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How toregister for a SRPNET account (For new participating companies only)
Company Registration

Please complete the onling formn to register as a member,

Figlds in ®* are mandatary and must be enterei/ A
UserfLogin ID:* ]

Password:* 1 wharaﬁ rs)
Re-type Password:* i \ B

General Informatio

Company MName:

{as in Registry of 1
Companies & Business)
*

Company Registration 1
Nuambep:#

Company Branch 1
Location:z*
Blk fHouse No |

** continues at page 4

1. To accessthe company registration page, go to the following url:
https.//www.srp.org.sg/srp/srppcRegistration

2. Complete al the required fields in the page. Fields denote by an * are mandatory.

L egend

A) User /Login D - Company can select any user id (User ids are unique, no 2 user can have the same user id)
B) Password - Company can select any password

C) General Information - Fields under the General Information section contains company’s details
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** continues from page 3

Contact Information

Contact Person:*
D

Designation:™*
Tel Ho:*

Fax Mo:*
CEO/MD Mame:*

CEO/MD Contact No:™*

Company Details

Union :* .
GST No: E

Nature of business:* banufacturing ~

Industry:* AFROSFACE b
SME* Yeag W

Definition of SME: Business establishment with = fixed asset investment of not more than $15 million if in the manufacturing
sactor OR with less than 200 employess if in the services sector OR with =t least 30%local equity and are not & Public
Listed Company or 3 Subsidiary of 3 Public Listed Company.

Total number of

employee:®

Annual training budget

as % of Company MIL »
Payroll:

User Email Address:*

We declare that the facts stated in this application and the accompanying information are
true and correct to the best of our knowledge and that we have not withheldfdistorted any
material facts. We understand that if we obtain the grant by false or misleading statements,
SRP Secretariat may, at its discretion, withdraw the grant and recover immediately from us
any amount of the grant that may have been disbhursed.

[ | Agree ] [ Clear]

3. Complete dl the required fields in the page. Fields denote by an * are mandatory.

4. Upon completion of all the required fields, click onthe“l Agree” button to submit your company
registration application.

L egend

D) Contact Information - Fields under the Contact | nfor mation section contains information on the contact person for the
company

E) Company Details - Fields under the Company Details section contains information on the company’s Union, Industry,

SME status, nature of business, etc.

Note
** For companies who are Non-Unionised, please select NON-UNIONI SED from the drop-list.
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Thiank you for your registering. You will receive your
registration status via e-mail within the next 3 working days,
Upon approval, you can use your user ID and password to
login.

5. Upon successful submission, you will see the above page.

6. SRP Secretariat will review the application and upon approval, you will receive an email notification. Y ou
will then be able to login to SRPNET at the following url: http://www.srp.org.sg

Note
** For newly registered companies, you will not be able to login to SRPNET until you receive an email notification informing of the
approval status.
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Login to SRPNET (Applicablefor newly approved participating companies only)

GIRO Maintainance
GIRO Information
GIRO Print

** continues at page 7

7. For newly approved companies, you will not be able to submit any application until you have updated your
company’s GIRO information

8. Under the GIRO Information section (refer to the functions menu to the left of your screen), select
Maintenance

9. Select the GIRO Update option
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** continues from page 6

Interbank GIRO Scheme Direct Credit Authorisation:

Payee's Name
Blk fHouse Mo:
Level:

Unit No:

Street Name:

Building MName:

Postal Code:

Tel No:

Fax Mo:

Payee's Bank Particulars:

Bank Name:

Branch Name:
Bank No:
Branch No:

Account No:

Branch Address:

Blk /House Mo:

Level:

1 WT” T

10. After selecting GIRO Update, the above screen will be displayed. Fill in all the fields before selecting
Update

L egend
F) Interbank GIRO ... - Fields under the Interbank GIRO ... section contains information on the company’ s details

G) Payee' sBank Particulars- Fields under the Payee’' s Bank Particulars section contains information on the company’s bank
account details

H) Branch Address - Fields under the Branch Addr ess section contains information on the address of the company’s
bank

Note

** Absentee payroll will only be disbursed to company’ s corporate bank account. Funds will not be disbursed to individual bank

account.
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GIRO Maintainance
GIRO Information
GIRO Print

** continues at page 9

11. Under the GIRO Infor mation section (refer to the functions menu to the left of your screen), select
Maintenance

12. Select the GIRO Print option
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** continues from page 8

INTERBANK GIRO SCHEME DIRECT CREDIT AUTHORISATION FORM

Mote: Part & of this form is to be completed by the Payee. Payments will be credited directly
into the Payee's bank account as stated below, Any alterations shall be initialed by the same
authorized signatories signing the form, Do not wse correction fluid when making alterations,
Flease return the original completed form to:

NTUC Skills Development Department

NTUC CENTRE Mo 1 Marina Boulevard, #11-01, One Marina Boulevard
Singapore 018989

;1. Payee's Mame and Address: EFax Mo, 71323232
|, \Tel No. : 123465

laa, #a3-aa, [
|Singapore 123456

| 2. Payee's Bank Mame, Branch Mame and Address
2,

|2,

la,#1-1a,

ESingapDre 123455

3. [Bank. Branch Mo,  \AccountMo,
' 1 2 |z 1 2 2 Ji1lzlzl4(se [7 [ (o | |

i

/e hereby authorize the NTUC Skills Redevelopment Programme to credit payment due to
[mefus to the above account. Amounts so credited would constitute valid discharge of
[obligations due to me/fus.

