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

1

= Cathsseta

Login Information

MOTICE = All Usernames & Passwords are CASE SEMSITIVE!
Username:

* Lsername required
Password:

*Password required
Lagin

Forgot Password

Reqister as & new SOF
Register as new discretionary grants applicant

The DG Stakeholder selects the Register as a new discretionary grant applicant option at the bottom of this

2
page.
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= Cathsseta

Login Information

MNOTICE = All Ussrnames & Passwords are CASE SEMSITIVE!
Username:

* Username reguired

Password:

*Password required
Lagin

Forgot Password

Regis’(er a5 & new SOF

3 Indicium opens the pop-up Registration window.

ReGisTRATION

& G Stakeholder

| Register || Cancel |

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.

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.
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Applicant Details

Title v

First Name

Middle Name

Surname

Initials

ID No

Alternate ID Type r

Dateof Birth

Gender v

Equity r

Disability 'r
Home Language r
MNationality r
Citizen Residential Status r

Socio Economic Status r

Telephone Number

Cell Phone Number

Fax Number

E Mail

Physical Address 1

Physical Address 2

Physical Address 3

Please note the following rules on this screen:

# | Field Rule

1 |IDNO 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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~N

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 Indicium will populate the following field when a valid Code is entered:
code e  Municipality
e Urban Rural
e Province
11 | Use Physical Select this box when the Physical and Postal Addresses are the same.
Address for Postal Indicium will then copy the Physical Address to the Postal Address so that
Address the DG Stakeholder does not need to capture the information gain.
Use Physical Address For Postal Address?
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

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

Save and Froceed

If any compulsory fields have been left it, the system won’t permit the user to continue.
Before proceeding, ensure that the page is done loading
Indicium proceeds to the next page Organisation Details window.
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Inmicium

Organisation Details

STEP 1: FIRSTLY, you need to add the relevant SDL Number if applicable

(Click on magnifiying glass next to Organisation)
STEP 2: Only AFTER you have added the relevant SDL Number, you will be able to upload the signed declaration of authori:

(Click on the button next to Declaration of authorized person: Select Upload) Please note that the file can only be a pdf file

Organisation 1)
| v

Financial Year

Declaration of authorized person: Select Choose File | No file chosen
upload

Save

Finalise Application

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

for

ORGANI SATION

Legal Name |

Trade Mame [ ]
SDL Number [~00000000Z |

Legal Name Trade Name S5DL Number
AQ00000003

Sun international Sun In
[ First | [ Previous |[ Mext |[ Last |[ Go to Page |[1_|Page 1 of 1

| ;elect |[ cancel |
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.

Step Action / Screenshot

Login Information

MOTICE = All Usernames & Passwords are CASE SENSITIVE!
Username:

[123456

Password:

Forgot Password

Register as a new SOF
Register as new discretionary grants applicant
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Organisation Details

STEP 1: FIRSTLY, you need to add the relevant SDL Number if applic
(Click on magnifiying glass next to Organisation)

STEP 2: Only AFTER you have added the relevant SDL Number, you
(Click on the button next to Declaration of authorized person: Select Uplc

Organisation &1 Sun international - ADDD0OODOD3
Financial Year |01 April 2017 — 31 March 2018 = |
Declaration of authorized person: Select Choose File

upload

Save I
I | Finalise Application | I

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.

5 Reply 2 Reply All £ Farward
& heply  I5g heply =
skills@Cathsseta.org.za pmthusi@dtss. co.za; dirk@crimzone.com; Phemelo Mothusi; Alize Groenewald -

DG Stakeholder Registration

Dear Mr Cathapp Cathsseta

You have been successfully registered as Stakeholder and successfully linked with the following organis

Company Name SDL Number
test test X000000001
Login Details:

Username: 123456
Password: Cathsseta

Yours in skills development
CATHSSETA Discretionary grants team

If user does not find organization after searching for it, click cancel
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After clicking cancel, click on the Next button
Indicium 3

SETA Managerment Syilem

Cathsseta

Cwgarsinen Dotade

STEP 1: FIRSTLY, you need to add the relevant SDL Number if applicable
[Click on magnifiying ghass next to Onganisaticn)

