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GMS Self-Service (NLC)

Objective

This user manual is a reference for daily usage guide for organisations that required to use
the Grant Management System (GMS) Self-Service Portal.

It contains a written guide and the associated images or screenshots to explain and simplify
the workflow for the user. The screenshots have been taken from the latest version of a
working Grant Management System. Please note that there may be slight discrepancies
between the final version of the system and the version shown in the screenshots of this
manual.

Please consult with your support resource or supervisor for any queries not covered in this
document or that fall outside the scope of the covered topic.
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1. User Account Creation or Log In

Pre-requisite(s):

Use a Microsoft Edge or Google Chrome or Brave browser to access
the case management solution. No Firefox, No Internet Explorer, No
Safari.

11. LoglIn

2. Go to the portal URL (As per provided).

3. Enter your username.
4. Enter your password.

5. Click Log In.

Sybrin

Password

New to NLC?
Create an account

Forgot Password?




GMS Self-Service (NLC)

1.2 Self-Registration

Pre-requisite(s):

User should enter a valid email address. Email address should match
the one used when organisation was registered with CIPC or relevant
organisations registering body.

Sybrin

Password

New to NLC?
Create an account

Forgot Password?
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Create Account

2y clicking on Create an account you are agreeing to the
Terms of Service and the Privacy Policy.

| Create an account

Already Have an Account? Login

1. Click Create an account.

2. Enter your username

3. Create a password (at least 15 characters)
4. Confirm your password

5. Enter your email address

6. Click Create Account

Password must follow the correct pattern, which means including special
character(s).

User account will be locked on failed logon threshold me (incorrect password
entered multiple times). In such case, contact the NLC Call Centre.
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2. Self-Service Registration

2.1 OTP Verification

Pre-requisites:

System will authenticate User through a One Time Password (OTP) sent to the

captured Email Address.

The OTP is onlv valid for 5 minutes.

1. At Login or upon account creation, OTP is automatically sent to the captured email
address before further actions.

2. Important Notes.

3. Email sent with OTP.

4. Click Resend OPT (If you have not received the OTP, so it can be resent)

[ 4 Grant Management Porta © FAQ

© System OTP Verification

fore attempting any NLC praceedings

One-Time Password

We have sent an OTP to your email address.

Validate OTP

UUUUL

C' Resend OTP

aﬂa‘es:

* For successful verification, ensure that you used a valid email and it can still receive messages.

* If you have exhausted all the retry attempts. kindly log out and try again later, or contact NLC Call Centre.

NeW OTP Request Inbox x

NLC Account <nlc@sybrin.coms 10:50 (2 minutes ago)

tome =

Good day

Your OTP is 691965 and is valid for 5 minutes.

If you have any trouble accessing your account, please call 08600 123 123 or send an email to us at nlccallcentre@nlc.org.za
Qur operating hours are from 07:00 to 18:00, Monday to Friday.

Regards,

NLC Call Centre.
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5. Enter the OTP sent into the System’s portal screen.
6. Upon entering the OTP, User will see notification “OTP Validation” message OR Click
Validate OTP.

. 54 Grant Management Portal | @ AboutUs @ FAQs M Training Manual

© System OTP Verification

Regulstory verfication check before atiempting any NLC proceedings

One-Time Password

We have sent an OTP to your email address.

6 I Validate OTP I

Notes:
* For successful verification, ensure that you used a valid email and it can still receive messages.

* If you have exhausted all the retry attempts, kindly log out and try again later, or contact NLC Call Centre

Grant Management Portal | @ AboutUs @ FAQs P) pholoshot

© System OTP Verification
check before any NLC

One-Time Password

We have sent an OTP to your email address.

OTP Validation

Successfully validated

Notes:

* For successful verification, ensure that you usea a vaiia email ana it can suil recelve messages.

* If you have exhausted all the retry attempts, kindly log out and try again later, or contact NLC Call Centre.

7. Click OK
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2.2 Capture Registration Request Details

Pre-requisites:

Only an organisation director can perform the registration/profile request.

| Registration Request Detais

Personal Information

Designation

Company Director

* Province

* ID Number (Only SA ID Number)

D Number

*No of Directors.

| B
7

Notes:

* Please ensure that all the required fields are duly captured

* Upon accepting the T&Cs, you will be allowed to submit your registration request.

