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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.

B

\gister as a Skills Development Facilitator

T~

Register for Dizoretinany Grant

R

&

NOTE:

* If not already registered on the system, please follow the outlined
steps in Section 1.

* Ifyou 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

&

Reaqi of a Di ti y Giants Uszer
MerseTa
Personal Details:
Surnare First M ame Initials Title
v
[For statistical purpozes only)
I Mumb
LRt Gender Paopulation Group Disabled
v v O
Highest Level of Education
Current Occupation
Cell Phone Mumber e.g. 082 555 5555
Telephone Mumber e.g. (011) 555 5555
Contact Details
Fax Mumber e.g. (011) 555 5555
E-Mail &ddress
City
Postal Address
Postal Code Province
[ (Tick i physical address same as postal address)
Physical Address City
Postal Code Province
Other:
Gieneral Comments
Usemame [Miniraumn of § Characters]
Password [Minimum of 5 Characters)
Confirm Password
User Group [stakenoider Applicant w]

Enter

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.



Registration of a Dizcretionary Grants User

User registration was successful ...

Details:

Jzer Mame: Mz test Motzatzi

10" Mumber: 8410220000000

Gender: Femnale

Population Group: African

Usemame: tesster Please store your username and pazsword in & safe place,
Pazsward: abcl23 a5 pou will be required to uze them when pou logon ta the spstem,
SETA: MERSETA

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

The perzon details for thiz uzer already exists and iz displayed on the zcreen for information purposzes.

Regizter an Organization |

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

Reqistration of a Discretionary Grants User

MErsLTA

ADD / REMOVE AN DRGANISATION

Instructions:

1. &dd an organization to the list by entering the orgarizations SOL Mumber and select the ADD button,
2. T'ou may remove any organization from the list by selecting the REMOVE icon,

3. Once you have finished adding all the organizations to your profile, lick the finished button.

SDL Number:  [T000000001 | | AddNLP Organisation |

200 | Add Org in InterSETA Tranzfer |

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.



Registration of a Discretionary Grants User
Mersera
ADD f REMOVE AM ORGAMISATION
Instructions:
1. Add an organization ba the list by entering the organizations SOL Mumber and select the A0DD butkan,
2. "ou may remove any organization from the izt by zelecting the REMOWE icon.

3. Once pou have finizhed adding all the organizations to your prafile, click the finizhed button.

SDL Number: [ “ Add NLP Organization |

20D | Add Org in Inter3ETA Transfer

OR

Registration of a Discretionary Grants User

MEersETA

ADD / REMOVE AN ORGANISATION

Instructions:

1. &dd an organization to the list by entering the arganizations SOL Mumber and select the 40D buttan,
2. ol may remove any organization from the list by selecting the BEMOVE icon,

3. Once pou have finizhed adding all the organizations to your profile, click the finished button,

SDL Number: |‘ECEEGEEG1 Add NLP Organization

i) i ereFTA T |
o0 Add Qrg in InterSETA Trangfer

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.

@ ADD ORGANISATION

The following orgarnisation will be added ta your profile Test Qrganization

Click the enter button to add the orgarnization.

Back | Enter

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



Registration of a Discretionary Grants User

MEerseTA

ﬁCrea’te a new organisation

Type of Organization: NLP |»
Organization Name: |r.10t3 atzi & Azsociates =
Organization Registration No: |2IJ11IIIEIJEE?E-‘- |
SDL Humber Type: (¥) System Generated
SDL Number: [Nooooosaso =
Phone Humber: |IZIZI11:; 555-555 | e.q. [011] 5555555
Fax Number: | | e.g. [011] 5h5-5E55
Postal Address: [P 0 Box 184 |
[ehvile |
Johannezburg |
GauengSouth  w|fomn |
Physical Address: (925 vask sireet |
ehvile |
Johannezburg |
GauengSoutn w000 |

Municipality: | |D

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

Usemarne : ']tmutaatsl |
Password [seneccaen |
Logor ta : Skills - Current Year » |

MERSETA Grant Application

ETQA & LShips
Project Managsment Facility

Fegister az a Skillz Development Facilitatar

®

Regizter for Dizcretinary Grant

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

@ The following profiles match wour login:

SDA

Adminiztrator
[Stakeholder Applicant]
Project Adminiztrator

Cancel



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.

ADMIN ADMIN STAKEHOLDER APPLICANT DASHBOARD

Register or Remove an Employer.

Digcretionarny Grant Funding [Please click on an organization below to access their Discretionary Grant Funding)

(rganization Mame SDL Mumber Fegiztration Status Sites

|Tesl Organization T0000a00M Approved Link Sites
HLP DG 1 WO00003855 Pending Link Sites
WLP DG 2 WO00009836 Pending Link Sites

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

Manufacturing Engineenng & Relsted Services SETA

d0es
Discrationary Grant | Document Uplaads || Grants & Lavies

Py
Teat Organisation - T000000001 Discretionaty Grant Funding ! '
merstia
Fleass select & Levy Year liom the cambe b below
ears avalable

1 Ao 2011 - 31 March 2012 ¥




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

] Dacument Lbbad5| Granls & Lavies |

Creale & new Discretionany Grard Funding Subsressian Discietionary Granl Funding @

v Test Diganisation - T00000001

1 April 2011 - 31 March 2012 MersETA
o S g Print
Submission Discrelionary Gran Gran Application .
Mo Décigin Shalus Clalus Fiom Dale  ToDale Oplions  Repoil

