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I. Logon to the system 
 
 To logon to the system follow the link on the merSETA website or go to the following website 
address:  http://196.4.89.14/cdas/merseta.asp      
 
The following screen will appear.   
 

 
 
 
 
NOTE: 

• If not already registered on the system, please follow the outlined 

steps in Section 1. 

• If you are registered, please follow section2. 



 

 
 

SECTION 1 
 
Click on Register for Discretionary Grant as shown above. 
 
The personal details form will open up where the users will capture and save their details 
  

 

 
 
Please capture all the required information then click on the “Enter” button to save captured information. 
 
The registration message will appear after clicking on the enter button confirming that the user account 
registration was successful. 



 
 
Click on the Register an organisation tab at the bottom of the page to proceed with the registration. 
 

 
 
The system will open up the page where the user will “Add” the organisation to register against their 
profile. 

 
 
 
If the organisation is not in the system the user can still add an organisation to the system by selecting 
whether it is: 
 

• A Non Leyy Paying Organisation (NLP) / Exempted within merSETA sector  or  
Organisation in process of an InterSETA Transfer  

 
 
The system will return the screen below. 



 

 
OR 

 
 
After clicking on either one of the organisations a popup shown below will appear. Please click on the 
“Enter button to add a new organisation. 
 

 
 
The organisation details form will open up, please capture the required information and click on the 
“Enter” button to save captured information. 
 



 
 
After saving the Oganisation you have captured, the system will list all the Organisations the user is 
linked to under their profile as shown on the screen below. 
 
 
 
You are required to submit a letter, signed by an authorised senior representative from the company, on a 
company letterhead confirming that the user has been authorised to submit the discretionary grant 
application on behalf of the company. Please upload the authorisation letter as outlined in Section 3. 
 
The registration status of the organisation to your profile will be on “Pending” status until the merSETA 
has approved the application to register. 
 
Once the status changes to approved,the user will be able to follow Section 2 to continue with the grant 
application., 



 

SECTION 2 

How to access the Discretionary Grants application forms 
 
The User will type in the Logon details , select “Merseta Grant Application” from the “Logon To" 
dropdown, then click on the Enter button to access the system as shown below 
 
  

 
 
Please select the “Stakeholder Applicant” if you are linked to more than one Profile 
 

 
 



The user will be able to see all the organisations linked to their profile on approved or pending status. 
 
Click on the organisation that are on Approved Status. 
 

 
 
 
The system will open up the Discretionary Grants system.Please select the year from the dropdown, then 
click on the Enter button. 
 

 
 



 

 
Please select the discretionary Grants  on the dropdown then click on the enter button to activate  the 
application forms. 
 

 
 
 
The form below will open up, please tick the relevent interventions in line with the DG criteria document, 
then click on the “Save” button.  

 
 



The system will prompt you to confirm your selection. 
 
The Discretionary Grants application main page will open as shown below. Please click on the select 
button to access the contact details. 

 
Please complete the form with the details of the stakeholder and contact person, then click on the save 
button to save captured information. 
 

 
 
Please click on the Discretionary tab to go back to the main page the click on the submit button to submit 
the Application. 



 
The user is required to click on the “Application details” where the user will capture the relevent details 
against each intervention identified, by selecting the intervention on the drop down box.   Select the site 
name against the intended intervention.  
 
.Please click on the save button to save the information captured.  

 
 
 
When the user clicks on the back to Discretionary g rant button, the User is required to click the 
submit button as indicated below to submit the disc retionary grant application.   



 
 
The grant application will then change to “Applicat ion Submitted” as highlighted below. 
 

 
 
 



 

 

SECTION 3 

How to upload documents 
 
Please click on the documents tab to upload documents. 
 

 
 
The user has an option to upload supporting documents or Training committee minutes. 
 
Please click on the Browse button highlighted in red and a popup will appear giving the user an option to 
select the document from the saved destination on the user’s computer, then click on the save button to 
save the uploaded document which will be listed underneath every option selected. 
 
 

TIP:   The authorisation letter can be scanned to t he user’s computer and 

uploaded on the system. 

 

 

Once you have completed this process, the user can exit the system. 

 

 
 