STEP 2: Only AFTER you have added the relevant SDL Number, you will be able to upload the signed declaration of
authorized person
[Click on the button next to Declaration of authorized person: Select Upload) Flease note that the file can only be a pdf file

Y A B AT e ]

| Firuine Apgikcaton |

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

INDICIUM

Organisation Registration Number Type .
Organisation Registration Number l:l

Type Of Organisation E

Legal Status [ v
Partnership E

Phone Number l:l

Fo b E—

Current SETA Region E

SIC Code ‘ v
Chamber Code [ v
Number Of Employees I:l

Once fields have been populate, save, then upload declaration of authorized person letter, save, then finalize

application
Step Action / Screenshot
2 The Indicium usernames and passwords are case sensitive!
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Indicium 0
SETA Management System @ e
cathsseta

Organisation Details

STEP 1: FIRSTLY, you need to add the relevant SDL Number if applicable
(Click on magnifiying glass next to Organisation)

STEP 2: Only AFTER you have added the relevant SDL Number, you will be able to upload the signed declaration of
authorized person
(Click on the button next to Declaration of authorized person: Select Upload) Please note that the file can only be a pdf file

organisation & test - DGOO00000O7
Financial Year 01 April 2017 — 31 March 2018 v

Declaration of authorized person Choose File

Finalise Application

User will receive notification email with credentials

Step Action / Screenshot

MOTICE = &ll Ussrnames & Passwords are CASE SENSITIVE!
Username:
(123456

Paszword:

senvnsan] |

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
e 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
M M Welcome, Vhoni - Stakeholder - Capturer
Indicium " \0)
SETA Management System /\@:@
CathSseta
DG

WELCOME TO CATHSSETA INDICIUM!

Cathsseta

Please select a menu option above to continue
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Step Action / Screenshot

2 The DG Stakeholder clicks on the DG menu option.

Indicium e d

)D'a
Cathsse

Wercome 70 CATHSSETA INnDicium!

4
K
© 'a)
Cathsseta

3 Indicium opens the page with two options:
e Organisation
e 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.

DG
0G ==
Stakeholder
4 e The DG Stakeholder must click on the Organization menu option.
DG
DG ==
-
akeholder
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.
DG
DG ==
o N ———
Stakeholder Legal Name | |
Trade Name | |
SDL Number X000000007]
SIC Code

L
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Step Action / Screenshot

6 Indicium will return the Organisation details.

Legal Name Trade Name SDL Number SIC Code Organisation Size
test test Test test 01 XDDODDO00T Amusement Parks Large (=149)
7 To access the organisation, select the row and then click on the Action icon.

Legal Name Trade Name  SDL Number SIC Code Organisation Sizeé  Parent SDL Number  Action

test test Testtest01  XDOOODDODY  Amusement Parks Large (=143) _

8 Indicium opens a page with the Discretionary grant form

DiscreTionary GrANT Forms - TEST TEST (X000000001)
| View || Print Forms

Financial vear |01 April 2017 — 31 March 2018
Type r

Create

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

| View || Print Forms |

Financial Year | 01 April 2017 — 31 March 2018 »
Type Bursaries (Unemployed /Employed) v

| 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.

Organisation

Discretionary Grant

Financial Year Status

Status Discretionary Grant Type

Egnﬁépril s R Apprenticeships Unemployed Created 25'1&1:'
01 April 2017 - 31 March Skills Programmes (Employed and Submitted 2016-12-
2018 unemployed) 31
E'Imﬁépril Bl =2y B Internships Unemployed Created ggﬂ&-u-
01 April 2017 — 31 March Bursaries (Unemp JEmp ) T I 2016-12-
2018 : : 31

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

—
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Step Action / Screenshot

DiscreEToMARY ‘GRANT FOoRMS - TEST TEST (X 000000001)

12

13

| view || Print Forms |

Financial %ear |01 April 2017 — 31 March 2018

Type

Create

Financial Year

Bursaries (Unemployed /Employed) v

Organisation

Status Discretionary Grant Type

Discretionary Grant

01 April 2017 — 31 March

2018

01 April 2017 — 31 March

2018

01 April 2017 — 31 March

2018

01 April 2017 — 31 March

2018

Apprenticeships Unemployed

Skillz Programmes (Employed and
unemployed)