* Keep the Reference No for all communication with NLC call centre.

© N o a0 ko Dd =

Enter your Province.

Enter SA ID Number (South African ID Number).
Enter the Organisation Name (as per registration).
Select the Organisation Type.

Enter the Organisation Registration Number.
Enter number of directors in the organisation.

Click Accept NLC Terms & Conditions.
Click Next

2.2.1 Invalid API Verification

Once the user has clicked ‘Next’

e The API will do verifications check based on what the director/Office bearer has

entered on the previous screen; the Organization Number, Organization Name,
Organization status and Number of Directors.

7|Page
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1. If user has entered any incorrect organization information, (User prompted with an error

‘Organisation Details’ request toast message. This will enable the user to re-verify their
details and do a registration again.

B Grant Management Porial | ## Home @ AboutUs @ FAQs B ContactUs

Request Director Organisation Organisation Organisation
D Details Details Members Staff
Fullname Y Email L 4 IDNumber L2 ¢ DirectorStatus. s Y RegistrationApprovalStatus. s+ Y ‘ApprovalEmailSent s Y

)

Organisation Details

Organisation not found with sources, please verify your

ltems per page 10

==

No tems. =

2. Click OK

B Grant Management Portal |  ## Home @ AboutUs @ FAQs B ContactUs

& — m —— — . —
Details Details. Details Members Staff
Fullname ¢ Y Emai 4 Y IDNumber ¢ Y  DirectorStatus ¢ Y  RegistrationApprovalStatus ¢ Y  ApprovaEmailSent s Y

©

Registration Request
Cancellation

Your registration request has been cancelled!

tems per page 10w

E3am

3. User will be prompted with a ‘Registration Request Cancellation’ toast message.

4. Click OK
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5

Icgrant.sybrm.com/AppBu ilder/#/UATSelfServicePortal

> a ¥ O 0
M Gmail B YouTube PA' Maps [ Adobe Acrobat [ All Bookmarks
LB GrantManagement Portal | ## Home @ AboutUs @ FAQs [ ContactUs @ ReD ROCK
(D) Dashboard
i= My Requests v
© Fending Requests 13 Organization Reg No 4 Y  EOrganization Name 4+ Y  @Registation Status 4+ Y  WReason Code EE 4
= Approved Requests
@ My Inquiries
H 13 H L
5. Go on the web browser tab, and click the ‘Refresh icon C'
= O O

© System OTP Verification
Regulatory veriication check before atiempting any NLC proceedings

One-Time Password

‘We have sent an OTP to your email address.

JUUUUU

Vaiidate OTP

NOE@S:

* For successful verification, ensure that you used a valid email and it can still receive messages.

* If you have exhausted all the retry attempts, kindly log out and try again later, or contact NLC Call Centre.

6. Upon clicking the refresh icon, you will receive an OTP sent to the captured email

address.

Inbox x

New OTP Request

. NLC Account <nlc@sybrin.com>
‘ tome v

Good day

Your OTP is 691965 and is valid for 5 minutes.

10:50 (2 minutes ago)

If you have any trouble accessing your account, please call 08600 123 123 or send an email to us at nlccallcentre@nlc.org.za.

7. Email sent with an OTP.
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-

rant Management Portal | @ AboutUs @ FAQs M Training Manual

© System OTP Verification

Reguistory

ion check before atiempting any NLC proceedings

One-Time Password

We have sent an OTP to your email address.

Validate OTP
C' Resend OTP

* For successful verification, ensure that you used a valid email and it can still receive messages.

Notes:

* If you have exhausted all the retry attempts, kindly log out and try again later, or contact NLC Call Centre.

8. Enter the OTP sent into the System’s portal screen.

[~ 58 Grant Management Portal | @ Abo

© FAQs

© System OTP Verification
i y check before any NLC

One-Time Password

We have sent an OTP to your email address.

OTP Validation

Successfully validated

Notes:
* For successful verification, ensure that you usea a vaia emain ana n sull receive messages.

* If you have exhausted all the retry attempts, kindly log out and try again later, or contact NLC Call Centre.

