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GMS Grant Application (NLC)

Objective

This user manual is a reference for daily usage guide for organisations that required to use
the Grant Management System (GMS) for application funding purposes.

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 case management solution. Please note that there may be slight discrepancies
between the final version of the solution 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. 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.

Password

New to NLC?
Create an account

Forgot Password?
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1.2 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. Upon logging in, 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)

[ 14 Grant Management Portal | @ AboutUs @ FAQs

© System OTP Verification

Regulstory veri fore atiempting any NLC proceedings

One-Time Password

We have sent an OTP to your email address.

Validate OTP

JUUUUL

eﬂﬁzs:

* 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 = nbox

. NLC Account <nlc@sybrin.coms> 10:50 (2 minutes ago)
. tome v
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.
Our operating hours are from 07:00 to 18:00, Monday to Friday.
Regards,

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

© System OTP Verification

Reguistory verfcation check before atiempting any NLC proceedings

One-Time Password

‘We have sent an OTP to your email address.

6 I Vaiidate 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

[ 54 Grant Management Portal | @ AboutUs @ FAQs P) pholoshot

© System OTP Verification
gl 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 email ana it can suil receive messages.

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

7. Click OK

1.3 Landing Page

Pre-requisites:

Only an organisation director can perform the registration/profile request.
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E_54 Grant Management Portal |  # Home @ About Us

©FACs B ContactUs

2 Dashboard
i= My Requests
© Pending Requests
#= Approved Requests
© New Registration

@ My Inquiries

Request Tracker > My Requests
13 Organization Reg No Y  EBOrganization Name s Y &Registration Status s Y WReason Code 4 Y  NLCCheck s
T

1. On the request tracker you will see your registration application with status Verified.

2. Click the forward arrow icon to start applying for funding.

1.3.1 Application

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

& Validation

D Organisation Dashboard
© Detsiis

B Address Details
& Directors Details

@ Organisational Details
Organizston Nama: Sarvicr

General Details

Organisations Name

Organisation Sector

[ serviong

] [[cranes ]

@& Registration Details

Organisation Registration Type

Organisation Sub-Sector

Non-Profit Organisation (NFO) = Food Security
© Other Details l | | l
Organisation Reg Number Organisation Sub-Sub Sector
22 Members
(= | === |
& Main Contact Person
Date Registered
12 Management Committe
[ z02sra | =-
& S
- Contact Details
Main Office Address
a8 Paid Staff
== J
2 Paid Part Time Staff
GPS Location
W Fullime Volunteers
E |
= PartTime Volunteers.
Main Contact Person Phone Number
& Finances
[Fercemasresn | [P ]

1. This will be your landing page; you will see the details previously captured when doing the

registration.

o)

B Contact Details.
& Registration Details
© Other Details

22 Members
& Main Contact Person
32 Management Committee
&, Sign Cheques

18 Staff
22 Paid Staff
26 Paid Part Time Staff
W Fultime Volunteers
= Part-Time Volunteers

& Finances

&3 Applications.

© Organisational Detaits

Organizaton Name: Senvicing

General Details

Organisations Name Organisation Sector

[[senvcns | [(orertes |
Organisation Registration Type Organisaion Sub-Sector

[ Mon-Proit orgarisation o) <] [ Food securty J
Organisation Reg Number Organisation Sub-Sub Sector

[ 20225428508 | [[Fooagarens |
Date Registered

[ 20240707

'I Contact Details

Application Histo

i= Menu

Main Office Address

[00

2. From the menu item, scroll down & click the drop-down on Applications

3. Click New Application
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4. Read and Accept the Disclaimer to continue.

5. Click Done

2. Navigating the Application Process

Sections

2.1 Application Register

a =3 Q o W ° il
Application Business Location Capacity to Job Creation Application i
Register Plan Details Implement ‘Outcome Activity Budget
o e ] ® — = — — ¥
Sustain- Use of Banking References Mandatory Declaration

ability Funds Details Documents & signoff

In this section, li ide key inf ion about the proposed project, incl g the Area of Imp ion (e.g., Rural, Suburban), P ince, and Municipal
Jurisdiction. Additionally, appllcams specify the ngnm T'tle anuclpated Swrt and End Dates, and clearly outline the Objectives. These detalls are essentlal for allgnlng the
project with the grant's strategic goals and

‘Company Registration Number

Registration Request Number

1. You will view your application details, which include the Company Registration
number, system-generated application ID, and registration request number.
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2. Click the drop-down & select the Programme (applicant can select multiple
programmes)