;“I'hiS authiorization shall continue to be in force until IPwe or the NTUC Skills Redevelopment
Programme has expressly revoked it by notice in writing delivered to vou 30 days before the

[change,
|

13. After selecting GIRO Print, the above screen will be displayed. Print out the above page and have it
endorsed by the bank before mailing it to SRP Secretariat at the following address :

NTUC Centre, No 1 Marina Boulevard

#11-01, OneMarina Boulevard

Singapor e 018989

Attn : SRP Secretariat (Skills Development Department)

14. Upon receiving the bank endorsed GIRO form, SRP Secretariat will process and activate the company’s
GIRO account with SRP within 5 working days

Congratulations! You have successfully setup your SRPNET account !
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Submitting your absentee payroll claim via SRPNET

Funding Application

Existing Employees & In-Employment Training

[-JiEnet

Welcome to SEFHet — &bszertes Payroll Application.

Elindly note that application of SEF absentee payroll funding rmust be made wia SEPHet at least OWNE DAY before the course coramences.
For application after course corrnencerment, please write to sipi@nduc.org.ss.

Click “Mext™ to proceed with your application if the following terms & conditions on the award of SEP training incentirels) are agreeahle: -

MNotes:
+  ESRF absentee payroll funding is awarded to & pplicant Corgeansy to defras its marpoiarer cost when eraplotree attended training DUTEING
wiorking hours.
+  For traiming hours conducted OUTSIDE working hours, company roust dishanse dirvectly to the trainees) the absentes payroll funding
together with emplogrer™s top - within the next calendar raonth frorn the date of receipt of SEFP funding.
+  The SEF funding rates are pegged to the prevailing rates at titne of application and it is not applicable for on-the-job training.
+  To gualifiy for SEF funding, applicant cornparsy raust be registered or incorporated in Singapore and sporsored the full course training
of its employes(s). The course selected rust be also be pre-approsed ber SEFP
+  The eligibility criteria for SEP funding are: -
o Tramees roust be Singapore Citizens or Singapore Perrnanent Besidents
0 Trainees must achieve at least 75% attendance and sit for all prescribed e xaminations reguired by the course, iff applicable
o Traimees romst be in the direct emplosroert of the applicant comgpansy during the full course t
+  Wisit SREF website wana srpoorgss for the latest funding rates and eligbility criteria. Funding rates and ellg:lhﬂltj,r criteria are subjected
to changes without prior notice.
+  Application of absentes payroll signifies agreement by the applicant corapany to accept all the terras & conditions for the award of
SEF training incentive(s) and company also agrees to subrnit any evidence which may be called for in support of this claim.
+  5BPF Secretariat reserves the right to reject any application for SEP funding without assigning any reason or explanation.

Best regards
SBF Secretariat

Custormer Service Hotline: 6213 20028
Fax: 6327 8828
E-mail: stp@ntuc.org.sg

** continues at page 11

15. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select
Application

16. Select the Existing Employees >> I n-Employment Training option before clicking on Next

L egend
[) In-Employment Training - Refersto company applying for absentee payroll for existing employees

Important Note
** Companies areto refer to the letter of offer issued to them by SRP Secretariat before submitting their application
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** continues from page 10

Funding Application
Training Institution *test CF v
[t

Elindly select the training institution that ywon have enrolled your erplosyree(s) for training and click “Mext™ to continne with the application via SRFHet.

SRPMNet's Useful Tip:-
To find out more on the other 1,800 courses suyppotted by SEP, please visit owr website or follow this link hitpe:fhanew smp.org soferplengCourse,

For courses that are not listed in the prograrare, kindly write to us at sypi@ntuc.org.sg.

17. Select the appropriate training institution from the drop-list before clicking on Next

Funding Application

Course Provider: * test CP
Course Title * ABC test v
Mext

Elindly select the appropriate course title that wou hevee envolled srour exaplovreels) for training and click “Mext™ to continue with this application.
Notes:
¢ Check with wour comrse provider if sron are unsure of the course title.
+  Each 5BF application represents enrolliment for one conrse module with sarme course period 1e. course start date and end date,
regardless of the class run and the no. of erployee(s) enrolled.

