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INDEX

1.Register as a user

2.Register your organisation details

3.Apply for funding

4.Library / documents

2



Register on the System Register 

as a User



Register as a user – Sign Up

B

B. Email registration

Select Email 

option to register 

on system

A

A. Sign up

Select Sign up to 

start Registration 

process



Completing Registration

1. Complete details

2. An verification email 

will be sent to the email 

address you entered.

3. Complete  Password

4. Display Name

• Etc.



Log into the 

6

A. Logon 

1. Enter Email

2. Enter Password

A

B. Sign In 

1. Enter to sign in

B



Capture New NPO Basic Information

Add New 

Organisation



Capture NPO Details
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Capture  NPO General Information
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Capture  NPO General Information
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Contact Info

11



Capture NPO Organisational Details 

Add 

Organisation 

Detail



NPO - Profile
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NPO - Profile
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Hint: 
Type in the first 4 letters of your address 
and the system will provide you with 
options to choose from



NPO – Profile (Auditors information)
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NPO – Profile (Staff Profile)
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4 = 3 + 1



NPO – Profile (Services Rendered)
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Sample Note: You can add all the services that your NPO provide here



NPO – Profile  (Facility or Community Place – Place of operation)
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Note: You can add all the service points here



NPO – Profile (Loading NPO Certificate Documents)

1919

1

2

4

3



Capture NPO Organisational Details

Start 

Application



Apply for Funding – Choose Programme to apply for

1

2

3

Select Programme to

 apply for

Choose the name of your  NPO



Capture Application

Complete 

Application



Complete Application - Complete 1 to 7

23

To Complete an application 

You need to complete

 the seven areas

Note:

The Organisation Details that have 
completed before 

will automatically be pulled through 

so that you do not have to complete it for 

the application



Complete 2 – Application Details

24

Please enter 

amount are 

applying for



Complete 3 – Financial matters

25

1

2

4

3

Description of what is required (Refer to guide for detailed explanation)

1 Provide information for  Income and Expenditure for the previous financial year

2 Provide information for Budgeted Income for the current financial year and Estimated 
Income for the next 2 financial years

3 Provide information for Budgeted Expenditure for the current financial year and 
Estimated Expenditure for the next 2 financial years

4 Provide information for Other Sources of Funding

5 Provide Banking information. You can add more than one bank account here



Complete 3 – Financial matters Adding information

26

General Functionality

Allow the user to add a new row of information

Sample

Click to Add 

Amount here
Click to Add 

Amount here

Click to Add 

Amount here

1
2 43



Complete 3 – Financial matters – Banking Information

27

General Functionality

Allow the user to add a new Bank Information

Sample

1

2

4

3

Click Save to Add banking information



Complete 4 – Project Information

28

User Complete Project Details

Click to add the purpose 

of the project here



Complete 5 – Monitoring And Evaluation

29

User Complete M&E  Details

Click to add Monitoring 

and Evaluation 

information  here



Complete 6 – Project Implementation Plan

30



Complete 6 – Project Implementation Plan

31

1

2

3



Submit Application

Complete 

Application



Submitting your application for Review

33

Steps Button Description / Action

1 Save 1. You can click on the Save button anytime

2. When you click on the Save button it creates a draft of the application

Recommended:

1. Please Save after every section is completed

2 Validate Before Submitting your Application

Before you can submit an application, the need to check if all the information 

on the form has been capture. Click on the Validation button to check for 

completeness.

Incomplete information

If you have incomplete information, please complete it and click on the 

Validate button again to do a check.

3 Submit When you completed the application and have click on the validate button, 

the Submit button becomes available.



Warnings from a Validation 

34

1. Check the error messages at the top of the screen to see where 

information was not captured

2. Complete the information and click on the Validate button to check if 

application is complete



Feature

35

Validate

Click to see if all 

compulsory information 

is completed

Save

- Saves your Application 

a draft

- Can come complete 

you application later 
again

Submit

- You can only submit 
once a validate check 

is completed

- When you Submit , it 

finalise your application

12 3



Library / Document downloads

Document 

Download



Library - Document Download

37

1

2

1. Click on Open to get the document

2. Click on down arrow to download the document
• Complete document and then
• Upload document onto the system



Thank you
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