3. Select the Start date

4. Select the End date

5. Choose the Application Type

6. Select the Application Call

7. Select the Application Call sector

8. Choose your Area of Implementation

|
=
=
-
=
9. Click Next
2.2 Business Plan
A £ — @8 — B — & —.8 —.90 — @ — & — @ — & — 4 — 8

In this section, applicants provide iew of their organization's vision and needs, including a detailed Descripiion of Organizational Needs, and an analysis of the Impact of the Problem being addressed. Additionally, they specify the Number of People Benefiting
from the project by demographic, assess their Resource Capacity. and outline any Identified Gaps that may i ject i son. Finally, a Modvari the imp the grant support, highlighting how it will bridge d amplify
project outcomes.

Cjectin

ACITYICURRENT

"Numbar Of Paopia Pur Raca Banafing From ProjsctiProgam

|
|
I
.:ﬂ

1. Write a description of the project’s organisation needs. (Required)
e Click on ‘Project/Programme Capacity/Current resources & fill in those as per
your project. (Required)
e Click on ‘Project/Programme Identified Gaps & fill in those as per your project.
(Required)
¢ Click on ‘Project/Programme Motivation & fill in that as per your project.
(Required)
2. Enter the total count of white people that will benefit from your project.
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3. Enter the total count of African people that will benefit from your project.
4. Enter the total count of Indian people that will benefit from your project.

[ 0 coomwn ]
S — & — — & —_— &
Appiication Busines ss Location Capacity to Job Creation Application Apphication Application Sustain-
== =L e o = =
— & —
= s ey e
E5L === e
Business Plan
—
[e J
P
[ ]
—
o J
1=
=
[0
[n
O

o

Enter the total count of Asian people that will benefit from your project.

o

7. Click Next

2.3 Location Details

Enter the total count of Coloured people that will benefit from your project.

2
e 0 & a8 ] wll
lication Application
#% Add Location ivit Budget
* Street Address * Suburb or Town GPS Coordinates E y
aration
l Street Addres ] [ Suburb or Town ] l GPS Coordinates ] ignoff
* Province * District or Ward
0Orgd l Province - ] [ District or Ward I
Int] Jjl *MetopoRanumicipally *Tywe of Locaion ny relevant Local Infrastructure
con I Metropolitan/Municipality = ] [ Type of Location = I and efforts are effectively
targ 1
g Add Location
St 3
|
=~
e n o e

1. Click Add Location.
2.View Location form and capture all the compulsory fields;

o Enter Street Address (Required)
e Enter Suburb (Required)
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¢ Click the drop-down & select Province (Required)

e Click the drop-down & select Municipality (Required)
e Enter District (Required)
e Click the drop-down & select Type of Location (Required)
e Enter GPS Coordinates

3. Click OK.

S
a — & & o wll
Application Business Location Capacity to Job Creation Application licati \pplicatit
Register Plan Details Implement Outcome Activity Budget
a (] N [ _
Sustain- Mandatory Declaration
ability Documents & signoff
‘Organisation Locations: @
In this section, applicants outline the specifif Ci ity D graphics, and any rel Local Infi e

considerations. These details help assess th
targeted to the identified area.

Saving Location

Location Successfully Saved

f the project, ensuring that the resources and efforts are effectively

Add Location

Organisation Locations: “

Street Address. $  Surburb or Town T T DY District or Ward $ GPS 3
34 church street Louw Kemptoj Park Limpopo Bela-Bela Local oo |
142 Temrebonne Kempton Park Gauteng City of Ekurhuleni Metropolitan 12

4. Organisation Location added message.

i |_l=_ | oo |
Q
(A v 2 & Q 2 = ° il & o - i
sopicaton tumness Locaon oy tobCreson sopean scvmasen sopicabon sintin oot g e
©® Douis Regets Pan Detais irglement Outcome. Aty Budget vy Funds. Detaats
B Adtess octs [~ J—Y
Mty Oecson
& Oweckoes Detats Documerts. & sgnoft.
8 Contact Do
a = |
© omerous In this soctio i uding c and jons. Thesa detals help and potontia
ty impact of the project, nd eff rge
2t Moeers v
o =
& M ContatPesn
ey evyo— s Suvwormn s Pomee + mncouy s Do s oms .
P — SN A uGEI AR s ot [ |
s
e
T ——
[UTPP——. 1o » remspurpogn 0 |

5. Organisation’s location’s added record.

6. Click the User Edit icon (to view the Location details and update, where applicable).

7. Click Next

9|Page
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2.4 Capacity to Implement

8 ortmir

i
a — % — @ — & [— & — o il
Application Business Location Capacity to Job Creation Application icati \pplicati
Register Plan Details Implement Outcome Activity Budget
& o] Aot = —
Sustain- Use of Banking References Mandatory Declaration

ability Funds Details Documents & signoff

ion Capacity Details
jas your lisation i the project / 1 service (or a similar service) in the past?