If farther clarification is required, kindly contact us o sipi@rtuc.orz.eg

** continues at page 12

18. Select the appropriate course from the drop-list before clicking on Next
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** continues from page 11
Funding Application

Company NMame:

{as in Registry of Companies & *ETEST CoOy

business)

Course Title * ARC test

Course Provider * test CP

Mode of Training G Full Time O Part Time

Course Reqg. No
{e.g Class or invoice no):

Duration of training per trainee {excluding meal breaks)

Mo. of classroom training hours

{Theory) s500.00

Mo. of Practical hours: 100.00

Mo. of on the job training hours: 100,00

Other course information

Start Date 26 | JUL % | 2008 %
End Date {including exam) b - w

Course fee per trainee {(excluding GST,
Exam fee and Registration fee)

Declaration

We declare that the all information and particulars provided in this application and claim
are true, complete and accurate and that we have not withheld or distorted any
information or particulars required under this form. We understand that if any
information or particulars provided by us is false, inaccurate, distorted or misleading in

any way, MTUC may, at its discretion, withdraw the grant and recover immediately from
us any amount of the grant that may have been disbursed.

I_n_additiun, we also declal_'ed that tl'_le train_ee{s} in this application are direct employee

** continues at page 13

19. Fill in the required information before clicking on Next

L egend
J) Mode of Training — Refersto whether the training is being done part-time or full-time

K) Course Reg No — Refersto the reference number for the course. (Eg: Receipt number / course batch id given by your training
provider, etc ...)

L) Start/End Date— Refersto the start and end date of the course. Please note that the end date isinclusive of the examination
period.

M) Coursefeeper trainee ... - Refersto the amount of course fee each trainee is charged. (Fees should exclude GST, examination
& registration fees)

Note
** Companies are required to submit their absentee payroll claim at least 1 day before course commencement date
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** continues from page 12

Funding Application { Trainee Profile)

Company Mame:** TEST COY

Mame {as in

Highest Educational

Occupation Full Description

MRIC) Age Race Level - [ same for All
E Basic *Basic
NRIC Gender Citizenship Monthly Hourly Type of Worker - [ | Same for all
Salary Salary
| |Belowz0 || Chinese v |SEC & BELOWY v| | Administrative Support
1
'S ~|| [Male v | SINGAPOREAN || | || Direct employees (< 3 months) v |
| || Below20 v || Chinese v | SEC & BELOWY v | Administrative Support
2
'S v [Male v | SINGAPOREAN v|| | || Direct employees (< 3 months) v |
| |Belowza || Chinese v |SEC 2 BELOWY v| | Administrative Suppont
g
B |[Male  v| |sNGAPOREAN ~|| | || Direct employees (< 3 months) + |

** continues at page 14

20. Complete the required fields for the trainees. (Hint: If all 5 trainees have the same occupation, by selecting
the appropriate occupation at the 1% trainee followed by clicking on the Occupation Samefor All box will

propagate down the occupation for all remaining 4 trainees. Click on the Full Description link to view
more examples for the occupation classification)

21. If you are submitting application for more than 5 trainees, click on Add Trainee(s) for the next entry
screen. Once you have completed entering the details for all the trainees, click on Submit

(Hint: If you're applying for a group of trainees for the same course during the same period, you are ableto
use the Upload Trainee Profile function. See page 30 for more details)

Note

When keying details under “Basic Monthly Salary” and “Basic Hourly Salary”, please use the following

format, (eg: 100.00)

When keying the NRIC of the trainee, DO NOT put a“S’.
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** continues from page 13

Funding Application

Course Provider: ¥ test CP

Course Title: * ABC test

Funding Scheme 17 AprTestl (App 1T &5)
Mext

Eindly select the sppropriate funding scheme from the drop-list before clicking on MNext to cordirme with this application.

** continues at page 15

22. Select the Normal/Enhanced from the drop-list before clicking on Next

(Note: The above screen will not be applicable to al companies)
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** continues from page 14
Funding Application
Company Mame:
as in Registry of Companies & business)
Course Title
Course Provider
Mode of Training

Course Reg. No
{e.g Class or invoice no):

Funding Scheme:

M TESTERY

* ARC test
¥testcp
Full Time

)

Mormal/Enhanced

Duration of training per trainee {excluding meal breaks)

Mo. of classroom training hours (Theory) S00.0
Mo. of Practical hours: 100.0
Mo. of on the job training hours: 100.0
Other Course Information
Start Date 26 Jul 2006
End Date {including exam}) 23 May 2008
Total number of trainees 1
Course fee per trainee (excluding GST, Exam fee and £ 1.00
Registration fee) !
Mame {as Highest :
in MRIC) Age Race Educational Level Occupation
No ; Basic
NRIC Gender Citizenship g::u: Type of
(Monthly) {Hourly worker
Rate)
Below : Administrative
& 50 Chinese SEC & BELOW Eifapat
1 Direct
M SINGAPOREAM £ 10.00 +£ 10,00 |employvees (<

** continues at page 16

2 months)

23. After clicking on Next, you will see the above confirmation screen. Please verify and ensure that all details

are entered correctly before clicking on Submit.
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** continues from page 15

Thank you for using the SRPHet. Your application for SRP funding is approved in-principle. The SRP ID for this
application is 38173. Kindly quote this reference for all future correspondences on this applicationfclaim.

Motes:

SET ahsentee pa;m\gg awarded to applicant corapary to defray s marpower cost when eraplovee(s) attended training

DURING working hours.
For training hours conducted O VERY IMPORTANT NUMBER Ty to the trainees) the absentee payroll finding
together with ernployer’s top- t of SEF funding.

