VWOs-Charities Capability Fund (VCF) Management System

1.
VWOs-Charities Capability Fund Management System

The VWOs-Charities Capability Fund Management System (VCFMS) is a system for the administration and management of VCF Local Training Grant applications.

2.
Internet Access for VCF Local Training Applications

NCSS member VWOs are required to apply online for the VCF Local Training Grant for non-SSTI Courses through the VCFMS, via the VWO Corner at the NCSS website (www.ncss.org.sg.)

Note:  For SSTI courses, VWOs are only required to register online via the SSTI website (www.ssti.org.sg).

Click on the ‘VWO Corner’ to access the ‘Member VWO login’ as shown below:  
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At this page, enter your VWO User ID and password.  Then, click on ‘Login’.

After logging in with your User ID and password, scroll down the page until you see the Title “Other Benefits”.  Look for ‘Local Training Grant Application’ and click on the link.

[image: image3.png]2 ICTS - Home Page

rosoft Internet Explorer provided by NCSS

Flo Edt View

Q- ©

Favortes

EY

Tools  Help

B O Psewt Foraons @

& -0

s B tpinrontdocassctswebctsvebHametrame o

GET INFO
Information on sther YWOs

Resource Materials on Social
Services

My Centres and Programmes

View my membership application
Status

£CMS User Manual
DDR User Manual

Outcame Management Resource Kit -
Introduction to Outzome
Management

Outcame Management Resource Kit -
Data Use and Analysis

VCF ICT Core Camponents and
Charges

NCSS Logo Guidelines

APPLY FOR

efore submiting your applicton
e e PR
e s Coditions somiae
O A it

Membership applications
NCSS Membership

CSS Charitable Fund Membership

Fund-raising (Exemption) and
related schemes.

Exemption of Fund-raising Permit
NCSS Fund Raising Guidslines

ANY UPDATES?

Services
Events

Merchandise For Sale
Performances

Facilties for Rent

Vehicles

Self-assessment & Seff-reparting
Questionnaire

‘Summary report on Adoption level
of Code by YWOs

House to House and Street Collection
HHSC) condtions by Police
Licensing Division

HHSC Act (refer to Cap 128
Waiver of COMPASS Fee ||

Flaq Day Application

Other Benefits
COt/pOp/ARE Wsiver

User Guide
FAOs

Status Report on Adoption of Code
of Governance & Management

Contact Details
Management Committees
Change Password

Singapore Telecom Spansarshi
Scheme |

Charity Pricing for Purchsse of

Financial Statement

Hicrosoft Softuare
Rental of NCSS Failiies
Patron Details

Local Training Grant pplication
Donation In-kind

Tax Deductible Status
Annual Returns to IRAS
Bank Account Information

Staterent of Accounts
Faising Accounts

Fund

Q.

ocal itranet




Once you are in the system, you will see the ‘Local Training Grant - Search’ page.  At this page, you can Search previous applications by your VWO, or create a New application.    
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3.
New Application

Upon clicking the ‘New’ button, a new Local Training Grant Application form will be created as below.  It is mandatory to fill in the fields marked with a red asterisk (*).

For Pre-approved Courses:

Selecting a ‘Pre-Approved Course’ from the Drop-Down List

When you select a ‘Pre-Approved Course’ from the list, the fields for the pre-approved period for the course, course fee and training provider are automatically populated and you will not be able to edit these fields.
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For Non Pre-approved Courses:

Type in the course details in the required fields (i.e. course title, course period, course fee and training provider).
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Adding Participants
Click on the ‘Add’ button under ‘Local Training Grant Applicants’ if you need to add participants.
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Saving Your Application as Draft
If you need to exit the system before submitting your application, click on the ‘Save’ button to save your application as a draft and take note of the VCF Reference Number of the Application. Please note that the application has not been submitted to the VCF Secretariat (VCFS) and you can amend the details of your application prior to submission.  