Annli

describe the Team

This section provides information about the personnel involved i in the project, including Staff Roles, Qualifications, and Rels

Capacity and Skills required for | project impl ing that the project has the necessary human resources to meet its guals effectively.
Organisation Staff:
Name and Surname 2 Job Tittle $ Relevant Qualification $ Relevant Experience $ Training Needs : Work Site <

Vee Louw Intern @ I Add To Project I

=

1. Click the checkbox if your organisation has implemented the project/programme/service
in the past

2. View the organization's staff details that were added during the registration process, and
update them if necessary.

8 comtien

° I I - I . - — - e
- a v
Appication Business Location Capacity to Job Creation Application Appication Application Sustain-
Register Plan| Actwity Budget abilty
Add Staff To Application
Name and Sumame Declaration
& signoff
[ vee Low |
Organisation Capacy Detais StaffType
l Paid Part Time Staff - l
O Has your organisation implemented the project] Position
This section provides information abq l o l prience. Applicants describe the Team Capacity and Skills required
for project i
Location
S— = 2
Name and Surname & Jop| [ Natonalty kds ¢ Work Site e
[ South African - ]
Vee Louw | 1F @ I Add To Project I ‘
1-10f1 « < 1 /1 5 » Items perpage 10 v

3. If you want to add the staff to your project, Click ‘Add to Project’

4. Upon clicking Add to project, an ‘Add staff to Application’ form will appear with the staff
details. If you consent to adding them, then click OK.

Note: You can add more information on the Add Staff to Application form.
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2.4.1 Add more Organisation Staff to the Application

|
l
&2 Members | ‘South African - ‘ l Tax l require
|
J

1. Click Add Staff.
2. View Staff application form and capture all the fields:

e Select Staff Type (Required)

¢ Enter Name and Surname (Required)

¢ Click drop-down and Select Nationality (Required)

e Click drop-down and Select Race (Required)

¢ Enter Relevant Experience (Required)

¢ Enter position (Required)

e Click drop-down and Select Training needs (Required)
e Click drop-down and Select Gender (Required)

e Enter ID number (must be 13 digits)

¢ ID captured will automatically prompt the system to select the Youth field.
e Click drop-down and Select Location

o Enter Tax Number

e Enter UIF Number

3. Click OK

11|Page
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[ O

& Organcascn Detats v s & Q s
ccaton

[l Regeer Plan Detais

D A Detats a

2 Directors Detats =

3 o
Capactyto Job Croaton Appieaton
mplemert

B Contact Detais

& Regiskaton Octais In this secti i i it by the prgigab including Positions to Fill,
roject’ 10 local nd lopment.
© Otner Dotats
st

22 Memoers v

& Main Gontact Person Positn to Fil 5 Number ollodicuas Needed
- Nz 1

2, Sign Cheaues. Saving Application Staff

2 sur v Agpiication Staff Su 0
22 Paid Staf

20 Paid Part Tive Stat 1o

Hems pes page 10\

0 Fulitme Volurtsers
 PartTim Vountoers

& Fnances

& Jppicatons >
Comphance Repart

4. Application staff added message.

5. Click Ok

Name & Position 4 IDNumber & TaxNumber +  PAYENumber

¢ Gender

Eugene Neei Semiee ME sa0e0e2345083

ale

6. Organisation Staff's added record.

EE— |
¢ IDUpload B3
Yes

7. Click the User Edit icon (to view the organisation staff’s details and edit, where

applicable).

