Overseas Programmes
Adminisiration System (OPAS)

NYP Student User Guide

This material is for NYP
Students _only, to qguide
students on a new system to
apply for NYP-administered
Overseas Programmes




Overall Process for Overseas
Programme (OP) Application

Step 1: =il 2

il Application

Please
attend trip
briefing to
learn more
about the
OP and to

assess if OP
IS suitable
for you

Please
share OP
Information
with parent/

guardian

and seek
their

consent

Preparation for

Step 3:

OP Application

Please
apply for
OP on
student

portal and
submit e-
consent &
health
declaration

Do note that Steps 3-5 are
done on OPAS

Step 4:

Status Update

Please
await
confirmation
of your
application
status

~

Step 5:

Pre-trip
Preparation

Please
provide
other
necessary
Information
(eg. copy of
scanned
passport)
and upload
documents

. on OPAS -
O




Please remember to log off and close all browser pages before you leave the computer

A Step-by-Step
Guide to Submit
an OP Application
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A Step-by-Step
Guide to Submit
an OP Application

3. Once the OP system is
opened, you will see
this page (image on the
right)

Click on “Application &
Status” tab

Click on “Apply for
Programme”

4. Click on

Application &
Status
NPNENYANG Overseas Prografmes VAE O sl Lo ‘a
v

Home  Programme Information-  Applcaion § Status » | Pre-programme preparaions  Post-programme e-Feedback / Report

5. Click on
Apply for Apply for Propramme

Programme Enquire Programme Applicafion Stztus

G0 Global..because you can!

Fancy an internship at Disneywarld Orlando, USA? Or doing a final year project at a state-of-the-art T Incubator in Beijing, China? Maybe
you're an adventurous sort that thrives on community work in developing countries in Asia? NYP offers students all this and mare with a

fantastic array of opportunities from around the world that range from intemships, exchanges and immersions; to compefiions, expedtions
and leadership training. Pick up a new language or skill make friends from different cuttures, lear best practises, and broaden your horizons
when you fravel. Don't miss out on these once-in-a-ifetime experiences|

¢ @




Y2 NANYANG

nescaneraomone OVETSEAS Programmes NANE OF #aasaml L ogout :o

A Step'bY'Step 8. Click to
Guide to Submit 7. Look for the download files if

Hol OP you wish to Ppplication & Status +  Pre-programme preparations  Post-programme e-Fesl YOUT lecturer has

[ ] [ ]
an OP Application apply for uploaded any
Apply for Programme
List of Programmes

You will see a list of OP o
that you are eligible for B 0 |y | P Gt | et - o
Se I ect th e OP yO u wis h i s 2-Apr2019 | HONG KONG (HONG OPAS Admin 1 30-Jan 2010
tO a I for T 2B-Apr-2018 KONG) Sy p 2du =g anfy apen fo year 3 students

p p y Tipto NDONESIAfom 23.Sep- | 238ep2018 | | o | OPASAdmin a0t
If th ere are re I evan t 2010 to 27-52p-2019 27-Sep-2019 ( )| ey cdu g e 4

. Tripto AUSTRALIA from 240t | 240ck2018 | AUSTRALIA PREFERRED NAME OF 5 Jana0a " Frogremme

materi a.l S oOn th e O P, 2018 o 26-0ct 2018 28042012 | (MELBOURNE) — — - Ouerview

dOWnload files PREFERRED MAME OF 9. C“Ck

10-Mar-2018 AUSTRALIA

. Enriching Melboumne 17Mer2018 | (MELBOURNE) g -3 31-Jan-2018 on button
Cl ICk “Ap ply” intemet_sddr of NNSARGEMT to A |
(0]
Trip to CHINA from 27-Now-201840 | 27-Nov-2018 PREFERRED NAME CF PPy
aupr e otnggr | CHINA (CHENGDU) =y 20-Nov-2018
internat_sddr of By
PREFERRED NAME OF 3-Jan-2010
Trip to THAILAND from 25-Mar- 25-Mar-201
2;?9 oo e - Aarmg THAILAND (BANGKOK] | wmmeeiggiel YOUTH EXPEDITICN PROJECT 2019 -
e it intemet._sdar of e THAILAND - BKK MITRPHAPH
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Instructions Tab