Submitting Your Application
Click on the ‘Submit’ button and the system will prompt you to confirm your application details.  Click on the ‘Confirm’ button and the application will be submitted to the VCFS.  Your application will be tagged with a system-generated VCF Reference Number shown as LTxxxx/FYxx/xx.  Please note that once the application has been submitted to the VCFS, you will not be able to make further amendments to the application.   

4.
VCFS Notification

The VCFS will process your application and inform you of the outcome via email.
5.
Field Name Description

The following table describes the fields that you will see on the application.

	Field Name in Application
	Description

	Ref No
	System-generated application reference number

	Name of Agency
	The name of the applicant’s VWO

	Address of Agency
	The address of the applicant’s VWO as recorded in the system

Kindly notify VCFS of any change in address.

	Pre-Approved Course
	For pre-approved courses, select the course from the drop-down list 

	Non Pre-Approved Course Title
	For non pre-approved courses, type in the course title

	Pre-Approved Course Run Date
	Display field for selected pre-approved course’s effective pre-approval period

	Course Fee Per Participant
	Training course fee for each participant

	Name of Course Provider
	The training provider for the course applied.  

If a pre-approved course is selected, this becomes a display field as the data is taken from the course record.

	Course Start Date
	The start date of the course applied for.  If this falls outside the pre-approval period, the application will be considered an application for a non pre-approved course.

	Course End Date
	The end date of the course applied for

	Nature of Training
	The training category e.g. General Training category / Professional Skills-Based Training category etc

	Mode of Training
	Full Time / Part Time training mode

	Number of participants
	The number of participants applying for the course.  

Only one application is required for multiple participants from the same VWO

	Other Fund Sources
	To specify other funding sources if any

	Local Training Grant Applicants
	The individual participants for the training course.  The number in the table must match the ‘Number of participants’ declared above

	Add 
	Each click on the ‘Add’ button will generate another 3 empty rows for training participants in the application.  If there are already 3 empty rows clicking this button will have no effect

	Salutation
	Salutation of the applicant

	Name of Applicant
	Name of the applicant

	Contact No.
	Contact number in numerical format

	Email
	Email address in valid email format

	Other Functions

	Status
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	Reset
	To clear the search criteria.

	Cancel
	To bring you back to the main menu.

	New
	To create a new application.

	Search
	To perform a search.


6.
Local Training Grant Regulations

The regulations of the VCF Local Training Grant enforced in the VCFMS are as follows:

· If you select both a ‘Pre-approved’ course and key in a ‘Non Pre-approved Course Title, the VCFMS will prompt you to remove one of them.

· If ‘Pre-approved Course’ is selected and the actual ‘Course Start Date’ falls outside the Pre-approved Course Period (Pre-approved Date Run) field, the application will be automatically changed to an application for a non pre-approved course.

· All NRIC/ Employment Pass/ Work Permit numbers are checked for validity.

· Each participant in the application is only allowed to apply for courses in the “General Training” category up to twice a year.  If this is exceeded, the VCFMS will prompt the removal of the participant(s) name(s).  To remove the record from the VCFMS, clear the ‘Name’ field for that participant and click on ‘Save’.

· If the contract period remaining on the employment contract of a foreign participant is less than 1 year, the VCFMS will prompt the applicant to remove the participant’s name.

· If the participant is a volunteer and the course is not applicable to volunteers, the VCFMS will prompt the applicant to remove the participant’s name. 

· If the participant is a foreigner and the course is not applicable to foreigners, the VCFMS will prompt the applicant to remove the participant.

· If the application is submitted by clicking on the ‘Submit’ button less than a month from the ‘Course Start Date’, the system will prompt the applicant with the message, “Your application has missed the 1-month stipulated deadline for VCF Local Training Application”.  You may choose to proceed with or cancel the submission.

7.
For Assistance and Clarification

Should you require further assistance with or clarification on submitting your Local Training Grant application via the VCFMS, please email us at: NCSS_VCF@ncss.gov.sg. 
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