8. Click Next

2.5 Job Creation

T Otrer Sources Of ncorme.

o

BB Contact Detaits. * Number of Inividuals Needed

- In this sectk it [ ] [ } Required for each role. Additonally, they indicate whether Funding S uir

= o
© OtrerDotats (] em
- R ™
Jr— o
Fortene :
e P : [ = = :
suvun

e —— [enaionem 8- o]

2 SonComge endoue
oo . [ o3

22 pa s o prct o

24 PPt T St Hotens [ED ] e perpoge 10 v

= PartTime Vountoers

# Fnances.

 Applicatons >

Comphance Repot
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1. Click Add Application Staff.
2. View Staff application form and capture all the fields:

e Enter Number of individuals needed (Required)

¢ Click drop-down and Select Employment list (Required)
e Select Start date

e Select End date

o Enter the Total Project cost (Required)

¢ Enter other sources of income if applicable

3. Click OK

[B ot imagemont Ports | M tome @ AboutUs @ FAcs B ContactUs p—
o | —— -
=]
e @ 2 — &8 — @ — ®» — ®m — @ —— © — il 2 o & ——
spenon o scaton o sobcee Aopicaton Appicaton Aopikaton Suston- oot Baniing Retoences
© Donis Regster P Detai Implement Outcome Actvty Budaet vty Funds Detsis
B Atess Detas g &
Mangatory Dociaraton

& Diectors Detats Documents & sgnoll

5 ConlactDetat,

& Regikaton Detats In this secti licants detail it d by the including Positions to Fill, Number of Individuals Needed, and Qualifications Required for each role. Additionally, they indicate whether Funding Support is required for

-ompensation, emphasizing the project’s contribution to local job creation and e velopment.
© Oer Dotats
s £ pcaben Safl

&2 Memoers. v

R — postonta PR —— @ Fr— + om B

- =

2, Sign Cheues Saving Application Staff
& sur < Appiicaion Staff Suc od

22 Paid Staff

20 Poid Pt Teme a8 1100 Hems perpage 10+

0 Ful-tme Volurieers
 Part-Time Vountoers

& Fnances

4. Application staff added message.

5. Click Ok

R EE— |
| Name: ¢  Position 4 IDNumber ¢ TaxNumber ¢ PAYENumber 4  Gender ¢ Race ¢  IDUpload s
O
Eugene Nemi Senice ME 5303022345088 ke African Yes.

6. Organisation Staff's added record.

7. Click the User Edit icon (to view the organisation staff’s details and edit, where
applicable).

8. Click Next

13|Page
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2.6 Application Outcome

& Vanaton

=
o v
£ 00 2 & Q % @ ° il 2 o - i
ran o s comne e~ - e et son oot - s
e Regitee Plan Detss e Outcome Actity Budget ity Furds. Detsis
0 sates e 8 =
& Oivectors Detsls T
(ECoect S ) * Outcome Type * Ovtcome Name
& Fostain D P — [P g ey o - W= ]
© Otrer Detats. In this section, applicants select the Outcome T{ || Outcome Descrgtion measurable goals of the project, aligning its objec lo broader aims.
of the grant program. ——
PR o ‘
o =
2 oot oren ==l
& Managemant Committes. Outicome Name al Cost
e
& st v
&2 Paid Staff
rre—
o s el
= ot s
& Finances.
e >
Comtmc gt
=
=

1. Click Add Outcome.
2. View Add Outcome form and capture all the fields:

¢ Click drop-down and Select Outcome Type (Required)
¢ Enter the Outcome Name (Required)
¢ Enter an Outcome Description

3. Click OK

©FAC: B CantactUs

ftome @ AbcutUs

§ Qpmiaf=n v e &= o v Lo - =
Perveston [ Locebo Capaciyto ob Creson Zepicatin Apicaton Appcation Sustain- e ot Eriing Reerences
O Regater Fian Detaits impiement Outcome acvay Budget aity Funds Deta
B aatess Detats ] ®
Mandstor Decaration
& Ovectos Detai Occumerts 8 sgnot
£ GontactDetas,
A 200 Aophcaten Outomes

© Otrer Dotats In this section, applicants select the Outcome Type most relevant to their projed is information highlights the intended impact and measurable goals of the project, aligning its objectives with the broader aims.

of the grant program.

