SkillsConnect System Training Guide

4.1

Companies may apply for training grant (course fee and/or absentee payroll) from SSG for

Apply for Training Grant by Company

their employees who attend SSG’s pre-approved courses to defray their cost of training.

These pre-approved courses are conducted by training organisations/ companies conducting

courses in-house, registered in the SkillsConnect system.

All applications for training grant will be subjected to SSG’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 SSG 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.

2.

For an overview of applying for training grant, click here.

Go to the SkillsConnect system website at http://www.skillsconnect.gov.sg

Click the SingPass icon to login via SingPass.

The system will display the SingPass login page.

Singapore Personal Access

SingPass

Singapore Government
Integrity « Service - Excellence

Q

A- A A+ = Contact Us | Feedback | Sitemap

=

Security Advisory

1. Protect your SingPass with strong passwords
2. Change your SingPass password regularly
3. Visitth fe Online w 0 learn more about how to

protect yourself against cyber threats

FAQ About Us

Login

SingPass ID @

Cancel rgot SingPass ID or Password?

Don't have a SingPass |ID? Register Now

Password @

For Singaporeans or Permanent Residents, enter your NRIC number as your SingPass

ID. Note that all Employment Pass holders can apply for SingPass. For more information,

please visit https://www.singpass.gov.sa/singpass/register/reqisterinstructions.

Enter your Password.

Click the “Login” button.
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8. The system will display the Profile Summary page.
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9. Click the “Participating Company” button.

10. At the left menu panel, click the “Create Application” button under the Training Grant
Menu.
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11. The system will display the Terms and Conditions page.
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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, you will
be able to click on the “Proceed” button.

13. The system will display the Company Information page.

Page 2



SkillsConnect System Training Guide

Create Training Grant Application

1.Tcm&ﬂn|d|llnmm 3. Onlire Form y 4, Confirmation l

Please update your organisation profile at the "Organisation Profile Management™ Menu if the information displayed is incorrect or has changed.

(Organizaion Tasly CUpCakes:

Mailing Address BlockBuiding Nusber
Buikfing Name .
Shreed Hame Warina Bay
Flogr Number-Unk Number —
Bostal Code BrseET

Tl BaTaE28S

Fax -

Email -

SME Flzg Yiea

Nature of Business Iianufacturing

[1ain Business Activity Bakng

(Oemership \ihuolly Local

Total Employment 100

Annual training budget as a percentage of company payroll -6

Fixed Asset investment (at net book value) S5 -

Branch Information
[+ Branch Hame Tasty Cupcakes

Branch Authorised Administration Information
Rode HName Identification Type Identification Humber [Designation

14. Click the “Next” button.

15. The system will display the Search Courses page.

Search Courses

For better search results, search using key words under both Training Organisation Name and Course Title.
Training Organisation Name

Course Title

Course Code

Payment Type [select] ¥

Bacl (Search) Cancel|
—

Search results
To view course details, please click the course title
To apply training grant for a course, please select the button on the left and click the bution

[ | Training Organis ation Name Total Training Duration (hrs) Total Cost of Training Per Trainee ( S§) For More Course Information
o) Wonder Training Schoal Fundamentals Certifcate 0 0 CRS-N-0001569
Wonder Training School Mierosoft Excel 0 0 CRS-N-0008370

FirstPrevious 12 NexiLast @

16. Enter the search criteria for the course. 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 appropriate course and click the “Select” button.
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18. The system will display the Course Information page.

E

[ Croote Com

Note:
(@)
(b

(c

Edit Training Grant Application
Enqury »
1 Tem & Conaors 2 Conpany nomaier S RCTINTNRN ¢ Contmuton )

 Eat Appicaton

[ Mabe Paymant to WOA Course Information
| | Inform ation
| vewdt 0rgansatin Profte
Registration Type. Ragistraton of Business
Organisation Registration Number 123456780
Training Organisation name Wondes Tranng School
| Course Reerence Number CRS- QO012M5FB
Course Title Food and Beverage Safety and Hygune Pokcies
Location of Training Local
Foe Type (Click here tofind out about the 2 dferent fee types - Full Fee . Nett Fee. WDA
request for Nett Fee mode and Hott Feo_® Full oo
approve i under the Rl Fee mode. )
Course Start Date * )
Course End Date *
Language Medium Prowded
Number of Training Days
Course Duration Components *
(Please edt f the actual hours are different ) ClassioomTraning Hours
Total duration in hours per trainee
Course Fee Components *
I difterent) Course fee pot iranes (exchidng GST)
Total cost of training per rainee

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?

