SkillsConnect System Training Guide

4.1  Apply for Training Grant by Company

Companies may apply for training grants (course fee and/or absentee payroll) from WDA for
their employees who attend WDA's pre-approved courses to defray their cost of training.

These pre-approved courses (full fee or nett fee type) are conducted by training
organisations/ companies conducting courses in-house, registered in the SkillsConnect
system.

All applications for training grant funding will be subjected to WDA’s Terms and Conditions
for award of training grant.

The training grant applications must be submitted no later than 30 days after course start
date. Otherwise, the application will be automatically rejected.

Please also ensure that your GIRO account is verified by WDA before you apply for training
grant. Otherwise, you will not be able to proceed with this transaction.

To apply for training grant, please follow the following steps:
1. For an overview of applying for training grant, click here.

2. Goto the SkillsConnect system website at http://www.skillsconnect.gov.sg

3. Click the SingPass icon to login via SingPass.

Page 1


https://www.skillsconnect.gov.sg/web/guest/applyfortraininggrant
http://www.skillsconnect.gov.sg/

SkillsConnect System Training Guide

4. The system will display the SingPass login page.

Singapore Persanal Avorss

SynglPass

./‘

.
Ii Socure Terms of Use | EAQs | Help | About Us

o

Welcome

to SingiPass Authentication Service

Security Advisory

SingHass 1s a commaon password that allows you to access Government e-semces It is important for you to be vigilant in
protecting the confidentiality of your SingPass

Please click here for tips on online secunty. You may also find useful guides on how to safeguard your online secunty and
other cyber secunty related information at www.gosafeonling.sg

Click herg to view moare detalls about New SingPass Security Enhancammants

SingPass 1D | (Enter your ldenufication Number)
0.0 S12345870G, G12348870G

SingPass | (8-24 characters, CASE-SENSITIVE)

Cancel I Change SingPass I

By clicking on the Submit button, you agree to be bound by the
terms specified in the Leuma of Use and Important Notes below.

5. Enter your NRIC number as your SingPass ID if you are Singaporean. For Permanent
Resident, enter the CPF account or FIN number as your SingPass ID. Note that all
Employment Pass holders can apply for SingPass.

6. Enter your SingPass.

7. Click the “Submit” button.
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8. The system will display the Profile Summary page.

’ Singapore Government|
Integrity * Service * Excelence

Wb Porial | Brofie Summaty | Logost

Profile Summary -

You may apply for new srpanisason peosite by cicking New Aopicaion”

Welcome, SXXxx0ssC
You may chack e statut of new profle applicalon/enising applicadion by ckoiing) ‘Applcation Listng'

Warning

- Please ensure that your organisation and course profiles are always updated with the latest information.

- Please do not open multiple tab or multiple window while using SkilisConnect system.

- Please do not use the back button of the browser while using SkilisConnect system.

Seiect cae of the kilowing profiles to continpe.

Individual Profilels) Organisation Profike(s)
For existng users, please select the relevant profle below for access into SkitsCoanect,

Trainee Participating Company
Apply COA [ CQA Status Enquiry Tasty cupcakes
Update Protie Headquaner

View Achievement

Print Transcript

9. Click the “Participating Company” button.

10. The system will display the inbox of your account. At the left menu panel, click the
“Create Application” button under the Training Grant Menu.

Singapore Governmen|
+ fxcohance

NCAIY * Savvice *

et Pedal | Profle Summary | Logou

AdNOC (Laam Woan

R Wiale raing Crganiatons Sudganded i OAANY

Enepiiry Wekome  SXXXX088(

Ittt Grant Moy o tecords

=

(Nganisanon Mies
Orgarnsatn Iyole Mgt

0ceed Payment
VWorkdaok Uess

Workduok Modvies
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11. The system will display the Terms and Conditions page.

TERMS & CONDITIONS

SasisConnect General Terms ane Congmons
Cortract

S ——

D e et

12. Read the Terms and Conditions carefully and select the appropriate option button. If you
have selected the “Yes, we accept the above Terms and Conditions” option, then

click on the “Proceed” button.
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13. The system will display the Company Information page.

Create Training Grant Application

1.Term & commmm 3. Online Form 4. Canfmaton |}

Please update your organisation profile at the “"Organisation Profile Management” Menu if the information displayed Is incorrect or has changed,

Organizason Tasly Cupcakss

ailing Address Slock/Buidng Number
Buiding Name -
Strest Name Wanna Bay
Floor Number-Unt Humber o
Postal Code 875837

Teleplwe: 83740205

Fax -

Email -

SME Flag Ves

Nature of Business lianufachsring

Main Business Activity Bakng

Ownership Whotly Local

otal Employment 108

|Annual training budget as a percentage of company payroll £

Fixed Asset Investment (at net book value) s3-

Branch Information
[+)Branch Name Tasty Cupcates

Branch Authorised Administration Information — - -
Role Name Identification Type Identification Humber Designation

14. Click the “Next” button.

15. The system will display the Search Courses page.

Search Courses
Forbetter search results, search using key words under both Training Organisation Name and Course Title.