&2 Memoors v

Ouicome of cktes 2 Ovkcome:
& Main Contact Person
‘Outcame Name s OucomeTyse +  TolaiCont s

48 Management Committes
& smcmam = e oo 0

Outcome Successtull Saved

& star v

22 Puid St
20 Piid Part Time Stat
—

o Fulfime Volurieers. 11001

e per age 10 v

o Pt Vokrteers

P

& picatons >
Gomphanse Rgort

-

4. Application Outcome added message.

5. Click Ok
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4| Mbome @Aoals @A B Cantctlo

£ Vaaaton

=
i i 2 — & — a —— 0 s — — & — — % —
o b Lok oty o Coen eceion P speson s ot eaeo e
b Regatee Pl Detais ] Outcome Actity Budget ity Funds Detsis
B Address Detais a _— |3
- Cocmaen
& Dureclors Detals. Documents. & sgnoff
8 Contact Detaits.
& Regiskabion Detals 209 Appiaton Outcomes.
© Other Dotats. In this section, applicants select the Outcome Type most relevant to their project and provide a Description of the Expected Outcome. This information highlights the intended impact and measurable goals of the project, aligning its objectives with the broader aims
of the grant program.
P

& Man ContactPerson

&5 Managemnt Commttso

2 Sin Cheques.

& s
22 P Stk

26 Paid Part Tie Stat

W Fumo Volutoers

o Par-Time Vounters
& Fnances
& Aepiicatons >
Comphance Repott

= ==

6. Application Outcome’s added record.

7. Click the User Edit icon (to view the Application outcome’s details and edit, where

applicable).

8. Click Next

2.7 Application Activity

o | ftome @AbcuUs @FAGs [ Contactls

&y vanision |

a v p - i
B A — & — @ —— @ —— s —— — — i & — — #® ——
scpreatcn Busres Lscaton Gapacty Job Cesten pro=s Appicaton Sppacaton Sustai- seat Eanong Resencss
o= Regater Flan Detais ieplement Outcome Actity Budget abiity Funds Detai
B Adsess Detals [ I— %
2 Diectors Detaks A Ay
8 Contact Ot S —
& Regiskation Detals ) Outcom
Oer etk In this section, applicants list the Activities requ| * Location y path o
°
Locstr

the projd

[ ]
e o [ 2
Ackin O — I
m B ] " "

& Main Contact Person

@ Management Cormitee e

2 Sign Checues

2 sur v

22 Pad Stat

24 Paid Part Time Stot

4 Fuktmo Volntsers Hotems e per page 10+

= PartTime Vountoers

& Foances

1. Click Add Activity.
2. View Add Activity application form and capture all the fields:

e Click drop-down and Select Outcome Type (Required)
e Click drop-down and Select Location (Required)

¢ Enter Activity Name (Required)

o Enter Activity description

o Enter Total Project cost (Required)

15|Page



GMS Grant Application (NLC) Manual

¢ Click drop-down and Select Activity Request (Required)

[ Grant magement portt

rome @AwuUs @FACs B Cotactn
P Viation

2

% Omanzaton Detals v s Q &
sppicamon Buseess Locaton Gapachyto Job Creaton Zppieaton
O oo = pacty oo Aoph

y Budget abity Furds
B Addess Detals

& Dieclors Detss

9 Contact Detaits i

R 201 Agpicatcn acttes

© Oter Detars In this section, applicants list the Activities requ
effective progress tracking throughout the pro| |

TH R e e e

] (-]

s Locsn

18 Memoers. v

Acbes Oucome
& Man Gortact arson [

& Management Commttse Actity Name ¢ [N swrome

EnDato

e e |« - I

s v e |
&2 Puld 30 s N N N

2 Pt Part Time St

0 Fulktme Volurteers Mo llems,

e per page 10
o Par-Time Vounteers

F Fnances.

I . @=a

Comphance Repot

¢ Click drop-down and Select Resources/Services
¢ Click drop-down and Select Intervention

e Select Start date

e Select End date

o Enter the Total Project cost (Required)

3. Click Add a Quote/lnvoice

Mrome @Auls @FAGs B Contactis

&% Vanaaton

=}

2, Organzaton Detals v
© Detais
D Addess Detals

2 Diectors Detas

9 Contact Detais

& Reghiraton Octais ==

© Otver Detats.

In this secti licants list the Activit tly linked  ensuring a cloar path to i
effective progress tracking throughout the proj
28 emoers v

& Main Contact Person etes Qi \ —

42 Manageenent Commitise Acty Name

3 Sin Chegues

e . [mwena

22 Pag St LD

[zenzr
20 PPt et

-
W b Vehroes .