A Step-by-Step
Guide to Submit
an OP Application

Y2 NANYANG

e OVErseas Programmes e o e 000 §

Home  Programme Information~  Application & Status ~  Pre-programme preparations  Posk-programme e-Feedback / Report

Trip to INDONESIA from 23-Sep-2019 to 27-Sep-2019 Apply for Overseas Leadership Training with Outward Bound
. 1 H
10. Click ‘Next’ button once
yO u have re ad th € Instruction ~ Particulars ~ CCA Records Emergency / Health Submit Application
Instructions Consent Contacts ~ Declaration

* denotes required field

. At any time, you can INSTRUCTIONS [Please Read Carefully]
save your application
c . . You are applying for the following trip/s -
by clicki ng Save as Trip to INDONESIA from 23-Sep-2019 to 27-Sep-2019
D raft” b u tt on Please get ready the following documents

1. Passport number

2. Passport expiry date

Save as Draft ’

10. Click to 11. Click if you
continue wish to save

application application 6




Particulars Tab

Instruction. Farticulars CCA Records Emergency / Health Docurment Upload Confirmation £

A Step-by-Step ' o _
Guide 1,0 Subminln Personal Particulars

(] () *= Adm No. : 170005M
an OP Application e P S o
Address : 249, #08-4T74 TERMADDR 2 street Term addrd SINGAPORE 123455 .
12. Key in
Birth Date : 18-Jul-1888 Gender : [l H
passport info
Race : MALAYTBEOYAMNESE (MY Mationality - SINGAPCOREAN (53)

Date of lIssue : Passport Expiry Date :

12. Key in your Passport NRIC 70005
iInformation

School Email Address -

13. Select options if you
wish to apply for
Financial Assistance for N—— SILOMA IN ANIMATION (DMDF11) Spentasisation ;
yO ur O P For Personal Mentor DA1T02 PEM Mame :

Contact No. (Home) : 1234587 * Contact No. 1234587
{Handphone) :

Group -

Information on  the I N
schemes and whether Languages : - -
you are eligible, click on Apply for

the 0 ptl ons in [ Financial Assistance Scheme for Overseas Programme (FASOF)

[ v¥oung Talent Programme-Market Immersion (YTP-MI) 13 FI nanci al 14 CI | C k to
. 1 ” i
14' C“Ck NeXt OPost-Secondary Education Account (PSEA) ASSt Optlons Contlnue
application

m@b



CCA Tab

A S'I'e p - by - S'I'e p Home  Programme Information=  Application & Ststus +  Pre-programme preparstions  Post-programme e-Feedback / Report
Guide to Submit q .
pply for Overseas Educational Trip
an OP A pp lication Trip to HONG KONG from 22-Apr-2019 fo 26-Apr-2019

" denates required fizld
Instruction Parficulars ~ CCA Records Emergency / Health Document Upload Confirmation /
Consent Contacls Declaration (if applicabie) Subrmission
15. Any CCA records listed
here has been pulled
fro m yo ur CC AP S. |f Please click on "Add new Co-curricular Activity” to add CCA(s) that you had parficipated/pariicipating in that are not listed, if any
there are any other 15. Click to add _
items not listed, click on CCA if not listed 16. Add in work
“Add CCA” button experience if any
16. Add in your Work R l
experlence If any Work experience - Part/Full Time {if any) : 17. Click to

_ continue
17. Click “Next” / application




Emergency / Consent Tab

Apply for Owverseas Educational Trip
Trip to HONG KONG from 22-Apr-2019 to 26-Apr-2013

A Step-by-Step ikt

Instruction Particulars CCA Records Emergency / Health Document Upload Confimetion /

G U id e to S U b m it Consent Contacts Declaration (if applicable) Submissicn

Step T of T

an OP Application ey o
18. Update contact

* Name : ¢ f the info hereis
not up-to-date

B T T TN

18. Check if your emergency e
contact is up-to-date. If
you would like to change . o
it, just remove the e Y
* Relationship with - Flages salact- w  *Mobile Phone (HP) :
current entry Student:

. CheCk If your Home Telephone : Office Telephone :

Parent/Guardian contact " Emai:
IS up-to-date.