To gualify for SEP funding, applicant corparey mmst be registered or incorporated in Jingapore and sporeored the fiull course training
of its eraploveels). The cowrse selected must be alzo be pre-approved by SEP.
The eligihility criteria for SEP furding are: -

0 Trainees roust be Singapors Citizens or Singapore Perrnanent Besidents

0 Trainees roust achieve at least 75% attendance and sit for all prescribed exarairations recuired by the course, if applicable

0 Trainees mmst be in the direct exaploymment of the spplicant company during the full course trairang.
SEF funding is applicable for one-time fanding for the same course by the sare trainee, regardless of the applicant corpardes of SREF funding,
Visit SEP wehsite wunarsiporg sz for the latest funding rates and elighility criteria. Funding rates and elighility criteria are subjected to
chariges withont prior notice.
Lpplication of absentes payroll signifies agreernent by the applicant cormpany to accept all the terras & conditions for the awad of SRF
training incentrve(s) and cormpany also agrees to subrdt argy evidence which may be called for in support of this claim.
SEF Secretariat reserves the right to reject any applicationfclaira for SEP fanding without assigring any reason or explanation.

24. After clicking Submit, you will see the above screen informing you of your SRP reference number. This

SRP ID isunique and shall be quoted by you should there be any enquiries with SRP Secretariat An email
notification will also be sent to you with details of the absentee payroll claim applied

Congratulations! You have successfully applied for your first absentee payroll claim !
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How to acknowledge your absentee payroll claim

Absentee Payroll Claim Acknowledgement

By SRP ID * ABC test- 35165 { 01/01/2006 - 01/02/2005 )

Welcome to SRPMNet - Ahsentee Payroll Claim Acknowledgement. Kindly select the appropriate
claimis) to endorse on the following: -
(i) Attendance of the traineel(s), as declared by course provider i.e. the training hours attended
and sat for all prescribed examination or assessment, if applicable and

(i) Declare the breakdown of the training hours conducted DURING and/ox After/Outside working

hours,

The endorsed claim(s) will be processed by SRP Secretariat and the fundipotoe aliaibla claimis) will
be disbursed via GIRO to your account, SRPID

MNotes:
- SRP absentee payroll funding is awarded to applicant company to defray its manpower cost
when employee(s) attended training DURING working hours,

- For training conducted QUTSIDE working hours, company must disburse the said absentes
payroll funding together with employver's top-up to the traineels) direct within the next calendar
month from the date of receipt of SRP funding.

- The SRP funding rate iz pegged to the prevailing rate at time of application and it is not
applicable for on-the-job training.

- Funding rate and eligibility criteria are subjected to changes without prior notice.

- Acknowledgement of absentee payroll claim signifies agreement by the applicant company to
accept all the terms 2 conditions for the award of SEP training incentives and company also
agrees to submit any evidence which may be called for in support of this claim.

- 5RP Secretariat reserves the right to reject any claim for SEP funding without assigning any
reason or explanation.

Best regards

SRP Secretariat

Customer Service Hotline: 6213 20082
Fax: 6327 8688

E-mail: srp@ntuc.org.sg

** continues at page 18

25. Upon the successful application of your absentee payroll claim (See page 16), your application is “locked”
in SRPNET until the completion date of the course. Once your course has completed, your training
provider will be prompt by SRPNET to provide their endorsement for attendance and examination results
via SRPNET. Once your provider has completed their endorsement, an email notification will be sent to
you informing you to login SRPNET to acknowledge their endorsement.

26. To acknowledge a claim, under the Absentee Payroll Claims section (refer to the functions menu to the
left of your screen), select Acknowledgement

27. Select the appropriate claim acknowledging for from the drop-list before clicking on Go

(Hint: Thereisa SRP reference id tagged to each entry from the drop-list. If you do not remember the
details of the course, remember your SRP ID!)
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** continues from page 17

Absentee Payroll Claim Acknowledgement

SRPPC: e SRP ID: 38186
Course Title: * ABRC test Total Course Hours: F00.00
Course Start Date : 01/01/2006
- = e Endor sement s
ourse End Date : 01/02/2006 by Provider Actual course hours
Claim Effective Date : 01/02/2006
/ \ Class Class
Actual / Actual Room Room
Elass nloh. Lo ctical Teaining [Attend H H
Mo [Name NRIC Bt Training Hrac 1ICa Hl'all'lll'lg e endance for l':.I.'IE-II:LII'S I:)IZII.I_I'S
Hours Hours EREE A:tursd d ExamjfAssessment W E‘:. wur';;'.g
Attended EILIE orking orking
Hours Hours
1 & 700.00 0.00 0.o0 0.00 700.00 100.00 1] 1]
, Endor sement to be
[ | Agree & Submit ] l_ DisAgree & Seek Clarfication from Course Prowid made by company

** continues at page 19

28. Based on the provider’ s total hours endorsed as in attendance, the company is to declare the breakdown of
hours by training done after / during office hours. (EQ: Trainee endorsed as attended 700hours of
classroom training, company to declare out of the 700hours attended, how many hours were done during
working and after working hours) (Hint: No absentee payroll is given for OJT training, if company does
not agree with the course provider’s endorsement, they are able to rgject the claim back via clicking the
“Disagree & Seek Clarification from Course Provider” button)

29. Once you have provided your endorsement, click onthe” 1 Agree & Submit” button to submit your

absentee payroll claim to SRP.
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** continues from page 18

Thank you for the endorsement & acknowledgement of claim
under SRP ID no. 38165 The claim will be processed by SRP
Secretariat. For eligible claim, SRP will disburse the funding
via GIRD to your account within one month from date of
endorsement. An email notification will be sent to the
SRPHet user({s) once the disbursement is made.

