
 

 

 

 

 

 

 

DISCRETIONARY GRANT ONLINE SYSTEM 

User Manual 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Client: CATHSSETA training manual 

Project Name: Discretionary Grant Training Manual 

Author: Phemelo Mothusi 

Date: 31 October 2016  

 



Document: Discretionary Grant Training Manual 

Client: CATHSSETA training manual 
Rev 

      

Date: 31 October 2016 Page | 2 

 

TABLE OF CONTENTS 

 

1 INTRODUCTION ......................................................................................................................................................... 3 

2 Register as new Discretionary Grant (DG) Applicant ................................................................................................ 3 

2.1 DG Stakeholder First Logon............................................................................................................................... 4 

3 Completing Application ........................................................................................................................................... 10 

3.1 Create Discretionary Grant Forms .................................................................................................................. 10 

4 NOTES ...................................................................................................................................................................... 19 

 

  



Document: Discretionary Grant Training Manual 

Client: CATHSSETA training manual 
Rev 

      

Date: 31 October 2016 Page | 3 

 

1 INTRODUCTION 
 

This is a Training Manual for the Online Discretionary Grant application. 

The preferred Browser to do the Online Application is Google Chrome and not Internet Explorer or Firefox. 

  

2 Register as new Discretionary Grant (DG) Applicant 
 

This section outlines the registration steps to be followed by the Stakeholder.  

 

  

Step Action / Screenshot 

1 The DG Stakeholder navigates to the CATHSSETA Indicium Seta Management System page. 
 

 
 

2 The DG Stakeholder selects the Register as a new discretionary grant applicant option at the bottom of this 
page. 
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2.1 DG Stakeholder First Logon 
The DG Stakeholder  will then be required to use the username and password sent to them via email to logon to the 

system and continue 

Step Action / Screenshot 

1 The DG Stakeholder navigates to the Cathsseta Indicium Seta Management System page. 
 

 
 
 
 
 
 
 

3 Indicium opens the pop-up Registration window.   
 

 
 
The Applicant has two options: 

i. Cancel – click on the Cancel button to cancel the registration process and return to the logon 
screen. 

ii. Register – click on the Register button to continue with the registration process. 

4 Indicium opens the Applicant Details form for the DG Stakeholder to complete.  
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Please note the following rules on this screen:  
 

# Field Rule 

1 ID NO A South African ID Number must have 13 digits.  Indicium uses the 
Department of Home Affairs rules to validate that the number you entered is 
a valid SA ID Number.  
 
This field is also used to identify persons with no South African ID.  Therefore, 
you can add your passport number, or any other number that you are using 
for identification in this field. 
 
Indicium will not allow duplicate ID’s, therefore if you are registered already 
Indicium will not allow you to register again with the same ID No.  

2 Alternate ID Type The DG Stakeholder will use this field to indicate the type of number that was 
entered in the ID No field where the number in the ID NO field is not a valid 
SA ID Number. 

3 Title Indicium will populate this field where the ID No is a valid SA No.  However, 
the DG Stakeholder can update as well.  
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Indicium will not populate this field where the ID No is another type of 
number and the DG Stakeholder will need to update this field.  

4  Initials  This is a populated field where Indicium will populate the field with the first 
letter of the First Name  

5 Date of Birth Indicium will populate this field where the ID No is a valid SA No 
Indicium will not populate this field where the ID No is another type of 
number and the DG Stakeholder will need to update this field. 

6 Gender Indicium will populate this field where the ID No is a valid SA No 
Indicium will not populate this field where the ID No is another type of 
number and the DG Stakeholder will need to update this field. 

7 Telephone Number This number must be 10 characters, NO spaces 

8 Cell Phone Number This number must be 10 characters, NO spaces 

9 Fax Number  This number must be 10 characters, NO spaces 

10 Physical / Postal 
code 

Indicium will populate the following field when a valid Code is entered:  

 Municipality  

 Urban Rural  

 Province  

11 Use Physical 
Address for Postal 
Address 

Select this box when the Physical and Postal Addresses are the same.  
Indicium will then copy the Physical Address to the Postal Address so that 
the DG Stakeholder does not need to capture the information gain.  
 
 

 
 
the above check box can be ticked if the physical address is the same as the 
postal address 
 

12 Page load  Before populating the next fields, ensure that the page is done loading, this 
will be seen on the tab; else when it refreshes the info that was not saved 
will be wiped. 
 
The page loads after the below info is populated 

1. First name is entered so that it can populate the initials 
2. ID number is captured for validation. 
3. Postal code, to populate municipality  

 

 
 
 

5 The DG Stakeholder clicks on the save and proceed button to submit the information captured. 
 

 
 
 

6 If any compulsory fields have been left it, the system won’t permit the user to continue. 

7 Before proceeding, ensure that the page is done loading  

8 Indicium proceeds to the next page Organisation Details window. 
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Step Action / Screenshot 

 

 
Click on the above magnifying glass next to Organization to search for the organization you are submitting 
for  
 
 

 
Once the organization has been returned by the system, click on the organization name, then click select. 
You will then be taken to the below screen to upload your declaration of authorized person letter.  
 
