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1. Introduction  

1.1 Purpose of this document  
The purpose of this document is to ensure that DG Applicants are equipped with all the 

information pertaining to the SASSETA Indicium system. This manual will assist 

stakeholders to perform their specific tasks on the system. 

2. Discretionary Grants Application 
This section allows applicants to register for Discretionary Grants applications. 

   2.1. Completing the Compliance Checklist.  

Steps Action Screenshot 

1 Click on the Register as new 

discretionary grants 

applicant hyperlink  

 

 

2 Select the Register Button 

to proceed to the 

Compliance Checklist 

 

3 Complete the Compliance 

Checklist to proceed to the 

Registration Page. 

 

Note:  

When the Radio button 

“Yes” is selected for the 

Question:   

“Do you have a valid BBBEE 

Certificate/Affidavit?” – the 

applicant will be required to 

provide the BBBEE 

Certificate/Affidavit 

expiration date. 

 

 

When the Radio button 

“Yes” is selected for the 

Question:   

“Do you have a valid tax 

clearance certificate 

/Certificate of good 

standing?” – the applicant 

will be required to provide 

the Certificate expiration 

date. 
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When the Radio button 

“Yes” is selected for the 

Question:   

“Has SASSETA previously 

terminated an agreement 

with this entity?” – the 

applicant will be required to 

provide details of the 

termination. 

 

When the Radio button 

“Yes” is selected for the 

Question:   

“Do you or any person 

connected with the 

application have any 

relationship (family, friend, 

other) with a person 

employed by the SETA, 

involved in evaluation 

process or a member of the 

SASSETA board?” – the 

applicant will be required to 

state particulars of the 

relationship.  

 

4 Click on the Save and 

Proceed button. 

 

Note:  

When the message dialogue 

is returned, the system will 

allow the applicant to 

proceed to step 1 of the 

application.  

 

Step 1: Applicant Details  



 
 

 
Page 5 of 31 

 

5 Complete the Applicant 

Details page  

 

6 Click the Save and Proceed 

button 
 

Step 2: Organisation Details  

7 When the Applicant Details 

page is completed, the DG 

applicant will have to link 

themselves to an 

Organisation on the 

Organisation Details page. 

 

8 Select the type of 

Organisation value 

 
9 Click on the search icon to 

search for an Organisation  
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10 Input the Organisation’s 

SDL Number 

 
11 Click on the Search button. 

The system will return the 

existing organisation.   
12 Click the Select button 

 

13 Click Next to proceed to the 

final step  

14 Select the Type of 

Organisation and Financial 

Year period. 

 

Select the “Yes” or “No” 

radio button. 

 

Upload the Delegation of 

Authority document by 

selecting the Choose file 

button – when the field 

turns green, it is ready to be 

uploaded. 

 

Declare the registration by 

ticking on the checkbox. 

 

 

15 Upon selecting the Save 

button, the organisation 

record will display.  

 
Note: 

 

The applicant will be given an option to add the company details manually for the following organisation types: 

 

• Private Training Provider 

• Public Training provider/ Community College 
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• NGO/CBO/Corporative 

• Trade Union 

 

16 Select the Add Organisation 

button  

17 Complete the Organisation 

Details. 

 

 

 
18 After saving the 

Organisation details, the 
system will direct you to the 

next page where you must 

declare the information 
provided. 

 
19 The organisation will display 

that it has been saved 

successfully. 

 

Note: 

The system will allow the 

addition of more than one 
organisation. 
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3. Access to the system 
This section allows DG applicants to login to the SASSETA Indicium system. 

Steps Action Screenshot 

1 The DG Applicant will 

access the login page to 

enter their login 

credentials. 

 

 
20 When the Organisations 

have been added, select the 

Finalise Application button. 
 

21 The applicant will receive an 

Acknowledgment email of a 

successful registration with 

their login credentials 

attached. 
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2 Select the DG tab 

 

3 Click on the Organisation 

Tab 

 

4 When the Search button is 

selected, all the companies 

linked to the DG 

applicant’s profile will 

display.  

 
 

5 Select the Organisation 

that needs to have the 

forms completed for and 

click on the Action icon. 

 
 

4. Organisation Info page 
In this section the registered DG applicant needs to update the Organisation details, 

upload documents, complete Discretionary Grant forms and declare the application. 

Steps Action Screenshot 

Edit Organisation Details 

 

1 Click on the Organisation 

Details tab 
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2 Indicate the status of the 

business by selecting a 

value from the dropdown 

list.  

 

3 Click on the Save button to 

save the Organisation 

details.  

 

Compliance and Discretionary Documents Upload 

 

4 Click on the Compliance & 

Discretionary Documents 

Upload tab 

 

5 Select the Document type 

that must be uploaded and 

click on the Add Document 

button. 
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6 The documents upload 

window will open.  

 
You must select the funding 

window period from the 

dropdown list and use the 
browser functionality to 

search for the document. 

 
Lastly you must select the 

Upload button to save the 

document. 
 
Note:  Ensure that the 
documents to be uploaded are 
either PDF or TIFF or JPEG or 
JPG or PNG format 

 
 

7 The uploaded documents 

will display  

 

Declaration 

 

8 Click on the Declaration tab 

 

 

9 Select the funding window 

period. 
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5. Completing Discretionary Grant Forms 
In this section the DG applicant will complete the DG forms. 

10 Complete the listed 

Declaration of Interests, and 

lastly click on the Save 

button  

 

Steps Action Screenshot 

1 Click on the 

Discretionary Grant tab  

 

2 Select the available 

Funding Window period 

and click the Create 

button  

 

3 The system will create a 

row for that Funding 

Window period. 