If further clarification is required, kindly contact us at
srp@ntuc.org.sg

30. Upon the successful acknowledgement of your SRP claim, you will see the above confirmation screen.

Congratulations! You have successfully acknowledged your SRP claim ! SRP will take approximately 1
month to process for your absentee payroll claim.
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How to update your absentee payroll claim once submitted

Absentee Payroll Claim Application Update

Company Mame : % SRPPC A - TESTING PRODUCTION
SRPID |33513 v|

ext

** continues at page 21

31. Companies are able to update their absentee payroll application aslong asthe course HAS NOT complete,
(Criteria applies, see below).

Course has not commence - Companies are able to add/remove trainee, change course dates,
change course providers, changed course details, etc.

Course has commenced but duration - Companies are able to ONL Y remove existing traineesin the
has not exceed 50% of the total application.

duration.

To update your absentee payroll claim, under the Absentee Payroll Claims section (refer to the functions
menu to the left of your screen), select Update

32. Select the appropriate SRP ID from the drop-list before clicking on Next.
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** continues from page 20
Absentee Payroll Application { Trainee Profile)

SRP ID : 38122

Highest
Name (as Age Race Educational Occupation Full Description
in NRIC) Level

Mo
Basic [*Basic
MNRIC Gender Citizenship Monthly Hourly [Type of Worker
Salary |[Salary

3 gg'“""' Chinese SEC & BELOW  Administrative Support

Male |[SINGAPODREAN (20.0 20.0 Direct employees (> 3 months) +

Fill in the traiveeis) profile by completing all the requived fields. Mote that if you have more than 5 trainees, kindly click “Add Tramee(s)™ to 2o
to the next entry screen. Onee you have entered all the traivees for this application, click “Subznit™

SEPMet’s Useful Tips
If you are subratting application for a big group of tramees for the same course for the save course period (1e. similar course start date and end date],
o may wse the “Upload Trainee Profile™ fanction in replace ment of entry by trainee.

For further instruction on howr to use this function, please refer to the SEPMet wer guide for comparies. This may be downloaded +ia this
link. httpdhansne srp org sgfeompanyftusermides pdf.,

33. Companies updating their claims for courses which have not commence, the procedures are similar as per
the normal absentee payroll application. (See page 11 to 15)

34. Companies updating their claims for courses which have commenced but not exceeded 50% of the total
duration, they will see the above screen. Companies will only be able to remove trainees who have not
attended the training. To remove atrainee from the application, check the checkbox indicated beside the
seria no before clicking on the Delete button. (Hint: Companies who do not remove trainees who did not
attend the training will not be able to submit another application for the same trainee for the same course)

Congratulations! You have successfully updated your SRP claim !
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How to cancel your absentee payroll claim once submitted

Absentee Payroll Application Cancellation

Company Mame : ** GRPPC A= TESTING PRODUCTION
SRPID |33E13 .i

Il

35. Companies are also able to cancel their absentee payroll claim as long as the course has not completed.

36. To cancel your absentee payroll claim, under the Absentee Payroll Claims section (refer to the functions
menu to the left of your screen), select Cancellation

37. Select the appropriate SRP ID from the drop-list before clicking on Next.

{ ? Are vou sure you wank ko CANCEL the APPLICATION 7

Zancel

** continues at page 23

38. A prompt like the above will appear, click on OK to proceed with your cancellation.
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** continues from page 22

Absentee Payroll Application Cancellation

Company Mame:

(as in Registry of Companies & business)

Course Title

Course Provider

Mode of Training
Course Registration MNo:
Funding Scheme:

M TEST ey

* Tin test

* test CP

Full Time

2313
mNormalfEnhanced

Duration of training per trainee ( excluding meal breaks)
Mo. of classroom training hours (Theory )

Mo. of practical hours

Mo. of on the job training hours:
Total no. of training hours
Other course information
Start Date

End Date {including exam)
Total number of trainees

Course fee per trainee {excluding GST, Exam fee and

Registration fee)
Total Course Fees

Mame (as in

No  NRIC) e
MNRIC Gender
. aaa Below 20
M

Race

Citizenship
Chinese
SINGAPCOREAN

5

0
0
S

6 Jun 2007
1 Qct 2009
1

£ 21.00

£21.00

Highest
Educational
Level

Maonthly Income
SEC & BELOW
¢ 11.00

[ Cancel Application ]

39. You will then see the above summary screen indicating the details of the claim you' re canceling. To
confirm your cancellation, click on the Cancel Application.