9. Upon entering the OTP, User will see notification “OTP Validation” message
10. Click OK
Upon clicking ‘OK’ user will be redirected to the ‘Registration Request Details’ page.

E_ M GrantManagement Portal | ## Home @ AboutUs @ FAQs B ContactUs & Cycle Members

4
Director Organisation Organisation Organisation
Details Detaits Members St

Registration Request Detaiis

Personal Information Organisation Information

Designation * Organisation Name (ss per regitration)

[ ‘Company Director/Office Bearer = I | Org: |

* Province * Organisation Type

[ 2N

*1D Number (Only SA ID Number) * Organisation Registration No

“No of Directors
E |

B Accept Terms & Conditions

Notes:
* Please ensure that all the required fields are duly captured

* Upon accepting the T&Cs, you will be allowed to submit your registration request.

u - Keeg the Reference No for all communication with NLC call centre.
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Note: Refer to 2.2 in the training manual. To re-do the registration.

2.2.2 Valid API Verification
Once the user has clicked ‘Next’

e The API will do verifications check based on what the director/Office bearer has
submitted; the Organization Number, Organization Name, Organization status

and Number of Directors.

# Home

OAvoutUs B News @ FAQs

IS Al Assisted Requests v

& Venfied Requests

© In-Venfication Requests. Director Organisation Organisation Organisation

Detaits Details Members st
* Account Creation Requests — — — —

£ = & & - 2
O New Registration
&o Support Queries v Organisation Directors n @ Add Director

& Assisted Quenes
Full Name [ ] 1D Number [} L] Approval Email Sent L]
- [ @ = >

Registration Request Submitted

Reference No. REQ_20240805_1725

1-1011 « ¢ 1 11 » tems per page 10 v

Next

1. User is prompted with a ‘Registration Request Submitted’ toast message and a system
generated email with Reference No.

2. Click OK
NLC Organisation Registration Submission Inbox x
. NLC Account <nlc@sybrin.com> 01:12 (O minutes ago)
- tome ¥

Dear Training Manual 4,

With reference to your registration request REQ_20240704_1310, please take note of the below details:

Request Status: PENDING

Company Name: Mama Bear Academy
Company Registration No: 2022/754498/08
Requested By: Training Manual 4
Request Date and Time: 2024/07/04 1:12:5

Please keep this reference number safe, as it will be required for any future interaction as the subject of all email correspondence.

3. The Email template shared with Reference Number.

1M|Page
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All required fields must captured (fields with an asterisk).

Organisation registration number should follow the correct pattern and must be
unique. Only one account per registration.

Number of directors must match the number found in the registering body database.

2.3 Capture Director Details

1

ome @ AboutUs @ FAQs [ ContactUs

U S —)

DDDDDDDD

eeeeee

‘Add Director

s Email +  Director Status ¢ Approval Email Sent

No ltems

- b tems per page 10 v
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New Director
K}

* Name

= |

* Surname

(S |

* Email

= |

* 1D Number

Cancel Save I

1. Registration Submission Message.
2. Click Add Director.
3. View director form and capture all the fields;

¢ Enter Name (Required)

e Enter Surname (Required)

e Enter Email address (Required)

e Enter SA ID number (must be 13 digits) (Required)

4. Click Save.

o FY TSR T4

o —
Director Organisation Organisation Organisation
Details Details Members Staff
=
Fullname ¢ Y Email LI ¢ IDNumber ¢ Y  DirectorStatus. s Y RegistrationApprovalStatus a ¢ Y  ApprovaEmaiSent + Y
=

i

v Shikundy Vensggmaileom 9503090822087

©

Organisation Director Update

New director successfully added

5. Director added message.

13|Page
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o —
o orgnsien onanssion oranasion
Details Details Members. Staff

3 raa b

Fullname ¢ Y Email 4 Y  IDNumber ¢ Y  DirectorStatus. ¢ Y  RegistrationApprovalStatus 4 Y ApprovaEmaiSent : Y
Traiming Varusl 4 phois - cez3ce7 Caprired No

6. Director’'s added record.

7. Director added message.

Screenshot (director added)