J— =

Hems perpage 10 v

& Finances

& Appiicatons >

Comphance Report

4. Upon clicking that button, Saving Activity Quote form will appear. Capture all the fields:

e Enter Name of Supplier (Required)

e Enter Supplier Registration number/ID (Required)
¢ Click drop-down and Select Quote/Invoice

¢ Click drop-down and Select Intervention

e Select Start date

e Select End date
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¢ Upload a supporting document of the invoice/quote

5. Click OK

A Crpancimon Cotame. v
0
1B A D

B O Dot

B Contast Cwtas
8 g e Gt
© Ot O

£ St v
& Ve Cortact Porson.
© Mgt Gt
2 S o

- v
28 P e

B Pt ot T Tt

o PV

- P T Vot
W Towcn
B s >
Conphwes Supest

6. Application Activity added message.
7. Click Ok

Note: Upon clicking ‘OK’ an Application record will be added allowing the user to view the
organisation staff’s details and edit, where applicable).

8. Click Next

2.8 Application Budget

[Pfe—Tt— © a H — Q@ — B» — x — B — 6 — il & — B %

Agpicatcn Busness Locaton Gapacayto Job Greaton Apicaton Agpicaton Appicaton sustan- Useot Eanng Retoences
O e Raglear o = Bz Outcorne Acty Budget asity Funds Detsis
B Acwess Dtsis a — &

Mancatory Dociarton
& Diectors Detals Bocumerts 5ot
9 Contact Detais
& Regiskation Deais
© Oter Dotars In this section, applicants views a detailed of the C iatod wi vt iove theis The " B i . icorment, snsurk —
and well v
& Mombers v Name of the Organisation Regstraton Request Number
el
ProfectProgramme Gaptal Costs
omom I —
& st v Prcect Progeameme Specific Costs Operaion Cots.
arane S —
26 Paid Part T Stat b Crestion Cost P——
R
= PartTme Vounteers Tota Agpicaton Gost
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1. Applicants will have a view of the detailed breakdown of the costs that is associated with
each activity in the project. (This will include all even the Organisation’s details, namely the
Company Registration number, Name, Registration request number etc.)

Note: In this stage of the application, applicant will not be able to make changes/edit.

2. Click Next

2.9 Sustanability

© Otmer Deotars In this section, rovious || Msture of Cotsborstion

applicants outline any Pr information highlig i relatior d the
prjects suminay Orough gl sppot] [ [ ]
P <
Preme— i s ot R =

1. Click Add Sustainability
2. View Sustainability application form and capture all the fields:

o Enter Name of Partner/Associate organisation (Required)
e Enter Nature of Collaboration (Required)

o Enter the Years worked together (Required)

e Upload a supporting letter

3. Click OK
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& ° i - i
Aepicston Busems: Locaton Capaciylo Job Greaticn Agplcaton Aeskcation aton Susain sear Buriing Rebrences.
© Deie Regider Pan Octais == Outcome ‘nchvty Budoet ity Funds Octats
B Aciess Dot ] ®
Mandatory Declrsicn

& Oreciors Detats Oocoments & sgnott

B ontactDetas,

o ‘Sustanapy Detats

Other Dotats In this section, applicants outline any Previous Partners or Associate Organizatig boration and the Years Worked Together. This information highlights established relationships and demonstrates the
° appi y rga
project’s sustainability through ongoing support and shared resources, ensu

22 vomors v

P P @

o

® + ol + Yous Vorked Togeter B

& smmn - Saving
& st v Successtuly Saved

21 Pad st

2o Piid Pt Tive Stat

W Pkt Vohrkeers — e per page 10 v

e u -
& Finances oo & ‘
o vt , J

‘Comptance Report

e

= vera

4. Partner Associate organisation added/saved message.
5. Click Ok

Note: Upon clicking ‘OK’ sustanbilities record will be added allowing the user to view the
details saved and edit, where applicable).

6. Click Next

2.10 Use of Funds

o | ftome @AbcwtUs @FAGs [ Contactls

S Ckechee What are you applying for: (Choose one)
22 Hemoons b
. *Appacapon ofFunag pes of Specc et
== 3 | = =]
-
erey i o e

1. Click the drop-down and Select the Application of Funding (Required)

2. Click the drop-down and Select the type of Specific Project (Required)

3. Enter the total count of different of people who will benefit from the funding if granted, based
on the list given.
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& Main Contact Person
42 Manageement Commitse
3 S Cheues
& sur
22 Pt St
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& Finances
& Appiications
Comphance Report

i
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Horers « < 1o o»
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Project Number * Yo ¢ Amount Receved s whatFor + Have You Submtied Al The Progress Reports 0
]

4. Click on Add Previous projects

R he Homeless. Amount recened

2/ Sign Chegues T Vihat was the pupose of e project?
& Staf :