. Do note that fields with i 19. Update contact if
are compulsory, and you - tame: <« the info here is not
will not be able to submit TNRIC: up-to-date
your application If *Relaionship with ——— + Emait
Information is missing




Health Declaration Tab

Apply for Overseas Educational Trip
Trip to HONG KONG from 22-Apr-2013 to 26-Apr-2019

* denotes required field
ep- -dle
Instruction Particulars GCA Records Emergency / Health Document Upload Caor=

22. Enter details if

[ o Consent Confacls Dieclaration (if applicable) =1
Guide to Submit you have answered
° ° .
an OP Application Yes to any item
Is there a history of / have you ever had 1

2 1 * R e ad th ro u g h e aC h Ite m * Chest pain, High bleod pressure, heart probleme. E.g. Heart murmur, Extra heart beat or
O n th e H e alth other haart abnormallty
D e C I aratl O n an d Se I e Ct * Agthma, Bronchitis, Tubsrculosle, Sinusitis, ofher Lung Problama Oes ONo
Yes / N O : * Fits, Epllepay, Fainting Attacks, Migraine, Severe head Injury OYes ONo

Cies OMNo | |

. If yo u r an Swe r iS YeS : * Eyg problamelpoor viglon CYes CMo
please provide details Oves  ONo
i n Detai |S fi e | d . * Mental Miness (a.g. Depression, Anxlety Disordar, paychosls)

Chfes CMNo

u n ab I e to S u b m it yo u r = Allergy to medicinesMoodiothers

: . ' Cies ONo

appl ICatIOn If you have * Bone or joint Injury o

not provided details or if —
= & carrier gtatws for any Infactious disease? Ci¥es CiNo

you have missed out on
an item On thIS IiSt. * Medical treztment within last two years OvYes ONo

|
|
|
|
|
. Do note that you will be Oves  OMo |
|
|
|
|

)

Is there a need for / do you require




Confirmation / Submission Tab

N?'!ﬂ!!"ﬁ”ﬁ Overseas Programmes NAME OF gt ogout

A Step-by-Step
G U i d e .I. o S U b m i.I. Home Prpgmmme information-.  Application & Sigtus - Pre-programme preparafions Past-programme a-Feedhack f Raport
an OP Application

24. Read and
confirm by
checking the boxes

Enriching Melboume Apply for Overseaz Educafional Trip

* denotes required field

Instruction Parti Health Submit Application Indeminity Diocument Upload

Consent Contacts Declaration (if applicable)

24. Please read through the
confirmation page
car efu I |y an d co nfl m :::;; t::rz: ™ bﬂ::; youare applying for Overseas Educational Trip Enriching Melboume. You have raached the |ast stage of apphication. Please ensure that 3l fhe details are
yo ur un d e rstan d | N g Of | dectare that the information stated in ths appiication and the attachments are true o the best of my knowkedge and belief, and | Rave ot witlll suppressed any

material facts. | understand that falsification of gualifications/CCAsNork Experience or any other information may lead to the withdrawal of the invitation'offer to
this submission.

Confirmation / Submission

participate in the overseas programme, and subject myself to disciplinary action by Manyang Polytechnic.

I acknowledpe that the data provided will b= kept strictly confidential, and it will be us=d solely to facilitate the administration of the owverseas programme that | am
applying to paricipate in. | therefore provide the dats woluntanly and entrust that Manyang Polytechnic will keep such data confidentisl and jse f onbeforis

25. If you have participated randed purpose 25. Key in details

In any other OP, key In berieipated ot ate mcsorcimg fo e et coType ot <+—— nereif you have
. . OP>>space<<country==space<<date>rspace<<to>=space=<date~> HP H
the info in the space for your spplcaion. e participated in

eg OET Thailand 1351M1E to 28MME) : Other OP

provided.

