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 UTAP Guide #1 : 

How to log into UTAP portal
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How to log into UTAP Portal

Step 1: Go to https://www.ntuc.org.sg

Step 2: Click on “E-Services”
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https://www.ntuc.org.sg/


How to log into UTAP Portal

Step 3: Click on “Apply here” under Union Training Assistance Programme (UTAP)
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How to log into UTAP Portal

Step 4: You’ll be led to a new page. Click on “Log in with SingPass”

Step 5: Log in with your SingPass account
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Click here if you are 

logging in with your 

SingPass Password.
Scan the QR 

code if you are 

logging in with 

your SingPass 

Mobile App.



 UTAP Guide #2 : 

How to submit Course Fee Claim
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How to submit Course Fee claim 
Step 1 : Click on “Course Fee claim”
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How to submit Course Fee claim 

Step 2: Please ensure that your contact details are correct. Please click on the

“Link” if you need to update your profile
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Click “         ” to navigate to 

your personal profile page 

to perform update.



How to submit Course Fee claim 
Step 3: Fill course details. All fields are mandatory

Step 4: Upload course supporting documents 

Select the 

training 

provider and 

course name

Select the 

course start 

and end dates

Key in the 

course fee 

amount that 

you had paid
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Upload supporting documents in the 

format of JPEG/ JPG/ PDF/ PNG. Each 

file size should be less than 5 MB.



How to submit Course Fee claim 
Step 5: Fill in your bank details if it is not auto-filled

Click on “         ” to 

proceed to Preview page.
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How to submit Course Fee claim 
Step 6: Check all information are accurate in the Preview page.

Step 7: Scroll down to read the Terms and Conditions and check the box. 

Click the “Submit” button to submit the claim.
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Terms and Conditions 

Select the 

checkbox 

Click on 

“Submit”

Preview page



How to submit Course Fee claim 
Step 8: Upon successful submission, please note of the Application ID 

Number at the top right-hand corner of the page. 

A999999.

You may quote this 

Application ID for future 

correspondence. 
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A system-generated 

email will be sent upon 

successful submission 

of the claim.



•  UTAP Guide #3 : 

How to submit AI Tool Subscription claim
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How to submit AI Tool Subscription claim
Step 1 : Click on “AI Tool Subscription claim”
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How to submit AI Tool Subscription claim
Step 2: Page will be displayed based on whether you have submitted an AI 
course claim before.
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If you have submitted an AI 

course claim, you will be 

directed to the AI Tool 

Details section. Please 

proceed to Page 17.

If you have not submitted 

an AI course claim, you 

will directed to the AI 

Course Details section. 

Please proceed to Page 16.



How to submit AI Tool Subscription claim
This section is not required if an AI course claim has already been submitted.

Step 3: Fill in the AI Course details. All fields are mandatory
Step 4: Upload proof of completion
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Select training 

provider and 

course 

Select 

course Start 

and End date 

Upload supporting documents in the 

format of JPEG/ JPG/ PDF/ PNG. Each 

file size should be less than 5 MB

If you select “No”, you will 

not be eligible to proceed



How to submit AI Tool Subscription claim
Step 5: Fill in the AI Tool details. All fields are mandatory
Step 6: Upload proof of payment
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Select AI tool 

Subscription 

If payment was 
made in SGD: Enter 

the exact amount 
shown on your 

invoice or receipt

Select 

Subscription 

Start and 

End date 

If payment was made in 
a foreign currency (e.g. 
USD):Enter the SGD 
amount reflected in 
your bank statement

Upload supporting documents in the 

format of JPEG/ JPG/ PDF/ PNG. Each 

file size should be less than 5 MB



How to submit AI Tool Subscription claim 
Step 7: Check all information are accurate in the Preview page.
Step 8: Read the Terms and Conditions and check the box. 

Click the “Submit” button to submit the claim.
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Preview page

Terms and Conditions 

Select the 

check box 

Click on 

“Submit”



How to submit AI Tool Subscription claim
Step 9: Upon successful submission, please note of the Application ID 
Number at the top right-hand corner of the page. 
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You may quote 

this Application ID 

for future 

correspondence. 

Click “Back” to 

return to main page 

A system-generated 

email will be sent upon 

successful submission 

of the claim.



 UTAP Guide #4 : 

 

How to find UTAP supported courses/AI Tools 
1. Via Membership Log in – Page 21

2. Via Website – Page 23
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How to find UTAP supported courses/AI Tools
Step 1 : Click on “Find A Course / AI Tool Subscription”
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Via Membership Log in 



How to find UTAP supported courses/AI Tools
Step 2: Select the checkbox next to the AI course and click “Search”.
For other UTAP courses, you may proceed without selecting any checkbox

Version5/May2026 22

List of UTAP 
Supported 

Courses/ AI Tools 

Via Membership Log in 



How to find UTAP supported courses/AI Tools

Step 1: Go to https://www.ntuc.org.sg

Step 2 : Navigate to “How we help”
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Step 3: Select “Explore all programmes”

Via Website

23

https://www.ntuc.org.sg/
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How to find UTAP supported courses/AI Tools
Step 4: Click on the “Learn more” under Union Training Assistance Programme (UTAP)

Step 5: Scroll down the page to “How to submit UTAP Claim?” section and select “UTAP supported 
courses

Via Website 



 UTAP Guide #5 : 

How to check your UTAP balance and application history
1. Via Membership Log in – Page 26

2. Via Website – Page 29
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How to check your UTAP balance and application history
Step 1 : Access the link below to view your UTAP balance
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Click Here to view your 

UTAP Balance  

Via Membership Log in 



How to check your UTAP balance and application history
Step 2: The “UTAP Balance” shown is for the remaining UTAP amount claimable in current year
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Via Membership Log in 



How to check your UTAP balance and application history
Step 3: Click on “        ” to see the history of your UTAP applications.

A999999
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Click on the Application 

ID to view the 

application details.

Via Membership Log in 



How to check your UTAP balance and application history
Step 1: Go to https://www.ntuc.org.sg
Step 2: Navigate to “Log In”
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Click here if 

you are 

logging in with 

your SingPass 

Password.

Step 3: You will be redirected to the Singpass login page

Step 4: Sign in using your Singpass account

Scan the QR 

code if you 

are logging 

in with your 

SingPass 

Mobile App.

Via Website 

https://www.ntuc.org.sg/


Version5/May2026 30

How to check your UTAP balance and application history
Step 3: Select “E-Services”

Step 4: Click on “View here” under Membership E-Statement

Via Website 



For further assistance, please connect with us through these channels

Membership Enquiries:

1. Chat with NTUC Virtual Assistant - Nicole at 

https://www.ntuc.org.sg/uportal/contact-us or click here. 

2. Call Membership Hotline: 6213 8008 (Monday - Friday 9.00am to 5.30pm 

and Saturday 9.00am to 12.30pm)

UTAP related Enquiries:

Please email to UTAP@e2i.com.sg or visit our website at 

https://www.ntuc.org.sg for more information. 
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https://ntuc-union.app.keyreply.com/webchat/?mode=mobile&header=true
mailto:UTAP@e2i.com.sg
https://www.ntuc.org.sg/
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