Training Organisation Name FWonder Training Organisation \
Course Title ~— /
Course Code |

Area of Training | isetect -

Payment Type I [select] vl
Cm.‘ StartDate From ;‘S] .J.-'JESJ To [}~i .Q]Lﬁ

Search Cancel
Search results
Training Course Title Total Training Total Cost of Training For More Course Reference
Ornunisabon Name Duration (hrs) Per Trainee (S$) Information Nl.lnber

Waonder Training
@ Organisation Statement of Attainment 0003274-55
Wonder Training Problem Ivln ision Makin CRS-Q-
c Organisation _Operations Level. 16.00 200.00 Statement of Attainment 0023475.E5

First Previous 1 Next Last

16. Enter the search criteria for the course (that you wish to apply for training grant). Click
the “Search” button. For better search results, search using key words using both
Training Organisation Name and Course Title.

17. Select the radio button of the course that you wish to apply for training grant and click
the “Select” button.
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18. The system will display the Course page.

Create Training Grant Application

Lo v 2 Cones vt <t )
mzu-mnm- - e 4. St ! »

Course lnform-tim

Virw Conirea Deindn

Reglstration Type Ofver Unisus Estasisaments (UENO)
Organisation Registration Numbec TOSGB000
Trainlng Oegamination name Che Sanace Cobepe
Course iederance Number CR5O00MMDES
Coutwe Title ‘Coe + Oy Loved
Fuw Type i it fem 1T Fon
Course Lnd Date *
Language Madium Provised
Number of Training Days
' C1a83103m Traisng Houts
Total duration in howrs pee trainee
Course Fee Composents
Caursa lee patepinee isachadn g G5T)
mmnm ieh
_ i
Ploasn duclare the following

1 e Comarna culary 00 thi Tralnue(s) Cusrant1oha and ko tii with the business needs of the Applicant company !

I yuur company applying for Absontes paytod tunding 7 (NIt Govermment ageec ies o pedvato antities hald wndor 8 govermmant agency whoss oxpenditem
W mot yuality for nbeamon payroll lunding Piease “ i npplicatile )

Pleass clich “No” It you ar s Government Agemcy hm-n-mm m-m

We declure that wo will make m-mmwmnnmmhmmmmmmm

i feomm pnonipt ol the npproved claim

Note:
In Crorganion Con clum abasles payrol Rendng o defiay the manparwes COMEINCLO el when thay send thae o imghtywes o liainisg

) e abaestan pargrold bindng lor oo-the ok tranng Abseniee pratol lopp by megbypet |8 mandatory for trmring AFTER working bowre The abaertee payrsd | fisding w co s hmed
(9090 or B0 29) betwesn the grermman and the armplayee and £ 1o be pad 10 v the smpayer
el I you hawe not provded WOA with your CHRO scoount information or £ you hawe changed youw GHO sccoutt. plosse downlsad the GEIO form Sy cliclong on the nk srowded and subimwl

o WOADremication. Qo €] A

Flades stiaiiie 1ot yris Nove & vabil LIINC suiinemt be alhiiine aioavtee Syt fetiing
IO Nuroba 1150129 170900

SLCS

19. Enter all necessary fields. Please note that mandatory fields are indicated by the red
asterisk (*).

20. Select the “Course Start Date” and “Course End Date” from the calendar pop-up. Note:
All applications must be submitted between the period of 180 days before course start
date and 30 days after course start date. Any application submitted outside of this time
period will be rejected.

21. The “Course Duration Components” (e.g. classroom hours, assessment hours, etc)
are pre-populated. Amend the values if required.

22. The “Course Fee Components” (e.g. course fees, assessment fees, etc) are pre-
populated. Amend the values if required.

23. With effect from 1 April 2009, government entities are not eligible for Absentee Payroll
funding. This includes private entities held under a government agency whose
expenditure on manpower is partially government funded.
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24. Read through the declaration and select either the “Yes” or “No” radio button depending
on whether your company is applying for absentee payroll funding.

25. Select either the “Yes” or “No” radio button to the declaration that you will make the
mandatory absentee payroll top-up portion to your employee if training is conducted
outside working hours within 1 calendar month from receipt of approved claim funding.

