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Section 1  Request for Claims (SBL-Khas)                                                     

1.1 Training Provider Request for SBL-Khas Claim 
 
Prerequisite 

- Grant application is already approved. 
- Training provider need to submit claim first before the employer 
- Claims can only be submitted after the training has ended. Otherwise, the claims record is not 

appear in the ‘Approved Grant’ table. 
 

Follow the steps below to request for SBL Khas claims: 
 
Step 1: Login as Training Provider to submit claim. 
 
Step 2:  Select from menu ‘Application’ >’Claim’ > ‘Submit Claim with Grant’. 
Result:  The following screen is displayed: 

 
 
Step 3:  Search for the Grant ID for the SBL-KHAS, if required. 
Result:  The record is displayed as shown on the above screen.  
 
Step 4:  Click ‘Claim’ button. 
Result:  The following screen is displayed:   

 
 
Step 5: Select the officer to be contacted then click ‘Next button. 
Result:  The following screen is displayed. 
 



HRDF: USER GUIDE                      

                                                   

 3 

 

 
Step 6:  Fill-in the trainee details then click ‘Add’. 
Result:  The trainee details are added to the table. 
 
Step 7:  Click ‘Next. 
Result:  The following screen is displayed: 

 
 
Step 8:  Fill-in the training summary details, then click ‘Next’. 
Result:  The following screen is displayed: 
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Step 9:  Fill-in the trainee attendance then click ‘Save Attendance’. 
Note:  The trainee details are populated base on ‘Trainee Details’ tab. 
 
Step 10:  Attach file by do the followings: 

 Key-in the ‘File Description’ 

 Click ‘Browse’ button to select file to attach then click ‘Add Attachment’. 
 
Step 11:  Click ‘Next’. 
Result:  The following screen is displayed: 
 

 
 
Step 12:  Fill in the declaration section then click ‘Save & Submit’. 
Result:  The following screen is displayed: 

 
 
Step 13:  Click ‘OK’. 
Note:  Once the claim is successfully submitted, then only the employer can request for their claim. 
Employer submission 
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Section 2   Request for Claims (Apprenticeship)                                                     

2.1 Training Provider Request for APPRENTICESHIP Claim 
 
Prerequisite 

- Grant application is already approved. 
- Claims can only be submitted after the training has ended. Otherwise, the claims record is not 

appear in the ‘Approved Grant’ table. 
 
Step 1: Login as Training Provider to submit claim. 
 
Step 2:  Select from menu ‘Application’ >’Claim’ > ‘Submit Claim with Grant’. 
Result:  The following screen is displayed: 
 
Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary. 
Result:  The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly. 
 

 
 
Step 3:  Click ‘Claim’ button. 
Result:  The following screen is displayed: 
 

 
 
Step 4:  Select the Training Provider’s particulars then click ‘Next’ button. 
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Result:  The following screen is displayed: 
 

 
Step 5:  Enter the claims details by first select the type of claims, then click ‘Add’. 
Result:  The claims details are added to the table. 
 
Step 6:  Click ‘Next’ button. 
Result:  The following screen is displayed: 
 

 
 
Step 7:  Click ‘Next’ button. 
Result:  The following screen is displayed: 
 

 
 
Step 8: Enter the certification section for the apprentice and add attachment by fill in the file description 
then click ‘Browse’ to locate the file then click ‘Add Attachment’. 
Result:  The attachment is added and will be displayed on the above screen. 
 
Step 9:  Click ‘Save & Submit’ button. 
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Result: The following message is displayed: 
 

 

Section 3    Request for Claims (EVENT)                                                     

3.1 Training Provider Request for EVENT Claim 
 
Prerequisite 

- Grant application is already approved. 
- Claims can only be submitted after the event has ended. Otherwise, the claims record is not 

appear in the ‘Approved Grant’ table. 
 
Step 1: Login as Training Provider to submit claim. 
 
Step 2:  Select from menu ‘Application’ >’Claim’ > ‘Submit Claim with Grant’. 
Result:  The following screen is displayed: 
 
Step 2: Key-in the search criteria for the click on the ‘Search’ button, if necessary. 
Result:  The record is displayed in either ‘Approved Grant’ or ‘Unsubmitted Claims’ table accordingly. 
 

 
 
Step 3:  Click ‘Claim’ button. 
Result:  The following screen is displayed: 
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Step 4:  Select the Training Provider’s particulars then click ‘Next’ button. 
Result:  The following screen is displayed: 
 

 
 
Step 5:  Click ‘Next’ button. 
Result:  The following screen is displayed: 
 

 
 
Step 6:  Key-in the attendance form for the trainee. 
 
Step 7:  Attach the softcopy attendance by key-in the file description then click ‘Browse’ to locate the file. 
 
Step 8:  Click ‘Add Attachment’ to attach the file 
 
  



HRDF: USER GUIDE                      

                                                   

 9 

 

Step 9: Click ‘Next’. 
Result: The following screen is displayed: 
 

 
 
Step10:  Click ‘Save & Submit’ 
Result:  The following message is displayed: 
 

 