8. Click the User Edit icon (to view the director’s details and update, where applicable).

Name
E |

Name 2 Surnas 2
Sumame
= | (o J - .
Email

l emsipa1998.02.06@gmail com l

1D Number

l 9802033456789 ‘

Cancel || Update I

No llems. UG S D ttems per page 10 v
Previous

9. Click Update (To save changes made).
10. Click Next.
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2.4 Capture Organisation Details

a — I T TR
Organisation Organisation Organisation
Details Members Staff
© Organisation Details B Address Details @ Registration Details. 2 Other Details 28 People Details

* Organisations Name

* Organisation Sector

Organisation Sector

isation Sub-

Organisation Sub-Sector

* Organisation Sub-Sub Sector

Organisation Sub-Sub Sector

. “Organisation Name” pre-populated.
. Select Organisation Sector

. Select Organisation Sub-sector

. Select Organisation Sub Sub-sector

A W N -

2.4.1 Capture Address Details

— & &
Organisation Organisation Organisation
Details Members Suaff
@ Organisation Details | B Address Details I I @ Registration Details (2 Other Details. 32 People Details.

Street Number * Suburb

] [ streethumber D

Province * Municipality

* Main Office Address.

] [[wain ofice Asaress

Emai Address.

[Enasasanss

Fax Number

| Fax Number

Click Address details.
Capture Default address Details.

Capture Contact Details.

15|Page
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2.4.2 Capture Registration Details

s o
Organisation Organisation Organisation
Details Members siaft
© Organisation Details B Address Details q @ Registration Details. I @ Other Details 22 People Details

1. Click Registration Details.
2. “Organization Registration Type” pre-populated.

3. “Organization Registration Number” pre-populated.

2.4.3 Capture Other Details

I 22 pacaieoatse

Click Other Details.

Select if Affiliated to any Organisation.

Enter Affiliated Organisation (If Selected Yes).

Select if Umbrella body.

Capture Nature of services/products of the Organisation

o &~ N =

2.4.4 Capture People Details

Organisat Organisation Organisation
Detai Members Staff
© Organisation Details B Address Details (2 Registration Details [ Other Details I 22 People Details I

* People who will benefit from Services / Products

In what province’s do you operate?

(=
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Click People Details.

Select People will benefit from the Services/products.
Select Provinces.

Click Next.

=

2.5 Capture Organisation Members

Member Tye

IDUplozd

I

Type

*1D Number (Only SA ID Number) Tax Number

|
l

PAYE Number UIF Number

Gendar *Race

e
Membe
Name and Surname

l
{

No ltems. « ¢ 1 i-> » ltems per page 10 v

===
1. Click New Members.
2. View new management committee member form and capture all the fields:
e Select Member Type (Required)
¢ Enter Name and Surname (Required)
¢ Enter position (Required)
e Enter ID number (must be 13 digits) (Required)
o Enter Tax Number
o Enter PAYE Number
o Enter UIF Number
¢ Select Gender (Required)
¢ Select Race (Required)
o Click Upload ID Document
3. Click Save
Organisation Members
jene - Ser - 343 - - - an I'
Adding a Member
=]

17|Page
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4. Member added message.

: Y o
Organisation Organisation Organisation
Details Members Stff
Organisation Members New Member
Full Name ¢ IDNumber ¢ TaxNumber ¢ PAYENumber Gender Race 1DUpload
Eugenetien Sevicr ME saoscezassiss wie s 2 Yes

5. Member’s added record.

6. Click the User Edit icon (to view the member’s details and edit, where applicable).

Edit Member
nbers

Details. Members Staff

New Member

N Ty

s Position L= IDUgload
I Committes > ]

Senize Yes

* Name and Sumame “ Fostion
[ Eugene Neni ] [ Senior ME l
*ID Number (Only SA ID Number) Tax Number
[ 2308002345080 ] [ Tax Nurbe I
PAYE Number UIF Number
[[prveumoer | (Lo tmoer ]
~ Gender “Race
[ Male = ] [Nncar = I

& Upload Certified ID Document

Items per page 10 v 8

7. Click Save (To save changes made).

8. Click Next.

2.6 Capture Organisation Staff

Organisation Staff

NameAndSurname

& Postion

* StaffType

[[PaiaPan Time star

1
Add Staff

*Name snd Sumsme ~Fositin
[~ ] [smorme |
- 1D Number Tax Numser

[ 0002110802087 ] [[roetimser ]
* Gender UIF Number

[Ferri\z - ] I U Nurbe I
~Race Youtn

[iwee - = -

— =m®
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1. Click Add Staff
2. View staff form and capture all the fields:

o Select Staff Type (Required)