26. If the GIRO Number is valid, then click the checkbox and the “Next” button. (Note: If the
GIRO is invalid, please download and re-submit a copy of the GIRO form to WDA. At
the same time, update the GIRO number in your organisation profile.)

27. Click the “Next” button.

28. The system will display the Trainee Details page.

Create Training Grant Application

s vy i )
rcon: RIS et oyt )

Download Trainee template
List of Trainee Information
You may choose 10 efther enter the trainge paniculars directly Into the Training Grant Application by chicking on e 'Add Trainge to LISt option of by uploadng 3 prépared kst of raines particulars by selacting he Upload
Trainee Details’ option

ihat the maximum number of trainees for each Taining grant application or ciaim submission is 60 Piease spit your submission should this be exceeded. Please dick DEE for further instructions 10 proceed
To use the Upload Trainee Details’ option, you would first need 10 prepare your rainge details using the Download Tranee Tempiate’

Total Number of Trainees =0

Delete From List Upioad Trainee Details

First Pravious 1 Next Last

[sov [ ook [ e | caee

29. Choose to “Upload Trainee Details” in a CSV file format or individually key in their
particulars under “Add Trainee to List”. (For upload details, please click here to upload
trainee details in CSV file format; for manual inputs, please click here to enter trainee’s
details individually.)

30. The system will display the List of Trainee Information.

Create Training Grant Application

11-15—‘—101--.-.-..— 4 Torfrmanios
1 Comwna m:_—nn—_— o & Covsmny Oecuuniun |

rmstund imesee teatals
LUst of Trainee Informaton
%) TERF SROORE 17 et arder the PEmee SatE ey Seecls atn e Trpming Gt Agpiice Pr 230UNE o Be a4 Tramves ) Lt spten o DI RGNS bet 7 mueree SaTETLAITT TY TweTang e Lgingr
Tis Maastreem nefrOer of Nimeseds Ly a Vaning Jlat aieteddo Sarn S sunt (5 80 Meses ipat 0w s .4 ShOUZ May 30 e 00 Flate 0 gy B LM MAROI N 13 3100 C
2% B Uproas Trmses Detaly 0p0on you waids IEes ness o 1sEare TR ety
Total Number of Tranees = 1

mn—m"—-m@

L alls 4 Low R s RALR e Guu-ﬂum ng Ll

R T
[ Ton ) e

31. Click the radio button to select the trainees whom you are applying for the training grant
and click the “Next” button.

A\ 4
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32. The system will display Upload Supporting Document page.

Upload Supporting Document

e contore o 2 oo wctener SRR ¢ contrvn )
1 Causrns Intarastiar o 3 Trares Detebe . 3 Taiwe Declanation . & Amount Caim m::wmum.)

0 £OT OF 200 TaS 107 pOMN BUPPIAING BACUTENTE

Each ftle o Se uploade
fihe Nie aeceeds e 1
apht

2 not ceed 5 NE
© of S MB, you could follow the Selow recommendations 0 reducs the Nis sie

5. y0u Codle save 4 nlo 2 Sepirate doOamentE. the frdd doc

umert comining Me fret 10 pages whis he sacond document contans he nat 10 pages

ap the caocurmant
Piazas De 30304 At y0ou WK SEa08n 03 S0WNEss Whan UpIeaang non-oaf 1as 23 € wil 1363 Bubsiantal e 108 COomraion Hence, pleass uload only pat lHes
Fie Name [ roen |
Tide
Type * |nsact] -
Classificaton * [oemct] =
Oescriptios
Version *

o o [ ] cance
N

33. To upload any supporting documents, please click here for details.
34. Click the “Next” button.

35. The system will display the “Company Declaration” questions.

Create Training Grant Application

-

.Gourne o3 Traimes Dvisie 3. Suppartng Documens el e

Pioase daclare the following:
At the sraleses din wploy y pany's payruli?”

If He, ploase clarity: |

Forsub deryees, pleass soloct Yo' and indicatn NA & &t cotim B

. s question will b migerod afor you have selocied tha response 1o

SO A— __

If Mo ploase clarity: |
|

e appliedor sty formol Snancial ot e .

(rom osher hunds apan from WOA 7

i1 Yos, phoase clarity. B
X

m@m

36. Select either the “Yes” or “No” radio button for each question. Depending on your
selection, you may have to enter your remarks in the textbox provided.

37. If you want to save the draft for submission later, click the “Save” button. All information
entered can be retrieved later. Please note that saving as draft does not equate to a
submission. Otherwise click the “Next” button to proceed.
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38. The system will display the Confirmation page.