 

Upon selecting the row, 

the Complete DG 

Application button will 

be active 
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5.1. Artisans Employed/Unemployed 
 

4 The landing page will 

display the 

Discretionary Grant 

forms 

 

 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 

 

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
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5.2. Bursaries Employed/Unemployed 
 

 

 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

When the value “Other” 

is selected on the Field 

of Study field, you will 

be required to provide 

details of the Other field 

of study. 

 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 
apply for the grant, 

select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 

Forms Menu button to 

complete another form 
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5.3. Community College Programme  
 

 

5.4. Learnership Employed/Unemployed 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms  

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Number of 

Grants. 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 

select the checkbox and 
save the form. 

 
5 Select the Back to 

Discretionary Grant 

Forms Menu button to 
complete another form 

 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 
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5.5. Public CET/ TVET Support – Skills Programme 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 
 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 

 

4 If you do not wish to 

apply for the grant, 

select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 
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5.6. Public CET/ TVET Support – Bursaries 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 
Person will be multiplied 

(X) by Total number of 

Grants applied for per 
province. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 

select the checkbox and 
save the form. 
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5.7. Public CET/ TVET Support – Workplace Exposure 
 

 

 

 

5 Select the Back to 
Discretionary Grant 

Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 
Person will be multiplied 

(X) by Total number of 

Grants. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form.  

4 If you do not wish to 

apply for the grant, 

select the checkbox and 
save the form. 

 
5 Select the Back to 

Discretionary Grant 

Forms Menu button to 
complete another form 
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5.8. Public CET / TVET Support - Management and Financial 

Training  

 

 

5.9. Public CET / TVET Support - Infrastructure 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 
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5.10. Recognition of Prior Learning (RPL)  

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 
Person will be multiplied 

(X) by Total number of 

Grants. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form.  

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 
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5.11. Adult Education and Training (AET) 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 

Forms Menu button to 
complete another form 

 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form.  

4 If you do not wish to 

apply for the grant, 

select the checkbox and 

save the form. 
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5.12. Skills Programmes Employed/Unemployed 
 

 

 

 

5 Select the Back to 
Discretionary Grant 

Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
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5.13. WIL – Candidacy   
 

 

5.14. WIL – Internships 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 

apply for the grant, 

select the checkbox and 
save the form. 

 
5 Select the Back to 

Discretionary Grant 
Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 
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5.15. WIL – TVET 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form.  

4 If you do not wish to 

apply for the grant, 

select the checkbox and 
save the form. 

 
5 Select the Back to 

Discretionary Grant 

Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 
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5.16. WIL – University Placement 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form. 
 

4 If you do not wish to 
apply for the grant, 

select the checkbox and 

save the form. 

 
5 Select the Back to 

Discretionary Grant 

Forms Menu button to 
complete another form 

 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form.  

4 If you do not wish to 
apply for the grant, 

select the checkbox and 

save the form. 
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5.17. WIL – University of Technology 
 

 

6. Submitting Discretionary Grant Forms 
In this section the applicant will submit the DG forms on the Discretionary Grant Application 

Forms main page.  

5 Select the Back to 
Discretionary Grant 

Forms Menu button to 

complete another form 
 

Steps Action Screenshot 

1 Click on the Select 

button to open the form 

 

2 Complete all the 

available fields on the 

forms. 

 

Note: 

The Unit Amount Per 

Person will be multiplied 

(X) by Total number of 

Grants applied for per 

province. 

 

 

3 Click on the Add button 

to save the records 

entered.  

The details will display 

at the bottom of the 

form.  

4 If you do not wish to 

apply for the grant, 
select the checkbox and 

save the form. 

 

Steps Action Screenshot 

1 When the last form is 

completed, the 

applicant may select 

Back to Discretionary 
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Grant Forms Menu 

button 

2 Select the Submit 

Discretionary Grant 

button  

 

 

 

 

 

 

 

Note: 

All forms that are 

available for the opened 

funding window are 
compulsory. 

The system will check if 

all forms have been 

completed before 

submission can be 

made. 

 

 

The system will check if 

all compulsory 

documents have been 

uploaded, and if the 

Declaration page has 

been completed 

 
 

 
 

 
 

3 The new DG status will 

display above the forms 

 
4 The applicant will 

receive the 

Acknowledgment of 

Discretionary Grant 

Submission email 
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7. Complete DG Funding Agreement Details 
In this section the applicant needs to complete the DG Funding Agreement Details so that 

payments can be processed to their company. 

 

Steps Action Screenshot 

Section to be completed by the Stakeholder - Capturer - Discretionary Grants 
1 The DG capturer will 

login to the system by 

entering their login 

credentials 

 
 

2 The DG Capturer will 

select the Organisation 

tab to access their 

organisation. 
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3 The DG Capturer will 

search for the 

organisation and select 

the Action icon to 

access the DG Funding 

Agreement Details 

section 

 
 

4 Click on DG Funding 

Agreement Details tab 

 
5 Select the open Funding 

Window period. 

 
6 The Discretionary Grant 

Funding Agreement 
Details page will 

display. 

Complete the Bank 
Account Details section. 

 
7 Complete the Authorised Signatory sections.  
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8. Generate DG Funding Agreement 
In this section you will be able download the DG Funding Agreement document. 

 
8 Click on the Save 

button after completing 

the details 
 

Steps Action Screenshot 

1 Login to the system 

with your login 

credentials 
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2 Select the Organisation 

tab to access the 

organisation you 

applied for 

 
 

3 Select the Action icon to 

access the DG Funding 

Agreement document 

 
 

4 Select the open Funding 
Window period. 

 
5 Click on the Generate Funding Agreement button to download each DG Funding Agreement per approved 

grant type. 
 

 