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

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.

Please ensure that you have a valid GIRO number to disburse absentee payroll funding

2 Traines Dutails _ 3 Bupporting Documents _. 4 Company Declaration |}

Companies can claim Absentee Payroll funding to defray the manpower costs incurred when they send their employees for training

No Absentee Payroll funding for on-the-job training. Absentee Payroll top-up by employer is mandatory for training OUTSIDE working hours. The Absentee Payroll funding is co-shared (95:5 for WTS or
80:20) between the government and the employer and itis to be paid to the employee via the employer. If you are applying for Absentee Payroll funding, granting off-in-lieu in place of paying the Absentee
Payroll with top-up to your employee is not allowed

If you have not provided WDA with your GIRO account information or if you have changed your GIRO account, please download the GIRO form by clicking the link provided and submit to WDA for
verification. Download GIRO Form

GIRO Number 7339-621-621850932001 ' Vaiid
Bld@n(-wd
19. Enter all necessary fields. Please note that mandatory fields are indicated by the red

20.

21.

22.

23.

24,

25.

asterisk (*).

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

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

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

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.

Read through the declaration and select either the “Yes” or “No” radio button depending
on whether the course is relevant to the trainee(s) current role and in line with the
business needs of your company, and if your company is applying for Absentee Payroll
funding.

If your company is applying for Absentee Payroll, please 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.
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26. If the GIRO Number is valid, then click the checkbox. (Note: If the GIRO is invalid, please
download and re-submit a copy of the GIRO form to SSG. 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
o g2 corver v S cortme )
1 courne TR - »

| Ust of Trainee Information
T

29. Select “Add Trainee to List” to individually key in the trainee’s particulars. (Alternatively,
you may choose to “Upload Trainee Details” in a CSV file format. For details, please visit
www.skillsconnect.gov.sg/web//quest/quides and download the ‘Upload Trainee Details in
CSV File Format’ user guide under section 4.1.1).

30. The system will display the “Add Trainee to Details” Page.

Adhoc Claim Menu

Enquiry Add Trainee Details

Training Grant Menu Trainee Details
Craste Appleation NRIC [ UIN®

|

Cate Bt s

~

s the rul auring wrainew's
Monthly Basic Salary (83)

Hours worked per week -

Hourly Basic Satary(8$)

Mo

31. Enter all necessary fields. Mandatory fields are indicated by the red asterisk (*). Click
“Add” button.

32. The system will display the “View Trainee Details page. Then, click “back” button.
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33. The system will display the List of Trainee Information.

P Singapore Government
smLLs'ﬁuémse ntegrity = Servics - Excellenc
Web Portal | Profile Su

Create Clam

m Create Training Grant Application
Enqury »

LTI o conttiors 2 omsay o SXTTgy ¢ contmson

.

it Appicaton . coume TR 3 supperting Documents_ 4. Cormpany Osciarston )
Organisation Menu

Make Payrent to WOA

ary | Logout

Download Trainee template
| — ! List of Trainee Information
Mew/Edt Organisation Profle | Trainee(s) mustbe employed by the applicant company in accordance to the Employment Act and casual workers emp an ad-hoc basis, and who do not enjoy any employment benefits are not eligible for funding.