¢ Enter Name and Surname (Required)

e Enter Position (Required)

e Enter ID number (must be 13 digits) (Required)

o ID captured will automatically prompt the system to select the Youth field.

o Enter Tax Number

o Enter UIF Number

¢ Select Race (Required)

e Select Gender (Required)

3. Click Save.

NameAndSurname : Position s IDNumber s Number s UIFNumber s Youth s Gender Race
T e somosae [ . u:l
Adding Staff
New staff successfully added
& — s s
Org: Organisation o

NameAndSurname & Posiion 4 IDNumber 4 TaxNumoer & UIFNumber $  Youtn +  Gender

5. Staff's added record.

6. Click the User Edit icon (to view the staff's details and edit, where applicable).

19|Page
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.
rganisation Organisa
Organisation Staff _ Add Staff

Add Staff
NameAndSurname s Position Race :
* St
[~ ees A
“Name d Sumame ~Foston
[ e = ]
ToxNumber
UIF Numbs
R: Youth
(= | = ]

7. Click Update (To save changes made).
8. Click Done.

= B8 Grant Managem! 9 | # Home

©AboutUs @ FAQs B Contact Us

Roquest Trackar > My Requests

1= My Requests v

© Pendng Requests 11 Organization Reg No s Y B Organization Name [ ¢ @Registration Status s Y @ Reason Code [ 4 ‘
1 Approved Requests | 01001369 L
@ My Inquiries

9. User will be redirected to the Dashboard
10. Details of the user’s registration will be displayed on the Request Tracker. Namely the
Organization Registration Number, Organization Name, Registration status and

Reason code.

3. Registration Request Tracker

Pre-requisites:

User account successfully created and active (not locked by NLC).

Organisation profile successfully submitted (at least one request).
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3.1 All Registration Requests

[ Grant Management Portal | @ Home @ AboutUs @ FAQs [ Contact Us B) pholoshot

2 Dashboard
Request Tracker > My Requests
i= My Requests
© Pending Requests 13 Organization Reg No $ Y  ElOrganization Name s Y  &Registration Status :$ Y WReason Code I ¢
Y 1 TR

1. View all submitted requests.

2. Click on any request’s action button.

- 14 Grant Management Portal | @ Home @ AboutUs @ FAGs [ ContactUs 3

0 Dashboard
Request Tracker > My Requests
i= My Requests v
© Pending Requests 13 Organization Reg No : Y HOrganization Name 2 Y  SRegistration Status : Y WReason Code s Y
e s Sevveng [ = ]

& Wy myunics

@

Reason Code Description
‘You are required to call the NLC call centre on 086 000

0000. Alternatively, go to my inquiries and log a new query
with the Reference No and reason code in the description

3. View reason code description.

“ Action button appears based on NLC reason code.

3.1.1 Approved Registration Requests

Pre-requisites:

Organisation profile verified and approved by all directors (at least one
request).

. X4 Grant Management Portal | @t Home @ AboutUs @ FAGs B Contact Us

2 Dashboard

Request Tracker > My Requests > Approved Requests
i= My Requests v

13Organisation Registration No 4 Y  DOrganisation Name s Y &Status s Y WReason Code P 4

1. Click Approved Requests.

21|Page
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2. User will see a list of all approved requests with their respective Organisation
Registration number, Organisation Name, Status, Reason Code, Action button.

Action button for Approved Registration is forward arrow.

Action button appears based on NLC reason code.

3. Click on the action button.
4. Reason code for a ‘Verified’ registration request is NLC200

Note: This means the ‘Organisation is compliant after all registration
checksl/verifications’.
Action: Organisation automatically notified of approval or via call of the next process.

