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Special Trust Fund for Training Provider 
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Section 1 Apply Special Trust Fund 

Step 1: Please Select ‘Program Tittle’ 
 

 
 
Step 2: After fill-up the form please Click button ‘Add Trainee’ 
 

 
 
Step 3: Fill-up the form as below: 
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Step 4: Fill-up the form and for ‘Field of Study’ please enter at least 3 characters. 
 

 
 
Step 5:  After you enter Field University of Learning Institute. Please click button ‘Add’ 
 
Step 6: For Attachment please ‘Add Attachment’ when you select ‘File Description’ and ‘Attach File’ 
 
Step 7: Click Button ‘Save’  
 

 
 
Step 8: Please click button ‘OK’. 
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Step 9: Now you can see the Data Trainee. After you fill-up Training Schedule please click button ‘Add’. 
 

 
 
 
Step 10: Please Select ‘Name of Authorised Person’ and Click Button ‘Submit’ 
 

 
 
Step 11:  Please remember you ‘Grand Id’ for your record. 
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Step 12: After Officer HRDF ‘Approve’ immediately .  Please check your email and you can print the 
template your Programme. 
 

 
 
Step 13: Please check the list trainee and fee payment for your references. 
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Section 2 Withdrawal / Discontinue / 
Replacement 

Step 1: Please enter your ‘Grand ID’ and click button ‘Search’ 
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Step 2: Please select your ‘Trainee Name’ and Click button ‘Add Replacement Trainee’ 
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Step 3: Please fill-up the form ‘Add New Trainee Details’. And Click ‘Save’ 
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Step 4: Click button ‘OK’ 
 

  
 
 
Step 5: Please click button ‘Add’. 
  

 
 
Step 6: Please Select ‘Name of Authorised Person’ and Click Button ‘Submit’ 
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Step 7: Please click button ‘OK’. 
 

 
 

Section 3 Add New Trainee 

Step 1: Please enter your ‘Grand ID’ and click button ‘Search’ 
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Step 2: Please click button ‘Add Trainee’ 
 

 
 
 
 
Step 3: Please fill-up the form ‘Add New Trainee Details’. If ‘Type of Trainee’: In-Service Employee please 
fill-up ‘Information of Employee’ and click button ‘Save’. 
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Step 4: Please click ‘OK’ 
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Step 5: Please Select ‘Name of Authorised Person’ and Click Button ‘Submit’ 
 

 
 
Step 6: Please click button ‘OK’. 
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Section 4 Job Placement 

Step 1: Please enter your ‘Grand ID’ and click button ‘Search’ 
 

 
 
Step 2: Please enter ‘IC No’ and click button ‘Details’. 
 
Step 3: Please click button ‘Add Attachment’ and click button ‘Add’. 
 
Step 4: Please Select ‘Name of Authorised Person’ and Click Button ‘Submit’ 
 

 



HRDF: USER GUIDE                      

                                                   

 15 

 

 

 
 
Step 5: Please click button ‘OK’. 
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Section 5 Trainee Attendance Details 

Step 1: Please enter your ‘Grand ID’ and click button ‘Search’. 
 
Step 2: Click button ‘Save’. 
 

 

 
 

Section 6 Search for STF Application 

Step 1: Please enter your ‘Grand ID’ and click button ‘Search’. 
 

 
 