Congratulations! You have successfully cancelled your SRP claim !
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How to enquire on the status of your absentee payroll claim

Absentee Payroll Application/Claim Enquiry

SRP ID [
For the period of ! ;J ! :_' l j T
Search I

Hl

Enter your SRP
ID here

** continues at page 25

40. To enquire on the current status of your absentee payroll claim, under the Absentee Payroll Claims
section (refer to the functions menu to the left of your screen), select Claim Status Enquiry

41. Under the SRP ID field, enter the SRP claim you wish to enquire on before clicking on the Sear ch
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** continues from page 24

Search Results:;

Course Course Course Disbursement Total

Title Provider Atarf Date” E0d Date Fee Atatls Date Amount
HEEBRPRPCA - ®Tast

33613 TESTING Cotirse | 2o ok,
PRODUCTION - &

SRPID CompanyMName
ooi10/2008 3171272005 £ 2n0.on SPRled £0.00

Search Again

42. From the above search result screen, companies are able to view the current status of the absentee payroll
clam. (Hint: To view the details of trainees in the claim, click on the highlighted SRP ID)

L egend - Types of Status

Applied - Absentee payroll claim has been applied, but course has not compl eted.
Pending CP endorsement - Course has completed, claim is currently pending your provider’s endorsement.
Pending SRPPC approval - Y our provider has endorsed, claim is currently pending your acknowledgement.

Processing at NTUC - The acknowledged claim is currently being process by SRP
Cancelled - Absentee payroll claim was cancelled.
Disbursed - Absentee payroll claim has been disbursed.
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How to enquireon the claimable limit of your employee

Enquiry on Trainee Claimable Balance

MNEIiC I
Year |
Lt |

** continues at page 27

43. As absentee payroll, training allowance and adjustment support is capped at S$9000 per year / per course/
per trainee, companies are able to check on the claimable limit of their employees for a specific year. To
enquire on the claimable limit of your employee, under the Absentee Payroll Claims section (refer to the
functions menu to the left of your screen), select Trainee Claimable Limit

44. Enter the employee’ s NRIC and the year checking for.
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** continues from page 26

Enquiry on Trainee Claimable Balance
Nric |

Year |
Subrnit |

SRP  Company Coures Start End Actual Disbursed Applied
1D Name Date Date Amount Amount
MEiC Mame Year Amount Available Limit (Exclude Applied Amount)

2004 $.0.00° 4 9,000.00

Kindly note that absentee payroll, training allowance and wage support will be
capped at $9000

- per-annum pertrainee or
- per course per trainee
The above cap is based on course start date
This cap applies on top of the existing monthly salary cap absentee payroll

45. The above result screen will be shown indicating the amount of absentee payroll, training allowance or
wage support your employee has applied for under the given year. (Hint: Companies will only be able to
view the details for their own employees)
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Administration of your SRPNET account

Absentee Pay
Claims

Welcome to SEPMNet
A

Your last login was
13 Jul 2006 16:35:01 hrs

Giro
Infermaticn

® Maintenance

Administratio )

#® Change Password . .
® Update Profile . Functionsto administer your
® Add User SRP account

® Logout

46. Using the functions under the Administration section, you are able to a) Change your existing SRPNET
user password. b) Update your company’s profile. ¢) Add additional user ids under your existing
company’ s account. d) Logout of SRPNET

Hints
- Itistheresponsibility of the company to keep their company profile up-to-date. (Y ou can do so viathe
Update Profile function.)

- A company can have up to amaximum of 5 user ids per account. Companies are to only create additional
user ids when required. (You can do so viathe Add User function however, All user ids created will
have the same access control to SRPNET)

- Usersare advised to use the L ogout function when exiting from SRPNET.

DO NOT CLOSE YOUR INTERNET EXPLORER WITHOUT A PROPER LOGOUT.
ACCOUNTSWILL BE “LOCK” FOR 45MINUTESIF A PROPER LOGOUT ISNOT DONE.
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Submission of online surveys

47. Periodically, SRP Secretariat will be sending online surveysto selected companies participating in SRP
training. An email notification will be send to the affected companies, upon receiving the email
notification that there is a survey pending, please login to SRPNET, under the Absentee Payroll Claims
section (refer to the functions menu to the left of your screen), select Survey Submission, alist of pending
surveys will be indicated in adrop-list. Please ensure that you answer AL L the questions before submitting

your survey back to SRP.
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“Upload Trainee Profile” function

** continues at page 31

48. For companies applying for a group of trainees for the same course, during the same period, they are able
to use the Upload Trainee Profile function to import the details of their trainees into SRPNET.
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** continues from page 30

49. Using the Browse function, locate the text file which you have created before clicking on the Upload File
button.

(Hint: SRPNET accepts ONLY file upload in semi-commas delimited text file format with all require
fields complete. See page 32 on how to create text file format required by SRPNET)
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How to create text fileformat using the supplied excel for mat

** Sample format of required fields **

50. Using the above excel format given, companies are able to enter their employee’ s information. Column B,
C,D, E, G, H, K and L are pre-define fields, companies will only need to select from a drop-list of pre-
define options. (Hint: The file format accepted by SRPNET is case-sensitive, if applicable, do use the
drop-list of pre-defined options)

51. Once you have completed keying all the trainee’ s information, delete row 1 from your excel sheet (Row 1
contains the title for each column) from your excel menu bar followed by selecting File and Save As
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52. After clicking Save Asin step 51, the above dial ogue box will appear.