6 T Grant Management Portal | # Home @ AbolUs @ FAGs [ Contact Us ) LebogangMatjia

Validation
@ Save Progress © Backto Tracker

3 Organisation Dashboard

%, Organization Details 5! Organisational Details
Organisasian Name: Waym

Waymark Infotech

© Details

B Address Details General Details

Organisations_Name Organisation Sector
& Directors Details
Waymark Infotech Arts
R Contact Details I | I I
Organisation Registration Type Organisation Sub-Sector
& Registration Details
I Non-Profit Company (NPC) - | l Arts Culture and Cultural Heritage development I
© Other Details
Organisation Reg Number Organisation Sub-Sub Sector
22 Members v
I 2003/004366/07 | I Visual Arts l

& Main Contact Person
Date Registered
18 Management Committee

[ 20240811 | &-

&, Sign Cheques
Contact Details
1% Staff v
Main Ofice Address
&2 Paid Staff

== J

e Paid Part Time Staff
GPS Location

[ I

o Fulltime Volunteers

i= Menu

5. View the captured details of the registration.

6. Click on Validation from the menu list.
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[ %4 Grant Management Portal | ¢ Home

& Validation 7

2 Organisation Dashboard
2% Organization Details v
© Details
B Address Detais
& Directors Details
B Contact Details
& Registration Details
© Other Details
22 Members v
& Main Contact Person
38 Management Commitiee
&, Sign Cheques
38 Staff v
22 Paid Staff
o Paid Part Time Staff

o Fulltime Volunteers

©@AboutUs @ FAGs B Contact Us

) LebogangMatila

Verification
Dashboard

E A v

Al
Organisation Director Next Steps
Registration Validation

Applicant Verification Dashboard Landing Page
Organisation Name: Waymark Infotech

Status:

Registration Number: 2003/004366/07

Registration Application Verification Summary

Verification Iteration ¢ Y Verification Stage 4 Y  Dateand Time : Y
e
Event_20240711_1551 Director Verifi 2024-07-11712:0029 View
Event_20240711.1650 Director Verifi 2024-07-11T12:0323 View
View
Event_20240812.1245 View

1-100f33

Items per page 10 v

i= Menu

7. User will see a landing page for the Applicant Verification Dashboard.

e This will show the Organization Name,

o Registration number, and a summary table of the registration application verification
iteration with varying details.

Note: The most recent Verification iteration will always appear at the top of the list.

This allows you to easily see the latest verification activity first.

| #Home @AboutUs @FAQs B ContactUs

L LebogangMatjia

&
Organisation Director Next Steps
Registration Validation
Applicant Verification Dashboard Landing Page
Organisation Name: Waymark Infotech
Status:
Registration Number: 2003/004366/07
Registration Application Verification Summary
- Verification leration s Verification Stage e 4 Y  Dateand Time @ : v 1 1
rect jon 2024-07-11T12:0029 View
2024-07-11T12:0323 View
2024-07-11T12:23:51 View
2024-07-12T11:38:08 View
2024-08-12T14:38.07 View

ltems per page 10 v

o Each row represents a separate check/attempt to verify the application.
e For example, Event_20240711_1650 is a unique label to keep track of each time the
verification process has been run, this will help you see the history of all the

verification activities that were done.

Column Verification Iteration shows the different times the verification process has
been done.

23|Page
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9. Column Verification stage tells you which step the application is at in the verification
process. This can be Director Verification or Organization Verification.

10. Column Date and Time is the exact time and date when each verification process took
place. It shows the user when each verification attempt or step was completed.

[ ™4 Grant Management Portal | ## Home @ AboutUs @ FAGs B Contact Us ) LebogangMatiia

o Vaidation
°

s
3 Organisation Dashboard Verification Organisation Director Next Steps

Dashboard Registration Vaiidation
2% Organization Details v
© Details

All | Applicant Verification Outcome Details
B Address Detals orl | Organisation Name: Waymark Infotech
& Directors Details Registration Number: 2003/004366/07
Stdl | Date/Time:
LEmasiees Re | Verification: Event_20240711_2713
& Registration Detais Regi Verification Stage s Date and Time s Outcome Status s
iz ~—] Company Profle 202407-11711:5238 Successful
22 Members v v ~&mn Business G
& Main Contact Person | ) or Count Match ssful
22 Management Committes B Diector Vaidtion Successt View
&, Sign Cheques _E
Vi
& Staf v | °] ©
View
&2 Paid Staff
26 Paid Part Time Staff 1-100f33 « ¢ 1 /4> » Items 10 v

