Not applicable to international students).

Full Name as in NRIC/FIN/Passport:
Fill in full name，for eg.“LIU XINHUI”，
leave a spacing between Surname/Family 
Name and Given Name. 

Salutation:“Mr”for Male, “Ms”for female.

Surname/Family Name ：For eg“LAU XIN HUI”, surname is“LAU”.

Given Name： For eg“LAU XIN HUI” given name is“XIN HUI”.

Race：Please select, “ CHINESE ” ,“ MALAY ” ,“INDIAN”，
“EURASIAN” or“OTHERS” .

Gender：“MALE” ，“FEMALE”.

Marital Status：“MARRIED” ，“SINGLE” .

National Service （NS）Details: Not applicable to international students



Step 2– Personal Details

Click“Next”
to go the next 
page.

*Fill in and verify your personal details. Please ensure your 
email address is correct as we will contact you via this 
email.

Home/Correspondence Address
Country ：From the drop-down list, select a 
country, for e.g.“China”

Postal Code：Enter a postal code, for 
e.g.“535000”。

Address Line 1：Fill in the address with street 
name and number,“7 Xinxing Road”。

Address line 2-3 (Optional)：Fill in other 
information not in Address Line 1

City/State：For e.g.“Guilin / Guangxi”

Contact Details
Email address:
Please enter the email address you would like to 
send and receive all information regarding your 
application liuxinhui@sina.com.cn.

Mobile Number：If it is a non-Singapore 
number, please fill in the country code and 
mobile phone number in this format. For 
e.g.“86182231479652”，where“86”is the 
country code and“182231479652”is the 
contact number.

Home Telephone No (Optional)：Please fill in 
your home phone number, in this format 
"867772828225", where "86" is the country 
code, "777" is the area code, and "2828225" is 
the phone number.  

Click“Save & Exit”to save the 
details you have entered before 
exiting the E-app. You can log in
again during the application period
to resume your application.

mailto:liuxinhui@sina.com.cn


Step 3– Employment Details

Country: Country of Employment

Postal code：Postal code for place of employment

Address Line 1-3：
For the specific address of the place of employment, indicate the street name and 
number.

City/State：Indicate the name of the City for place of employment, including state 
(province).

Office Contact No: "General" for general contact; "Ext" for extension contact; "DID" for 
direct dial number. For e.g., (86) 777-2828225 can be entered as 867772828225. 

To add a previous employment record, click on the right side        of "Past Employment 
Record" button. 

Present Employment Status：
“Employed” ；“Self-employed”；
“Freelance” ；“Unemployed” ；
“Home-maker” ；“Retired” ；
“Internship” ；“Attachment”

Company Name ：E.g.“Xinhua Trading Pte 
Ltd”.

Current Designation： E.g.“Manager”，
“Director”，“President”.

Job Function:“Engineering”，“Finance 
and Accounting” ，“General 
Management”，“Human Resource 
Management/Development”，“Marketing 
and Sales” ，“Manufacturing / 
Production” ，“Research and 
Development”

Commencement date of service at this 
company ：Using format MM/YYYY，E.g. 
“Feb 2013”as“02/2013”。

Employment Type :“Full-time” or“Part-
time”.



Step 3– Employment Details

After clicking the ‘Add Past Employment 
Record’, a pop-up window will appear. 
Please fill in the required information.  

After filling in the required information, click 
"Add" to add to the record.  

The added employment record will appear 
as "Past Employment Record".  

Click“Next”to go to the next page.



Step 4– Education Details

Taken at SIM/SIM-OUC/UniSIM/SUSS? ：“Yes”or“No”.

Qualification Attained Via：“On campus” or “External Degree 
Programme/Distance Learning”

Fill in the education information in the pop-up 
window 

Country：Please select the country awarding 
the qualification certificate. 

Institution Type ：“University” ，“Other 
Institution”

Awarding Institution：Select from the drop-
down list or select "Others" and fill in the 
Institution name, such as "Guangxi University".  

Qualification Type：
Select from the drop-down list or select 
"Others" and fill in the name of the certificate, 
such as "Bachelor Degree" or "Diploma".

Period of Study：“From”period“To”
period. Using format MM/YYYY，E.g.“Feb 
2013”as“02/2013”。

Mode of Study: “Full-time”or“Part-time”.

Click "+" to add on to the 
Education Qualification List.  



Check and 
verify.

Step 5– Declaration
Please select "NO“ if you are 
not suffering from any health, 
mental or learning disabilities, 

Please select "NO“ if you do not 
have any legal disputes or 
academic violations. 

Click "I acknowledge..." and click "Next" to go to the 
next page. 



Step 6– Documents Upload & Important Instructions

Documents not uploaded during the online 
application must be emailed as attachments to 
gs_admissions@suss.edu.sg for Graduate 
Programmes or admissions@suss.edu.sg for 
PTUG & Law Programmes within 7 days of 
submission of application. Incomplete 
applications (i.e. documents and/or application 
fees not submitted) will not be processed. 

1. NRIC or Residency Proof ：E.g. 
Passport

2. Certificate and detailed transcript 
for all educational qualifications ：
Upload scanned copies of 
certificates (or certified 
copies/translations) .

3. English Language Proficiency 
Requirement ：Not applicable to 
Graduate Programmes conducted in 
Chinese.

4. Recent passport-size colour 
photograph ：JPEG format, 400 
pixels (width) x 514 pixels (height). 

mailto:gs_admissions@suss.edu.sg
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Step 6–Documents Upload & Important Instructions

Your photo and file name will appear 
on the page upon successful upload.

Residency Proof ：E.g. Passport

Employment Proof ：E.g. letter 
of certification from the 
company. 

Resume/CV：Resume in Chinese.

Transcript Document：E.g. 
transcript certificate obtainable 
via Xuexin.com (Certified 
copy/translation of transcripts)

Certificate Document：E.g., 
Scanned copies of certificates 
obtainable via Xuexin.com 
(certified copies/translations) 

“File Selection”；
“Upload”；
“Remove”



Summary of Application

Please check and 
verify the information. If 
there are any errors, 
please return to the 
corresponding page to 
rectify. 

Pay the application fee 
online using a credit card 
or eNets. 



Successful Payment Acknowledgement

Click “print” for the PDF 
receipt of application.

Ensure your email address is correct. 



Important information on notification of application status：

 For January intake, the notification will be by end November and for July intake, the notification will be by 
end May. You will receive notification of your application status via email.

 If successful, you will be invited to participate in the online Acceptance of Offer (AOO). The deadlines for 
AOO are 15 December and 15 June for the January and July intakes respectively. To be enrolled as a 
student, you will need to pay the course fee by the stipulated deadline.

 In the event of overwhelming demand and limited vacancy, priority will be given to eligible applicants who 
applied early.

 As we will be communicating with you via email or phone, please inform us of any changes to your contact 
details by emailing:

For Graduate Programmes: gs_admissions@suss.edu.sg 

For Part-time Undergraduate & Law Programmes: admissions@suss.edu.sg 

 Kindly indicate your name and the programme you have applied for in your email. This will help us to 
update your information promptly. 

Thank you for applying to Singapore University of Social Sciences.
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