Coordinator Gontact Details

11 7
2 6 N C I I C k S u b I I I It Thank you for your application. For any enquires, or if you wish to withdraw your application at any point before programme completion, please contact the Programme
Coordinator.
OPAS Admin 1 YR nyp-edu s 26. Click to
submit

- N N )




Indemnity Tab

A s,l,e b S,I,e INY'? NANYANG (. sca Programmes nanae OF ol ogout
p-by-Step =
(] (]
G U Id e to S U b m It Home Programme Information- - Application & Status - Pre-programme preparations Post-programme e-Feedback / Rieport
q n 0 P A p p I iC q ti o n Enriching Melbourne Apply for Overzeas Educafional Trip

* denotes required fisld

Instruction Particulars CCA Records Emergency { Health Submit Application Indemnity Diocument Upload
Consant Contacts Dieclaration (if applicable)

27. Once you have

submitted your
application, you will be

28. Click to send e-consent form to your
Parent/Guardian (if you are below 21 yo), or to
yourself (if you are 21 yo & above)

Indermnity

brought to this iy Fom

|ndemnity page Send Indemnity via Emai for Online Consent | If your Parent/Guardian
Click here to download Indemnity form if you are below 21 years old and unable to submit onfine conssnt —— . .
I. k h “S Chick here to downlosd Indemnity form if you are 21 years ol or abowe and unable fo submit online consent. IS U nable tO Sme |t e-
. ICCIjC 9[n :::) € eng consent, download form
ndemnity” button an and upload the signed
the System will Send an Foem far YEP Only copy in “Document
. . Upload” tab
emall to your pare nt for Click here to download PSEA form for YEP Template
h IS/hel’ e-conse nt Click here to dovendoad YEP Student Applicstion Form Template

Click here to download YEF Medical Examination and Indemnity Form Template

B BEETHE BTN TR

: @



Document Upload Tab
NANYANG

NANIE OF sleamt | 0gout
A sllle p - by — S'I'e p NP THE MACITIT POLITECHAC Overseas F’I‘Ogrammes ‘Q

GUide 'l'o Sme“' 29. Uploading documents is in this
° ° Home  Programme Informaion~  Application & Status ~  Pre-programme preparatio Document Upload tab
an OP Application

Enriching Melbourne pply for Overseas Educational Trip
. . . * denotes required field
29. At any point in time, you
Instruction ~ Particulars ~ CCA Records Emergency / Health Submit Application ~ Indemnity ,#Document Upload
can return to your

Consent Corfacts ~ Declarafion (if applicable)

application to upload

Step 7 of 7

relevant documents In

thg Document Upload < 30. Click on button to upload your
ta _'E s , documents

ad button to upload the following documents:
. Click on the “File ) St Pt et Pholo.

Upload” button to 3; miéii?p‘:ogr:menlss‘;ﬁma Pledge
u p | Oad d ocume ntS g YTP-MI Application Form (if applicable)
6)
7

Student's Passport-mzed Photo

PSEA Application Form (if applicable)
Photocopy/image of AXS payment (if applicable)
Signed Indemnity form (if unable to submit online consent)

After uploading your files, please click the "Next" button

KN N

13




Document Upload Tab

=-‘ut- @ https://eservicesut.nyp.edu.sq: 8444/ 0PASOnline_usrtest/fileUpload - Internet...  — O x o

~@c|| s

File(s) Upload =< LT

A Step-by-Step re
Guide to Submit s ST e
an OP Application

—_ﬁ Select a file to upload:
31. Click on “Browse” button
Pleaze upload the following necessary documents. (if applicable) /

o s Post-programme e-Feedbac
Uplead Student's Document for Acad r 2019 Admissicn No. 1700085

31.In the pop-up File

Student's Passport-sized Browse. .

- : Trij Photo : Docurment have to be in .gif\jpg. .jpeg. png. pgff doc. doc, ppt files and not more .-qppf}’ for Overseas |
Upload window, click on
* Basspod Photo
13 ” * de
B rowse b Utto n tO Photocopy of Student's Browse.
B Passport @ Document have to be in .gif, jpg. jpep. png. pdf. doc. doc: ppt files and not mare

upload documents

than 1ME in size

Overseas Programme Browse.