@ Fultime Volunteers

i= Menu

11. Click View
12. User will see specific outcome details for each verification stage of the application, which
are gathered from various API sources.
e Outcome Status for the Company Profile; result of verifying the company's basic
information.
o Outcome Status for the Company Profile Registration Status; result of checking
whether the company is officially registered and active.
o Total Count of Directors; number of directors associated with the company or
organization.

o Outcome Status for the Directors; result of verifying the directors' details.
13. Click OK
14. Click Next

i
esis
ress
2 Directrs Deais
(200300538007 ] [wanwarkinForech ]
£ Contact Detai
i Stats Staus
& Regatston Detais
EED | [Cvemremon 2
© Ot Desis
Reference Company Type
22 Vembers v
[ Rec_z0zs007 238 ] [NorProftCompany (NPC) -]
Designaton Fraince
® -
| ‘Company Director(Office Bearer - | | Gauteng - I
2 Sancren
No ofDirectors: Adress
e st v
B ] [Faae ]
pr—
[[Manicpatey |
—




GMS Self-Service (NLC)

15. You will be redirected to the Organisation Registration page where you will only be
able to view the details you captured.
16. Click Next

[~ 4 Grant Management Portal | @ Home @ AboutUs @ FAQs [ Contact Us ) LebogangMatj
# Validation
: & v
3 Organisation Dashboard Verification Organisation Director Next Steps
Dashboard Registration Vaiidation
2%, Organization Details v
Details
© Fullname s Emai 4  DirectorStatus +  EmailStatus s
B Address Details — Valid Velid Email |
£y REEIREEEY LEBOGANG MATJILA Vaiid Valid Email
[ Em=EREEs LeboMatjia Not Vaid Valid Emai
& Registration Details PIKIE MONAHENG Valid Valid Email
© Other Details MR LEBOGANG MATJILA Valid Valid Email

&2 Members

<

& Main Contact Person
38 Management Committee
& Sign Cheques

& Staff

<

&2 Paid Staff

26 Paid Part Time Staff 1-80f8 « ¢ 11> » Items per 18 v
¢ Fulltime Volunteers
e — Previous
i= Menu

17. User will see a list of the directors in the application, with their respective email address
and full name as captured by the director. And result after verification check, of the
Director status and Email status will be displayed.

18. Click Next

- 14 Grant Management Portal | @ Home @ AboutUs @ FAGs B ContactUs

s Validation

o
w

2 Organisation Dashboard Verification Organisation Director Next Steps

Dashboard Registration Validation

+% Organization Details v

© Details
B Address Details
& Directors Details
B Contact Details
& Registration Details
© Other Details
&2 Members. v
& Main Contact Person
18 Management Commitiee
2, Sign Cheques
1% Staff v
22 Paid Staff

26 Paid Part Time Staff 20

\ Fulltime Volunteers
Eetiiete— Previous m
i= Menu

19. If there are any steps the user is to action or do, this is where they will be displayed.
¢ In this case the user had no steps to action.
20. Click Done
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3.1.2. Pending Registration Requests

#) pholoshot

© AboutUs @ FAQs

[~ %4 Grant Management Portal | 4 Home B Contact Us

] Dashboard

Request Tracker > My Requests > Pending Requests

= My Requests v
q © Pending Requests 13 Organisation Registration No 4 Y MOrganisation Name $ Y &Sstatus 4 Y  WReason Code E ¢
i= Approved Requests N |

@ My Inquiries

1. Click on Pending Requests.

2. User will see a list of all pending requests with their respective Organisation
Registration number, Organisation Name, Status, Reason Code, Action button.

“ Action button appears based on NLC reason code.