Inbax

You may choose to either enter the rainee particulars directly into the Training Grant Application by clicking on the 'Add Trainee to List' option or by uploading a prepared list oftrainee particulars by selecting the Upload Trainee Details' option

Logout Please note that the maximum number of trainees for each training grant application or claim submissian is 60. Please split your submission shauld this be exceeded. Please click here for furher instructions to proceed
To use the Upioad Trainee Details"option, you would first need to prepare your ¥ainee details using the 'Download Trainee Template’

Total Number of Trainees =2

Name of Traee Citzenship ——Educationai quaication Dosignation |
0 $1111111A LEE Singapore Clizen ‘A’ Level or equivaent Supervisors and Technicians
u 2 522222228 Kee Singapore Ciizen WSQ Certfic e ProductioniAdmn Support Staff

Add Trainee to List Delete From List Upload Trainee Details

-

First Previous 1 Nexi Last

34. Click the “Next” button.

35. Upon submission of trainee information, the SkillsConnect system will check against the
eligible database of Workfare Training Support (WTS) letter recipients and assign WTS
funding rate automatically. Trainees assigned WTS funding rate automatically will be
displayed in Table 1. Trainees who are not assigned WTS funding rate automatically will
be displayed in Table 2.

ﬁ Singapore Government

Integrity * Service » Excellance

sSG
Web Portal | Profile Summary | Logout
Adhoc Claim Menu Help
Create Claim
Enquiry Create Training Grant Application
Enquiry »
— 1. Term & Conditions 2. Company Information 4. Confirmation
Training Grant Manu o
Create Application t.ourss RIS 5 supporting Dacuments e & Gompany Deciaration
Edit Application
F—— Table 1

L= Base on our records frainees in Table 1 are eligible for the enhanced funding under the Worldare Training Support(WTS) scheme
= s [ wcuw [ " “Nameoitamce | Ciiensp
View/Edit Organisation Profile 1 SLULLLA 2 XX Singapore Citizen

2 s22222228 o X sSingapore Gitizen
Workdesk Modules 3 s3333333 o XX Singapore Citizen

Table 2
For trainees who are notidentified based on our records, but who meet the WTS eligibility criteria (Singaporeans aged 35 and above and having a menthly income of not more than $2,000 per month), you may select
the checkbox beside the trainee’s name in Table 2 to make a declaration of the trainee’s WTS-eligibility.

By selecting the checkbox, you agree that you have validated the trainee's WTS-eligibility and declare that the information provided is true

If you have made a declaration of the trainee's WTS-eligibility, please upload supporting documents (i.e. WIS letier, payslip, IRAS notice of assessment, SingPost's receipt, employment letter) in the next page and
select the document type WTS Supporting Document (Confidential)

I | I
Cd 1 544444440 | XX Singapore Citizen
2 $5555555E B 20 Singapore Citizen
3 56666666F [} XX Singapore Citizen
4 77777776 2 XX Singapore Citizen
5 58888888H 3 XX Singapore Citizen
[SovelBack{hext]

36. For trainees in Table 2 whom you have validated to meet the WTS eligibility criteria
(Singaporeans aged 35 years and above and earn a monthly income of not more than
$2,000 per month), you may select the checkbox beside the trainee’s name to make a
declaration of the trainee’s WTS eligibility.

37. The declaration is not applicable for trainees who are less than 35 years old. For
processing of applications for eligible persons with disabilities (PWDs) aged 13 to 34 and
received WTS letters, you may contact the SSG call centre at 6785 5785 for assistance.

38. Remaining trainees in Table 2 will be assigned the applicable funding rate based on the
trainee information provided.
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39. Click the “Next” button.

40. The system will display Upload Supporting Document page. If you have selected the
checkbox to make a declaration of WTS eligibility, please upload copies of the supporting
documents and select the document type ‘WTS Supporting Document (Confidential)'.
Otherwise, there is no need to upload supporting documents unless requested.

41. To upload any supporting documents, click the “Choose File” button. Select the desired
document and click the “Open” button. Only PDF or Zip files are acceptable.

42. Enter all necessary fields and click the “Upload” button. Please note that mandatory fields
are indicated by the red asterisk (*).