Options

1 0 DG TEST Doer Peodig  O1/AZ01 31/0v2012 [ Sobt |

25';_3&%2 OGETEST Dpen Pendng 01082011 310302 [Siemt| [P

DG Aprd

f Appicahon - 1 T A
201 00 0G6 TEST Open e 3032 oo |

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

Please select the interventions for the application.
Intervention

Airami Apprenticeship application funding

CBMT Apprenticeship application funding

b4 TP fpprenticeship application funding

Matar time based Apprenticeship application funding

Metal and Plastics Apprenticeship application funding

duto time based Apprenticeship application funding

buto Apprenticeship application funding

Learnerships 18.2 application funding

Skills Frogrammes

ABET

Trairing specialists Assessors

Trairing specialists Skils development facilitators

Training specialists Moderators

Trairing specialists Mentars

[]
[
[
[
[]
[
[
] Learnerships 18.1 application funding
[]
[
[
[]
[
[
[

| Save || Canicel |




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.

Discretionary Grant I Document Uploads ] Grants & Levies I

TEST ORGANISATION - TOO0DDO0OD1
Discretionary Grant Forms - Submission DG April 2010_0001

1 April 2010 - 31 March 2011
merseTaA
Discretionary Grant:- Status: Submitted :l
# Farm Description Select
1. 1 Cantact Details
. | |
3 3 Application Detail:

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

Discrationary Grant | Dooument Uploads ] Grants & Levies |

Levy Mumbes T 00000000

Address Physical

Address Postal

SDF Aenirs A

SDF Telephone 15551234

SDF Cellphone ez 334 2222

SDF Fax (115551234

SDF Email npemani@dis: co za

Stakeholder Applicant [Test

Stakeholder Applicant Telephone [iot1) 1111111 &g (011) 5555555
Stakeholder Applicant Cellphone [ba2 555 555 | e 082 555 5
Stakeholder Applicant Fax [t} 1194191 e.0. (71 5555555

Stakeholder Applicant Email address: ! U @ymaileam

Mame of Contact

Surname of Contact PErmAN

Telephone [ sssssm Jeo ol
Cellphone |oEZ 555 5558 # F: ¥
Fax 1711555558
Email address: [npesmanEdiss co. 22

[ Save|| GotoNextForm |

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.
name against the intended intervention.

.Please click on the save button to save the information captured.

DocunerUpkads | i Lees |

SDF Tel Numbar

SDF Emai Address:
Chamber

CLo

Seta Region

SOL &

Company Name
Sites

No of Leatners

Company Calegory
Levies Contributed
Levy Status
Intarvention

Girant Amount

Disclaimer
Created By : Admin Admin
Dale Created On : 25/07/2011

(010) 218-3000

NPermanites coza

Meld

L Josegh

TO00000001

Test Dhganiation
TO0N000002-Suts T ¥
E

Estabished ¥

R 300000

CBNT Apprenticaship ™

2000

Application Details

Pletarence Noof Laatners SDLR Stes
DG Apd 20170001 n 1000000001 TOOODDODOT - Test Orgarisation
0 Apal 2011_0001 ] 1000000007 TOCOD00T - Test Drgarizaton
DG Apl 20170000 10 1000000007 TOOODO00ET - Test (rgarization

When the user clicks on the back to Discretionary g
submit button as indicated below to submit the disc

Company Category Infervenbon
Develaprenlal Leamerships 181 application hunding
Desloprrenta Leamershin: 18.2 applcahon hunding
Developrrental CBMT Apprenticaship appleation funding

Select the site

Progesson  Amound | CRE

15
]
0

am i
A0 0
am 0

rant button, the User is required to click the

retionary grant application.



TEST ORGANISATION - TODD000OO1
Discretionary Grant Forms - Submission DG April 2011_0002 ?'\

\ 1 Apiil 2011 - 31 March 2012 A

MersETA
Discietionary Grant:- Status: Application Submitted E
i Farm Deacription Select
1. N Contact Details
3 3 fipplication Detals

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

.- . . S Print
Submizsion Discretionary Grant Grant Application .
No Description Status Status From Date ToDate Options Iiftlij:r:ts

DG Agpril . . :
2011_0%1 OGETEST Open | Pending 0170442011 | 31/03/2012 || Submit Print
DG Apri bpplication - :
2011 0002 0GE TEST Open i 01/04/2011 3140342012 | Submit Print
DG Apri Application - :
2011 0003 0GE TEST Open i 01/04/2011 31032012 | Submit Print




SECTION 3

How to upload documents

Please click on the documents tab to upload documents.

Discrationary Grart || Document Unloads | Grarts 8Leves |

Test Diganisation - TODDDOODOT Document Upload @

merstia

Supportg Document
=ave

Document: Date Created: User: Delate
MerSE TADS FS SDF Workfowy1 1 13 January 201 THelly Input docs M diefrn Admn Degle
SEMBT_C22001052411410.pdk 2670201 Ao Adimin Deiste
emploper_data_templale o 28/7720M Admn Admin Deiate
Accest lo SMS.dack 28/7720m A Admn Deiiz
Tiaining Commiltes Minules{meeting must have taken place within the last 6 months of the application)
Document
Save

Document: Date Created User: Delete
Employer arors, dock /M Admn Admin Deigle
100000001 3-Testing Mandatosy Grants 20110722 142450 pok 272m o Admin Degiz

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.



