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1: Accessing the Company Portal 

1: Please click here or copy the link to visit the website: https://niec-portal.edutechonline.com/  

2: Select Company. 

 

3: Log in with your credentials*:  

 

 

*If you do not have an account, please send an email to contact_vitae@niec.edu.sg for further assistance. In 

the email, please also include your company name and company UEN number.  

 

 

 

https://niec-portal.edutechonline.com/
mailto:contact_vitae@niec.edu.sg
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2: How to Create the Unique Link for the Company Sponsored Applicants: 

1: Once you have successfully logged in, you will see the screen below. Type in the course name you wish to 

send your staff to. In this example, we will be using the Advanced Certificate in Early Years (ACEY) English 

Course.

 

2: Search for your desired course, and click on the course box. 
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3: Click on “Course Schedule”. 

 

 

4: Select your desired course schedule and click Apply. Please check the Start Date of the course. You may 

notice that the end date may not be exact per the course duration. The end date shown here is longer is 

because it is the final deadline of when the results will be released. You may obtain the actual end date by 

contacting the course in charge of the course, listed here: https://www.niec.edu.sg/contact/ 

 

 
 

 

https://www.niec.edu.sg/contact/
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5: Click on “Generate the course link to employees to register”. You would not be able to apply on behalf of 

the employees. 

 

 

6: Fill up the information below. Please leave “Max No. of Sponsorship” BLANK. Please also take note to 

select the correct branch and billing contact BEFORE generating the link as all invoices will be sent to the 

respective branch. This cannot be amended once the link is generated.  

Once you have indicated the information, please click Generate.  
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7: You would now be at this screen below. Please copy the link and share the link with the staff to submit their 

application. Please remind them that this is a unique link that is assigned to your company, and they should not 

share it. 

 

 

8: If you have lost the link, please click on My Course, Public Course, and search for your desired course. Once 

you have found it, click on the Course Name.  
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9: Click on the “copy” icon below. The link will be copied, and you may now continue to share the link with your 

staff.  

 

 

10: You may view a list of staff who have already applied by clicking on “Active Enrollments”. 
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3: Checking Staff Progress within the course and checking their attendance 

records: 

1: To check on Staff Progress, click on “Training Details” once you have logged in. 

 

 

2: Search for your desired course. In this example, we will be using the Advanced Certificate in Early Years 

(ACEY) English Course. Click on the number listed in“Total Learners.” 
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3: The staff’s grades and attendance can be viewed here. Please note that the grades are only updated after 

endorsement for the term which happens 5 times a year.  
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4: Viewing Company Information: 

1: To view company information, click on “Company User”, then “My Profile” at the top right corner after you 

have logged in.  

 

2: You may edit or add on to your company details by clicking on “Edit”. 
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3: If you wish to add a new branch, you may click on “Branch”. Please note that editing of existing created 

branches is not possible.  
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4: During the new branch creation, you may also assign the corresponding company contact person. 

Please note that you would not be able to create a new contact person within the portal. For creation of new 

contact person, please email to: contact_vitae@niec.edu.sg with the following information:  

1: Name  

2: Email Address  

3: Mobile Number 

4: Mailing Address and Postal Code 

5: Company Name and Branch Name 

6: Company UEN 
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5: Checking out Outstanding Balances for Sponsored Courses: 

 

1: Once you have logged in, click on Transaction. Any outstanding invoices will appear here. 

 

 

 