3.3. All Inquiries

#) pholoshot

.= Grant Management Portal | @ Home @ AboutUs @ FAQs B Contact Us
3 Dashboard
Request Tracker > My Queries & Log Inquiry
i= My Requests v
© Pending Requests 13 Reference Number +  TiSubjectTitle :  Scategoy $  OPriority $  &status $  g@Date Raised $  OETA

ING._20240508.1150 Pending Registrtion Ongaing Registration High TR 202:050:T05227 2022050770000

i= Approved Requests

@ My Inquiries

1. Click My Inquiries.
2. View all Inquiries.

3. The inquiry will include the Reference number, Subject of the inquiry, Category,
Priority, Status, and Date the inquiry was logged and potential ETA.
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3.3.1. New Inquiry

E- 18 Grant Management Portal | Home @ AboutUs @ FAQs  Pantact Us

2 Dashboard

Request Tracker > My Queries
i= My Requests v

© Pending Requests BLES  New Inquiry

4 \T00:00:00+01 @

= Approved 1

* Priority

I Priority

, 1-2012 « < 101> » ltems per page 10 v
i= Menu =

1. Click My Inquiries.
. View all Inquiries.

. Click Log Inquiry.

A W DN

. Inquiry form appears, capture inquiry details (subject should be the registration request
reference if it is related to it).

. Enter the description.

5
6. Select the category your inquiry falls under.
7. Select priority.

8

. Click Submit.

[- 2 Grant Management Portal |  # Home @ AboutUs @ FAQs [ Contact Us #) pholoshot

2 Dashboard

Request Tracker > My Queries & Log Inquiry
i= My Requests v

© Pending Requests 13 Reference Number +  TiSubjectTitle +  Scategory :  OPriority :  &Status +  g@Date Raised :  ©QEm B
= Approved Reauests S e o - B P ETIITD |

@ My Inquiries @

Inquiry Submission

Your inquiry with reference INC_20240508_1150 has been
logged. You may track it from the request tracker.

1%}

9. Inquiry submitted to NLC Call Centre with reference number.

10. Click OK

27|Page



GMS Self-service (NLC) Manual

3.3.2. View Inquiries

;-__L_ GrantManagementPortal | @ Home @ AboutUs @ FAQs [B ContactUs

D Dashboard
i= My Requests
© Pending Requests

7= Approved Requests

#) pholoshot
Request Tracker > My Queries & Log Inquiry
13 Reference Number $  TISubject/Title 3 ECategory 3 © Priority 3 & Status 3 & Date Raised 3 OETA
Pending Registration Ongaing Registration High G 202:0508T08:2237 202£05.07T00-00:

q @ My Inquiries

1. Click My Inquiries.

2. View all Inquiries.

3. The inquiry will include the Reference number, Subject of the inquiry, Category,
Priority, Status, and Date the inquiry was logged.

Jiry Details | Status: New

Reference Number

[ INC_20240508_1150

Call Centre Notes

Date Raised

[ 08/05/2024 08:22:37

SubjectTele

[ Pending Registraton

Description

Assistance with 3 pending registration logged on the 26th of April.

Category

[ ongeing Registation

Friority

[=

ETA

1%

4. Click the Insight/eye icon to view the inquiry details.

5. View Inquiry form with details and comments from Call Centre.

6. Click Close
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4. Troubleshooting (potential Issues)

If your internet connection is lost or you are interrupted while completing your registration,
you can log back into the Self-Service portal to continue.

e Upon logging in again, the screen below will be your landing page in the dashboard.

[ 13 Grant Management Portal | #Home @ AboutUs @ FAGs B Contact Us ) pholoshd
2 Dashboard
Request Tracker > My Requests
i= My Requests
© Pending Requests 13 Organization Reg No ¢ Y  BlOrganization Name + Y  SRegistration Status + Y WiReason Code s Y
2= Approved Requests e peone B Noo
My Inquiries

1. A pending Registration status will be displayed.

2. Click the Play icon to continue with the registration.

[ 58 Grant Management Portal | @t Home @AboutUs @ FAQs B Contact Us B pholoshd
2 Dashboard
_ & o & &
i= My Requests v Director Organisation Organisation Organisation
Details Details Members Staff
© Pending Requests
= Approved Requests
Organisation Directors B Add Directo
@ My Inquiries
Name ¢ Sumame +  Email ¢  Director Status ¢ Approval Email Sent s
No ltems « < 14> » ltems per page 10 v
i= Menu m

3.Click Add Director.

Refer to Section 2.3 from the training manual to continue.

User can always email or call the NLC Call Centre for further assistance.

Alternatively, user can walk into any NLC Centre for assistance.
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