43. Click the “Next” button.

44. The system will display the Company Declaration page.

o | Please declare the following :
Are the trainees direct em playees on your company's payroli?*
It No, please clartty:

uxggered aner you
i

Ner calumn. Another

your company

I No, please clarify:

Has your company appéed for any form of financial support for this particular training course from other funds apaf\from WDA?*
1 Yes, please clartty

Appication § ubmission Remarks

En@)m e

45. 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.

46. 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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47. The system will display the Confirmation page.

Adhoc Clalm Menu

Create Training Grant Application

1. Torm & Condiions __2 Company inormation _, 3. Onlins Form -

Company Information
Organisation

Tasty Cupcabos

| Malling Address b
z ) Lak
Marina By
Number #06-0¢

P Code era0a7
63745265
Baking

roup Le 0

| 100

Annual Sakes Turnover

Annual tralning budget as a parcentage of company payroll
Fixed A sset Investment (at net book value)

Branch Information
Branch Name
Block/Bullding Number BubdingName Streat Name

Branch Location Floor Number-Unit Number Pastal Code

Branch Autharised Administration Information
Roke Nare Identfication Type Identification Number Deskonation

Course Info

Registration Type Reg
Organisation Registration Number 123466784

Training Organisation name Wander Training Schoal

Course Title Food and Bererage Safety and Hygiene Policies
Location of Training

wation of

pany

Course Duration Components. Hours
750

Total duration in hours per trainee
Course Fee Components: Cost (S5)

- i 150.00
Total cost of training per traines
Please dedlare the following :
Is the course relevant to the Trainee(s) current role and in line with the business needs of the Applicant company?
Is your company applying for Absentee Payroll funding ? (NB: s or prit e gency power i funded do not qualify for Absentee Payroll funding. Please . __
click ""No™ if applicable.} =
We declare that we will make the mandatory Absentee Payroll top- i ¥ training OUTSIDE working hours within 1 calendar month from receipt of the approved claim funding.
Mote:
(@ Companies can ciaim Abseniee Paymll inding lo defray the manpower cos’s incurred when ey send ineir employees for training
®) Mo Absentee Paymoll funding for on-fe-job raining. Absentee Payroll top-up by em pioyer is mandatory for training OUTSIDE working hours. The: Absentee Payroll funding is co-shared (855 for WTS or 80-20) between the govemment and he

employer and itis 1 be paid to the employee wathe emplojer I you are applying for Absentee Payroll funding, granting ofi<nieu in place of paying he Absentee Payril wilh bp-upto your empioyee is not aliowed

Trainee Details

S/IN NRIC/UIN Name of Trainee Gtizenship Type of Funding
1 ST061042A Xu « Cinzer Normal A' Level o equivalent Production/Admin Support Saff

Company Declaration

Please declare the following :

Are the trainees direct employees on your company's payroll?

1f No, please clarity

For sub-contract employees, please select "No" and indicate NA In column,
triggered after you have selected the response to the third question.

Are the trainees fully sponsored financially by your company?
1 No, please clarify :

Has your company applied for any form of financlal support for this particular training course from other funds apart from WOA?
1f Yes, please clarify :

Application Submission Remarks

View Supporting Documents

a P
0
DECLARATION 3 E

IWe 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
awvoved lraimnu course and that apart from this application, no other applications have been made for these expenses. Al relevant documents pertalmnq to this application are with us and
n be i d by the Workforce Agency (WDA) anytime.We declare that our organisation has not previously applied for training grants (comprising course fee

and/or absentee payroll grants) to WDA.

v/ Yes, we confirm the above declaration.

48. Read the Declaration carefully. To confirm, check the box “Yes, we confirm the above
declaration”, and click the “Submit” button.
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49. The system will display the Acknowledgement Page. Please take note of the reference
number.

Acknowledgement Page

Your application with reference numfer T6-2016-000048 hagbeen submitted successfully.

An email notification on the outcome of the submission will be sent to your Organisation. Upon course completion, while the applicant company is to submit claim for full fee payment type, the training
organisation is to submit claim for nett fee payment type.

Transaction Date:31 Mar 2016 16:30

You may click this link to share your user experience with us. @

50. Click the “Close” button.
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