53. Browse for alocation to save your file, under Save astype, select CSV (Comma delimited)(*.csv) before
clicking on Save

54. Browse for the file you have saved earlier in step 53, rename the file extension from .csv to .txt to
complete the process.

I Congratulations. You have created your first file for upload to SRPNET !
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Common errorsduring the creation of the data file for application upload

After exporting thefile, thefile delimiter isnot a semi-comma

When trying to rename thefile extension from .csv to .txt, I’'m unable to view the .csv

After exporting thefile, thefileddimiter is not a semi-comma (For Windows 2000)
Go to the windows control panel, select Regional Options

Under the Number s tab, change the character under the List Separator to ;

Click on Apply

After exporting thefile, thefile delimiter isnot a semi-comma (For Windows XP)
Go to the windows control panel, select Regional and L anguages Options

Under the Regional tab, select Customize

Under the Number s tab, change the character under the List Separator to;

Click on Apply

When trying to rename thefile extension from .csv to .txt, |’ m unableto view the .csv
Go to your windows explorer, from your menu bar, select Tools followed by Folder options

Under the View tab, uncheck the box for the Hide file extensions for known file types option

Click on Apply
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Download of claim application details

** Continues at page 36

55. Under the Absentee Payroll Claims section, select Application Download. Enter the SRP ID of the
claim you’ re downloading before clicking on the Download
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Continues from page 35

56. At the above prompt, select Save and select alocation to save the datafile.

57. Once downloaded, you will have view the data file using your Microsoft Excel (See step 58 — 59)
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Viewing your downloaded file

58. Using your Microsoft Excel, open the downloaded file, at the above prompt, select Delimited before
clicking on the Next

59. Check the Semicolon option before clicking on the Finish
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Trainee enquiry — Overview claimable limit and trainee status

** Continues at page 39
60. Under the Absentee Payroll Claims section, select Trainee Status and Claim Limit Enquiry (Overview)

61. Enter the NRIC of the trainee you' re enquiring for before clicking on Submit
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** Continues from page 38

62. The above result screen will be displayed indicating the amount of available grant the trainee is eligible for
in the current year.

(Hint: Companies will be able to enquire for all SRP trained individuals even though the individuals are
not being employed by them. The Status field would indicate if the traineeis eligible for SRP funding.
Trainee with a Suspended status would indicate that he is being blacklisted by SRP and will not be eligible
for any further SRP funding.)
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Saving and retrieving a “ saved” application

O

63. During application submission, you will be able to find afunction “ Save” at the following modules; course
information screen, trainees information screen and application summary page. Click on this function to
save your application for future submission.

64. Toretrieve a“saved’ application, under Absentee Payroll Claims section, select Save APP and alist of
previously “saved” application will be displayed for your necessary action.

65. To cancel a“saved” application, under Absentee Payroll Claims section, select Cancel Save APP and a
list of previously “saved” application will be displayed for your necessary action.

(Hint: Companies will be ableto retrieve al “saved” applications prior to course commencement. Please
contact SRP Secretariat if your “saved” application is not submitted before actual course commencement)
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Submitting your STEER Place& Train/ Train & Place (Co-sponsored) claimsvia SRPNET

** Continues at page 43
66. For companies participating in STEER Place & Train or Train & Place (Co-sponsored), they are able to
submit their absentee payroll or training allowance and their wage support claim concurrently.

67. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select
Application

68. Select the New Employees >> Steer (Place & Train) option (Applicable for Place & Train programmes)
OR
>> Steer (Train & Place) option (Applicable for Train & Place programmes)
before clicking on Next

69. Subsequent steps of selecting your training provider, course, details of course and participants are similar
as per applying for your absentee payroll claim. (See page 11 — 13)
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** Continues from page 42

** Continues at page 44

70. After clicking on the Submit button listed in step 21 of page 13, companies will see the above screen.
Companies have to make a selection for the STEER programme they are applying for before clicking on
the Next
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** Continues from page 43

71. Select the appropriate mode of payment for your adjustment support claim before selecting Next.

0 Seepage 45 for definitions & examples for the above selections.

o For companies applying for STEER programmes with multiple course combination, the above
adjustment support selection will only be available when applying for the “last” course of the course
package.

o0 Companies selecting the“I do not wish to claim for adjustment support” option will not be
receiving any adjustment support incentive.

0 Once amode of payment for the adjustment support is selected, no changes will be allowed.
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Eg—STEER Place & Train

Courseis starting from 1 Jan 2005 to 31 Mar 2005. If monthly application mode is selected, the
company will receive their adjustment support claim for endorsement on 30 Apr 2005. This process
will be repeated for another two times on 31 May 2005 & 30 Jun 2005.