 
 
 
 
 



Document: Discretionary Grant Training Manual 

Client: CATHSSETA training manual 
Rev 

      

Date: 31 October 2016 Page | 8 

 

 
Once the letter has been uploaded is highlighted with green, click the save button, then finalize application.  
 
User will then get a notification email of the registration along with credentials.  
 

 
 

9 If user does not find organization after searching for it, click cancel  
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Step Action / Screenshot 

 

2 The Indicium usernames and passwords are case sensitive! 

 
 
After clicking cancel, click on the Next button  

 
 
User will then be taken to a page where they should capture the organization details 
Fields that are greyed out are not required for user to populate  

 
 

 Once fields have been populate, save, then upload declaration of authorized person letter, save,  then finalize  
application  
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Step Action / Screenshot 

 

 
The DG Stakeholder needs to click on the Login button once the Username and Password is entered. 

3 The DG Stakeholder enters the username and password then he or she will be moved to the home page 
 

Note the username will remain the same but the DG Stakeholder will need to change his/her password after a 
period of time. 

 
 

3 Completing Application  

3.1 Create Discretionary Grant Forms  
Financial year; Type  
Success End Condition 

 Forms created for the type selected   
Note: The below steps can be followed in order to capture the forms  

Step Action / Screenshot 

1 Indicium reverts to the DG dashboard 

 
  

 
User will receive notification email with credentials  
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Step Action / Screenshot 

 
 

2 The DG Stakeholder clicks on the DG menu option. 
 

 
 

3 Indicium opens the page with two options:  

 Organisation  

 Stakeholder  
Note:  To change the view of this screen in order to display these options at the top, simply click on the 
black button showcasing a white arrow. 
 

 
 

4  The DG Stakeholder must click on the Organization menu option. 
 

 
 

 

5 Search for the Organisation details by completing one of the filters on the page which opens on the right 
side of the screen, or click on the search button without entering any values.   
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Step Action / Screenshot 

 

6 Indicium will return the Organisation details. 
 

 
 

7 To access the organisation, select the row and then click on the Action icon. 
 

 
 

8 Indicium opens a page with the Discretionary grant form 

 
 

 

9 The stakeholder must select the financial year and the type option from the dropdown menu then click 
create. 
 

 
 

10 Indicium will create the requested form as shown on the below screen shot. The Stakeholder must then 
click or select the Discretionary grant type. 
 

 
 

 

11 After the stakeholder has selected the form the he/she must then click the view button 
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Step Action / Screenshot 

 
 

 

12 Indicium will proceed to the next page of Discretionary grant forms 
 

 
 
Please note the following rules for the DG form: 

Rule 

 The user should be able to log in and out to complete the application 

Not all the details will therefore be required for the user to save the 
information, all compulsory fields 

Once the application is submitted no further changes will be allowed, 

only view access. 

 
 

13 The stakeholder will then click on select to open the Section A: Applicant Details form.  The stakeholder will 

then fill the information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu 
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Step Action / Screenshot 

  

  
  
  
  
  
  
  
  
14 The stakeholder will then click on select to open the Section B: Project History form.  The stakeholder will then 

fill the information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu.   
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Step Action / Screenshot 

 
 

15 The stakeholder will then click on select to open the Section C: Project/Grant details form.  The stakeholder 

will then fill the information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu 

 

 
Rule: 
Target Provinces (give learner breakdown in numbers) 

16 The stakeholder will then click on select to open the Section E: Project/Grant Plan form.  The stakeholder will 

then fill the information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu.  
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Step Action / Screenshot 

 
 

17 The stakeholder will then click on select to open the Section F: Implementation Plan form.  The stakeholder 

will then fill the information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

18 The stakeholder will then click on select to open the Section H: Pivotal Plan form.  The stakeholder will then fill 

the information on the text boxes then click save. 
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Step Action / Screenshot 

The stakeholder must then click Back to discretionary grant form menu.  
 

 
Rule: 
Must add up to Total Planned Beneficiaries 
 

19 
 
 
 
 
 
 

The stakeholder will then click on select to open the Section I: Checklist form.  The stakeholder will then fill the 

information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu.  
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Step Action / Screenshot 

 
 

20 The stakeholder will then click on select to open the Section DGI: Asset register form.  The stakeholder will 

then fill the information on the text boxes then click save. 
The stakeholder must then click Back to discretionary grant form menu.  
 

 
 
Rule:  
If yes is selected, the below form must not display. 
If No is selected, button must display to click on and then the below form must display.  
 

21 Once all the forms are completed the stakeholder will click the submit discretionary grant button. 
Then an email will be sent through form confirmation. 
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4 NOTES 
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