20 P st

26 Paid Part Time St
0 Fulktme Volurteers
o Part-Time Vounteers
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I Appications
Comphance Repot

i

)
)
)
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o ers Hems per page 10 v
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Progect thumber : e & AmountRecened & umaFor lave You Subeted Al The Progress Reperts B

5. Upon clicking that button, Add Previous Projects form will appear. Capture all the fields:

Enter Project Number

Enter the Year

Enter the Amount received

Enter a Description for the Purpose of the Project

Enter an answer to ‘if you have submitted all the Progress Reports’

6. Click Proceed
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o | Mtome ©AbwUs @FAGs B Contacts

:""‘c""“"’"“"‘ [[The Homsess ] @ ]

Fuson proecs . . .
3/ Sign Checues Saving Prvious Projects

o s © PROJECTNUMBER ®  Onanission Name s Provious Projects Successfully Saved 3+ PAYMENTAMOUNT s CURRENTPROJECTSTATUS
22 Pad st

24 Paid Part Tive Stot
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= PaTimo Vountoers
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e e —
S
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7. Previous Projects details added message.
8. Click Ok

Note: Upon clicking ‘OK’ a Previous Projects record will be added allowing the user to view
previous projects details and edit, where applicable).

9. Click Next

2.11 Banking Details

[B ot somsgement Pt | #htome @ sbcuaus @ FACs B Cmactis

o= | ——CT—
o
& v -
e a £ Q e [ o il & L) * =
Agpicanon Busnoss Locat Gapacty Job Greaton Zopieaton Apptcation Appicaton st Useof Eanong Reerences.
s Regter Fan Detas inplemant Outcome ctviy Budget avity Funds Detas
B Assess Detsis g8 —— ®
Oosaraton
2 Deciors Detais o Ssignol
8 Contact Detais
a
© Otrer Dotats In this saction, appli id ial Banking ion, including the Bank Name, Account Type, and any additional relevant details required for fund di ing detail ial for ensuring timely and secure
22 emoers v
* Account Holoee Bank
s 1
= = a
- |
Account Type *Account umber
2 Sign Checues
2 == 9754673003404 4
& sur
= o
22 Pad Staf
[[osa ank IRE |

Comphance Report
a
. . e o
. =0

1. Enter the Account holder’s full names that will be used for fund disbursement (Required)
2. Click the drop-down and Select Account Type

3. Click the drop-down and Select a Bank
4. Enter the Account Number (Required)
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Note: The Branch & branch code will auto-populate based on the details supplied by the
applicant.
5. Click Add button (to add only 3 people who are authorised to sign cheques on your

account)

1 [ r—— e YT

In this section, applicants provide essential Ba S ] [ banking details are crucial for ensuring timely and secure
ransactions, facilitating effici

)
r ctions, facilitati fficient financial mang - T
=
& ManCodacposen || | e PAYE Number UIF Number ‘
e[| —————— ] | )
OETEmD i |- D ]
o — ] | \
e [Cr— |
o

1-3003 « ¢ 1115 Hems perpage v

6. Upon clicking that button, New Sign Cheques Member form will appear. Capture all the
fields:

e Enter Name and Surname (Required)

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

o Enter Position (Required)

e Click drop-down and Select Gender (Required)
e Click drop-down and Select Race (Required)

o Enter Tax Number

o Enter PAYE Number

e Enter UIF Number

¢ Upload a Certified ID document of this member

7. Click Save



GMS Grant Application (NLC)

- [E——

#home @AwcuUs ©FaCs B Contactls

o
- v A — & — Q@ —— @ —— & —— — © il & — O —
Acpicaton furess Lscaton Copactyto Jo0 Craten Aopieaton Aopicaton spieatn suman- Use ot Banorg Reirnces
© Do Register Plan Details Amplement Outcome. Actvity atity Funds Details
B Asdess Detals a —
Marstory Decarasen
& Drecters Detals Occurerss B sgnett.
8 Contact et
s
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8. Member Sign Cheques added message.
9. Click Ok

10. Member Sign Cheques record (Click the User Edit icon to view the Member Sign
Cheques details and edit, where applicable)

11. Click Next

2.12 References

a (e w5 | g
© Other Detats Aod Reterences Poskicn
- M= [ ) I= :
Emadscress
& Main Contat Peson ‘ ]
& Managemet Conmitss
*Teptone
2, Son Checues = ]
& sur v
22 Pad s
oo = — o
20 P Pt Tive St !
W Futme Volrteers
= PartTime Vountsers

.
.