Courseis starting from 1 Jan 2005 to 31 Mar 2005. If One-off application mode is selected, the
company will receive their adjustment support claim for endorsement on 30 Jun 2005 for the 3 months
of employment.

Eg—STEER Train & Place (Co-sponsored)

Courseis starting from 1 Jan 2005 to 31 Mar 2005. If monthly application mode is selected, the
company will receive their adjustment support application on 30 Apr 2005. Companies will have to
endorse the employment date of their employees before submitting the application. (In instances
whereby there is more than 1 trainee and their employment date varies, companies are to use the last
employment date when declaring for al the trainees) Assuming that the company declared the
employment date as 15 May 05, the company will receive their adjustment support claim for
endorsement on 16 Jun 2005. This process will be repeated for another two times on 16 Jul 2005 & 16
Aug 2005.

Courseis starting from 1 Jan 2005 to 31 Mar 2005. If one-off mode is selected, the company will
receive their adjustment support application on 30 Apr 2005. Companies will have to endorse the
employment date of their employees before submitting the application. (In instances whereby thereis
more than 1 trainee and their employment date varies, companies are to use the last employment date
when declaring for al the trainees) Assuming that the company declared the employment date as 15
May 05, the company will receive their adjustment support claim for endorsement on 16 Aug 2005 for
the 3 months of employment.

Eg—STEER Train & Place (Adjustment Support claim only)

During adjustment support claim application, company is to enter the employee’ s employment date (Eg:
15 Jan 2005). Based on the employment date declared, if monthly application mode is selected, the
company will receive their adjustment support claim for endorsement on 16 Feb 2005. This process
will be repeated for another two times on 16 Mar 2005 & 16 Apr 2005.

During adjustment support claim application, company is to enter the employee’ s employment date (EQ:
15 Jan 2005). Based on the employment date declared, if one-off application mode is selected, the
company will receive their adjustment support claim for endorsement on 16 Apr 2005 for the 3 months
of employment.
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Submitting your adjustment support claim for new employeestrained under STEER Train & Place
(Surrogate employers) via SRPNET

** continues at page 47

Note
Applicable for companies applying for adjustment support incentive for new employeestrained under
STEER Train & Place (Surrogate employers)

72. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select
Application

73. Select the New Employees >> Steer (Train & Place) — Adjustment Support Claim Only before
clicking on Next
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** continues from page 46

74. Select the appropriate mode of adjustment support disbursement (See page 44 for examples).

** continues at page 48

75. Enter the required fields (Employee’ s NRIC, date of employment & monthly salary) before clicking on
Next
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** continues from page 47

76. Select from the Occupation drop-list the appropriate position of the employee before clicking on Next

Congratulations! You have successfully applied for your wage support claim!
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Endorsing your adjustment support claim

** continues at page 50

77. Under the Absentee Payroll Claims section (refer to the functions menu to the left of your screen), select
Adjustment Support Endor sement

78. Select the appropriate claim endorsing for from the drop-list before clicking on Go
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** continues from page 49

Adjustment support claim endor sement — Monthly mode for STEER Place & Train

DR

Adjustment support claim endor sement —Monthly modefor STEER Train & Place

** continues at page 51

79. Enter the monthly gross salary for the employee before clicking on the Submit. For employees who have
left employment, after keying in the monthly gross salary, select No from the In employment drop-list
before clicking on the Submit. For adjustment support endorsement under the STEER Train & Place
scheme, companies are aso required to enter the employment date of the last recruited employee.

Version 1.4 (Updated as at 12 January 2007) 50



** continues from page 50

Adjustment support claim endor sement — 1-off mode for STEER Place & Train

DN RN

Adjustment support claim endor sement — 1-off mode for STEER Train & Place

N

80. Enter the monthly gross salary for the employees for al 3 months before clicking on the Submit. For
employees who have left employment, after keying in the monthly gross salary, select No from the In
employment drop-list before clicking on the Submit. For adjustment support endorsement under the

STEER Train & Place scheme, companies are aso required to enter the employment date of the last
recruited employee.

Congratulations! You have successfully endorsed your adjustment support claim !
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Updating your employee'sjob retention (Applicablefor STEER programmes only)

Companies applying under the STEER programme are required to update SRP on the employee’s job
retention status up to a period of 12 months from the date of course completion at specific intervals (Month
1, month 2, month 3, month 6, month 9 and month 12) Employees who do not fulfill the minimum 3
months employment criteriawill be blacklisted and barred from any SRP programmes up to a period of 12
months.

For companies claiming adjustment support under STEER programme, they will not be required to update
the job retention for month 1 — 3. This update will be done automatically during company’s adjustment
support endorsement. Companies are only required to update the job retention status for month 6, month 9
and month 12.

81. Under the Absentee Payroll Claims section (See |eft of screen), select Job Placement Update

82. Select the appropriate record before clicking on Update

L egend
N) SRP ID — Refersto the SRP ID of the tagging STEER course

0) Course Title— Refersto the coursetitle of the tagging STEER course

P) Month — Refersto the month of employment

~THE END ~

Version 1.4 (Updated as at 12 January 2007) 52