YO u WI I I See a m essag e Statement & Pledge : tEI:'.:iu;;\E:i:?:em beiin g, jpg. jpeg. png, pdf, doc, docx, ppt files and not more
if yo u r u p I Oad h aS be e n ;‘:5;::;2;" eation Form (1 Decument have fo be in .gif. jpg BJ':::'S;; pedf, doc. docx, ppt files and not more
successful

I Application Indemnity D

than 1MEB in size

PSEA Application Form (if Browse. ..
applicable) : Document have to be in .gif, jpg. jpep. png. pdf. doc. doc: ppt files and not mare
than 1ME in size

Photocopylimage of AXS Browse. ..
payment (if applicable) : Diocument have to be in .gif, jpg. jpep. png. pdf, doc. docx, ppt files and not more
than 1MB in size

Signed Indemnity form (if Browse.
unable to submit online Diocument have to be in .gif, jpg. jpep. prg, pdf. doc. docx. ppt files and not mone
consent) : than 1MB in size

File Uploadsd Sucossehlly < 32. Successful upload message

e 3







Q1l:
| have applied for

an OP. How do |

check if it has
been approved?

Log into Student Portal and select Overseas
Programmes under e-Services

Once you have opened the Overseas
Programmes system, select Application &
Status

Click Enquire Programme Application
Status

Select the OP you wish to enquire, and click
“View” button

The system will also send you an email once
your application status has been updated

16



Q2:
Can | vpdate my
passport details

after | submitted
ni\aely
application?

Yes, you can update vyour details after
submission

Log into Student Portal and select Overseas
Programmes under e-Services

Once you have opened the Overseas
Programmes system, select Application &
Status

Click Apply for Programme

Find the OP you had applied for, and click the
“View” button

Update your details in the Particulars Tab

17



- Q3:
| have been
approved for my
application but

Answer:

* You will need to contact your lecturer-in-charge
(programme coordinator) directly to inform

need to withdraw e
. « If you have forgotten the contact details of your
How do | withdraw lecturer, you can find it at the bottom of the
Submit Application Tab in your online
from the programme i3 application
.  Your lecturer will update the status and you will
In fhe OP sysfem? N receive a system Iz;enerated email corﬁ‘irming

your withdrawal

18



Answer:

* Yes, please note that even though you have
successfully submitted your online application,

Q4.
| have submitted my

: : : your parent/guardian consent (if you are below
Onllne appIICCI’rlor.l. 21 yo) is required before your application is
Do | need 1o obidin processed by the school

o * If you are 21 yo and above, we will require
my PC"'enf/QUCII'dICln yoﬁr acknowled)éement of the indemnity ;
consent at this « Use the e-consent button in the Indemnity

) Tab in your online application to send the form
point? to your parent/guardian or yourself

 If you prefer hard copy, please download the
form in the Indemnity Tab and remember to
upload the signed copy in the Document
Upload Tab

19



Answer:

NANYANG

THE SOATIVE POLITECMMC

Home

—_—

@

Overseas Programmes

(@

Other than online
application, what
else can | do using
the OP system?

Go

Fanq
you's
fant3
and
vihe

Programme Information.»  Application & Status -+ Pre-programme preparations  Post-programme e-Feedback / Report
Did you know _
This is

that there are
various types
of Overseas

Programmes
(OP) in NYP?

Click on this
tab to learn
more about
the different

types

— o

¢ If you wish to

apply for an

il OP or just
t| curious to
fi find out the

OP(s)
available to
your school,
click here!

i

S5 o K

I

111

EETTT

This tab hosts
general
iInformation
that will be
relevant to
you,
especially if
this is your
first OP. Click
to read more.

currently under
development.

In future, you
will be able to
submit your
post
programme
report through
the system

NAME OF vaaaeny Lo

Beijing, China? May,
this and more with
mpetitions, expediti
nd broaden your ho