Create Training Grant Application

1. Term & Conditions

——— —

Company Information
Organisation
Mailing Address

Telephone

Fax

Email

SME Flag

Nature of Business
Main Business Activity
Ownership

Total Employment

Annual training age of ¢

as a per
payroll
Fixed Asset Investment (at net book value)

Branch Information

Tasty Cupcakes
Block/Building Number
Building Name
Street Name
Floor Number-Unit Number
Postal Code

96803325

Yes

2

Food and Beverage
Wholly Local

10

5.0%

S$ 10,000.00

Branch Name Tasty Cupcakes

Block/Building Number
162

Floor Number-Unit Number
#01-44

Branch Location

Branch Authorised Administration Information
Role Name

XU LEI

Identification Type

Management Rep NRIC

162

BUKIT MERAH CENTRAL
#01-44

150162

BuildingName
Postal Code
150162

Identification Number
S8563820F

2. Company Information ¢ 3. Online Form

Street Name
BUKIT MERAF (

Designation
CEO

:NTRAL
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Course Info

Registration Type Other Unique Establishments (UENO)

Organisation Registration Number TO8GB1109H

Training Organisation name ABC Training School

Course Title Problem Solving and Decision Making - Operations
Level.

Location of Training -

Country -

Project Code - Project Name -

Fee Type Nett Fee

Course Start Date 20 Jun 2013

Course End Date 21 Jun 2013

L di Provided English

Number of Training Days 2

Course Duration Components Description Hours
Classroom Training Hours 16.00

Total duration in hours per trainee 16.00

Course Fee Components . Cost

Description (S$)

Course fee per trainee (excluding GST) 300.00

Total cost of training per trainee 300.00

Please declare the following :

Is the course relevant to the Trainee(s) current role and in line with the business needs of the Applicant company? Yes

Is your company applying for Absentee payroll funding ? (NB: Government agencies or private entities held under a
government agency whose expenditure on manpower is government funded do not qualify for absentee payroll funding. Please Yes
click "No" if applicable.)

We declare that we will make the mandatory absentee payroll top-up portion to our employee if training is conducted OUTSIDE
working hours within 1 calendar month from receipt of the approved claim funding.

Yes
Note:
(@) Companies can claim absentee payroll funding to defray the manpower costs incurred when they send their employees for training.

(b) No absentee payroll funding for on-the-job training. Absentee payroll top-up by employer is mandatory for training AFTER working
hours. The absentee payroll funding is co-shared (90:10 or 80:20) between the government and the employer and it is to be paid to
the employee via the employer.

Trainee Details

S/N NRIC/UIN Name of Trainee Citi hi Type of Fundi gl:lztl:iaf:::oa:iaoln Designation
1 S1433288E Josephine Lau Sln_g_apore Normal A L.EVEI or Supervisors and Technicians
Citizen equivalent
2 S8877105E Tan Soo Ling Sln_g_apore Normal N ITeveI or General Workers and Unskilled
Citizen equivalent Workers
Permanent 0" Level or
3 S79464911 Woo Richard Resident of Normal Production/Admin Support Staff
equivalent
Singapore
Permanent 0" Level or
4 S7456206A Lin Amy Resident of Normal . Production/Admin Support Staff
Singapore equivalent

Company Declaration

Please declare the following :
Are the trainees direct employees on your company's payroll?

If No, please clarify : -
For sub-contract employees, please select "No" and indicate NA in the
remarks column. Another declaration question will be triggered after
you have selected the response to the third question.

Are the trai fully ed fi ially by your company? Yes

If No, please clarify : -

Has your company applied for any form of financial support for this No
particular training course from other funds apart from WDA?
If Yes, please clarify : -

Application Submission Remarks -

View Supporting Documents
DECLARATION

We declare that the information stated in this training grant application and the accompanying information are true and correct and
the expenses incurred have been paid by us for the approved training course and that apart from this application, no other
applications have been made for these expenses. All relevant documents pertaining to this application are with us and can be
inspected by the Singapore Workforce Development Agency (WDA) anytime.We declare that our organisation has not previously
or training grants (comprising course fee and/or absentee payroll grants) to WDA.

'es, we confirm the above declaration. @
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39. Read the Declaration carefully. To confirm, check the box “Yes, we confirm the above
declaration”, and click the “Submit” button.

40. The system will display the Acknowledgement Page. Please take note of the reference
number.

Acknowledgement Page

Your application with Reference NumbeKTG-2013-004087 has been submitted successfully.

Please click here to view and print your submitted application details. @

41. Click the “Close” button.
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