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Course Registration

1. Enter a keyword from the course title or course code and click on “🔍 Search”
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2. Click on “Select Schedule” to view the schedule availability.
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3. Read through the course details and scroll down to the end of the page.

Course Registration
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4. Click on “I want to register for this Course” to proceed with the course registration.
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5a. If you are registering and paying the course fee for yourself, click on “I am paying for myself”.
5b. If you are a company representative registering for your employee(s) or yourself, click on 
“Login using company account”.
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6a. If there is an available schedule, click on the schedule and “Continue to Registration”.

If there are no available schedules, 
6b. you may click on “I want to proceed to register without selecting a course date. Please notify me when there are 
no course dates available” OR
6c. you may click on “I want to be notified when there are new course dates available”. BCAA will send an email to 
your registered email address once, to notify you when the next available schedule is open for registration.
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7a. There are 4 tabs in this course application form. Click on each of the 4 tabs to complete all required fields (in asterisk).

Course Registration
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7b. Click on the 2nd tab (Academic Qualifications) and complete the information.

Course Registration
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7c. Click on the 3rd tab (Current Employment Details) and complete the information.

Course Registration
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7d. Click on the 4th tab (Upload Admission Documents) and attach the required documents. Click on “Save and Proceed”.

Course Registration
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8a. Read through the terms and conditions, and click on the checkbox if you agree.
8b. Click on “Submit Registration” to submit your course application.

Course Registration
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9a. A prompt will appear after a successful submission. Take note of the registration number if you wish to follow 
up with the application in future.

If your course application requires further processing from BCAA officers, you will receive an email update with 
payment details from the officer once your application is processed.

Course Registration
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9b. If your course application does not require further processing from BCAA officers, you may proceed with the 
available online payment method.

Select the preferred payment method and click on “Proceed to Payment”. You will receive an email update with 
administrative details nearer to the course start date.

Course Registration
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1a. Click on “Welcome <your name>” located at 
the top right of the page.

1b. Click on “View Draft/Past Application”.

1c. You may view the status under “App Status” and/or click on “Draft” if you would like to proceed the registration 
from your draft application.

Application Status/Draft Application
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