Internships Unemployed

Bursaries (Unemployed /Employed)

Indicium will proceed to the next page of Discretionary grant forms

Main Page

DiscretionaryGrant Forms
01 April 2017 - 31 March 2018

2016-12-
31

2016-12-
31

2018-12-
3

2018-12-
31

Submit DiscretionaryGrant

1
2
3.
3.
6.
e
8.
9

Please note the following rules for the DG form:

Section A: Applicant Details
Section B: Project History
Section C: Project/Grant Details
Section E: Project/Grant Plan
Section F: Implementation Plan
Section H: Pivotal Plan

Section | Checkiist

DG Asset Register

Due Date
31122018
31122016
3M22016
IM22016
31122018
31122016
322016

IN202016

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

only view access.

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

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 Actlon / Screenshot

e
_ I
[P R e e 2
b —— == 2

—
prthusiEdiss.co za
——————————— 2
——————— a
e (- e e
Cham ber Fo [Aurts, Culture & Heritage Hospiality, Travel & Tourism |
| Save [ Cancel
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

' Back to Discretionary Grant Forms Menu |

——————— -
Bk |
B |
Bt |

franche payments? | r]

I ——— -

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

| Back to Discretionary Grant Forms Menu | Section C: Project/Grant Details

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

Back to Discretionary Grant Forms Menu Section E: Project/Grant Plan

BACKGROUMND (of the organisafion)

PRO DB ES
through the project?)

Benefiis for he CATHSSETA
Benefits for the recipients

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.

| Back to Discretionary Grant Forms Menu | Section F: Implementation Plan

Phase 2: Implementation

Phase 3: close-out

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.

| Back to Discretionary Grant Forms Menu | Section H: Pivotal Plan

Training [TVET) College or a universily as well as a struchured learning in an accredited fraining centre or an approved workplace.

X000000001

Con ‘erson
Contact De!
Occupational Grou, Type of PIVOTAL NQF Total number of black Total number female Total number Total number of leamers with Number Number
B P Programme Level leamers leamners Youth disabilities Employed Unemployed

Managers /] 0 0 0 /] /]
Professionals 0 0 [} [] 0 0
Technicians and Associate Professionals ] 0 0 o ] ]

Clerical Support Workers 0 0 0 0 0 0

Service and Sales Workers 0 0 0 0 0 0

Skilled Agricuttural, Forestry, Fishery, Craft and Related 0 0 0 0 0 0

Trades Workers

Plant and Machine Operators and Assemblers 0 /] 0 0 0 0
Elementary Cccupations 0 0 0 [] 0 0

Cther o 0 0 0 o o

First |[ Previous |[ Next|[ Last|[ Goto Page |[1_|Page 10f1

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.

Back to Discretionary Grant Forms Menu | Section I: Checklist

Cerfified copies o organisation’'s regis on cerfi [ T |

- —— | v
applicable

| ]

| T

| Ll

roof o on o 0 D [ T |

\uriho i o [} cop | 'l

Declarafion o | Ll

Declaration of authe | v

O ol | "'l

. | v

policy
0 nlo o afion le [ v |

Ol
‘Save |

Document: | Discretionary Grant Training Manual

Client: CATHSSETA training manual

Date: 31 October 2016 Page | 17




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.
| Back to Discretionary Grant Forms Menu | DG Asset Register
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.

- DiscretionaryGrant Forms
01 April 2017 — 31 March 2018

Submit DiscretionaryGrant

# Form Description Due Date Select

1. Section A: Applicant Details 311202018 Select

(5 Reply [E2Reply All £ Forward
& neply g heply =)
skills@Ca‘.hsse:a.org.za pmthusi@dtss. co.za; dirk@crimzone. com; Phemelo Mothusi; Alize Groenewald - Fi

Acknowledgement of Discretionary Grant Submission

Dear Stakeholder

The Skills Programmes (Emploved and unemployed) discretionary grant application has been submitted for
Organisation X 000000001

Thank you for your participation and cooperation

The Discretionary grants team
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4 NOTES
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