Camphance Report.

=

1. Click on Add Referees.
2. View Add Reference form and capture all the fields:

e Enter Name (Required)

o Enter Position (Required)

e Enter Email Address (Required)
e Enter Telephone (Required)
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¢ Upload a Reference letter as a supporting document

3. Click OK

28 vomoers v p— 5 0 e o Poke N
¥
PpT—— — — @ — I
&5 Management Cortiss
& Sign Cheques Saving Reference
i Stall v Reference Successfully Saved
22 P st
1100 Homs perpage 10 v
26 P Pt Time St

4. Reference added message.
5. Click Ok

6. Upon clicking ‘OK’ a Reference record will be added allowing the user to view refernce
projects and edit, where applicable).

7. Click Next

2.13 Mandatory Documents

Mtome @ouUs @FAs B Comacts

i
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st > (i)
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Most recent Signed Annual Financial Statements of the organisations A
[~ =]
= e

1. Enter the Auditor's Name (Required)
2. Enter Auditor’s Registration Number
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3. Upload the Organisational founding documents (This only applies to organisations that
have not been previously funded by the NLDTF).

4. Upload the Organisation’s most recent signed Annual Financial statement

22 vemeors v Organisational founding documents (this applicable i been funded by the NLDTF or if the objectives of the organisation have since changed)

& Man Cortact Porson l Foe Dowelond

& Managemant Commitise

2, Son Checuns Most recent Signed Annual Financial Statements of the organisations
st v l [p—
22 P s
20 Paid Pt Time Staf Signed Auditors/Accountant report
W Fulktmo Vourteers [ =
R for declared 9 mustbe approval national authority.
o Agpicatons >
Fio Dovrioad
Camphance Report
Financial Records
e
= e

5. Upload a signed Auditors/Accountant report of the organisation.

6. In the case of Applications for declared heritage site development/renovations, Upload an
approval from the relevant Provincial/National authority.

7. Upload Financial Records

8. Click Next

2.14 Declaration & Signoff

(B Goort Mmagement Pl | #itome @ AbotUs @ FAGs B Contactls 2 Zenteu
s T ——
=
—
5 o S — —a — & — — @ — o —— ¥ — B —— # ——
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1. Enter your Name.
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2. Enter your Signed Name (Input your full name to indicate formal agreement or
authorization).

3. Enter your Position in the Organisation

4. Enter your ID Number (must be 13 digits)

5. Enter your Initials
6. Click Done
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7. Application Submitted message. (An email will be sent to the applicant as confimation)

8. Click OK
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You can click ‘Back to Tracker’ to go back to the Applications dashboard.
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3. Troubleshooting (potential Issues)

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

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

-3 Grant Management Portal | @ Home @ AboutUs @ FAGs BB Contact Us #) pholoshot
3 Dashboard
i= My Requests Request Tracker > My Requests
© Pending Requests dwwmmgm—.v—’m T Sy STEo St E g e o o
= Approved Requests L Sevicing ] L czo ]
© New Registration
& My Inquiries
1. A Verified registration status will be displayed.
2. Click the forward arrow icon to continue with the application.
o8- Fer
= e oee

& Registration Details
© Other Details
22 Members. v
& Main Contact Person
32 Management Committee

&, Sign Cheques

Organisation Registration Type Organisation Sub-Sector
38 Staff v
| Organisation Registration Type - ] | Organisation Sub-Sector ]
&2 Paid Staff

2o Paid Part Time Staff

I Organisation Reg Number ] I Organisation Sub-Sub Sector ]
W Fulltime Volunteers

Date Registered
= Part-Time Volunteers

[ year-montn-gay | &-

Finances

© Organisational Details
Orgarisason Name: varOrgl

Detsilz OrganisationsName

3 Applications.

W8 Application History
<+ New Application

Compliance Report

General Details

Organisations Name

Organisation Sector

| Organisations Name

] | Organisation Sector

Organisation Reg Number

Organisation Sub-Sub Sector

Contact Details

Main Office Address

l Main Office Address

GPS Location

[ @Ps Location

3.This will be your landing page. From the menu item, click the drop-down on

Applications.
Where you will have two options:

e Application history: This enables the applicant to continue with their application
from where they left off.

¢ New Application: Applicant can start off with a new application/new submission.

u 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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