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Grants Management System (GMS)



Adding Parent in the System



Adding Parent in the system

1. Click on “Contact” Tab
2. Click on “Add Person”



Adding Parent in the system
3. Fill in the necessary details – Name, Madrasah, NRIC, DOB, etc.  
4. Do note that Name and Madrasah are Mandatory



Adding Parent in the system
5. Click on “Add” and the Parent will be in the system



Creating a New Application



Creating a new application
1. Click on “Create Application” Tab



Creating a new application
2. Search for the main contact by filling in the name field 



Creating a new application
3. Click on “Search” at the bottom of the page 



Creating a new application
4. Results will be reflected at the bottom of the page

5. Click on “Select” and you will be directed to the application form



Promas Application Form
1. Click on Section 1 to begin the Application Form



Promas Application Form – Section 1
The system will generate a Ref No. for every application
Please note down the Ref. No. at the top right of the physical application form

Click on “Continue To Next Page” to move on 
with the Application Form 



Promas Application Form – Section 2 

1. Fill up section 2 according to the application form
2. Once done, click on “Continue To Next Page”

* Denotes Mandatory Fields



Promas Application Form – Section 2 

If applicant is a Zakat Recipient, attach 
the Zakat confirmation letter



Promas Application Form – Section 3 
Adding Student(s) into application form

1. Click on “Student Search”

2. Input Student’s NRIC and Click “Search”
3. If Student is inside the system, Search Result will reflect as Student Found (if not, add manually)



Promas Application Form – Section 3 
Important Fields to Check (if populated details are incorrect, please make the 
amendments before proceeding)

Please check the populated details:
1. Name of Student
2. NRIC
3. Name of Madrasah
4. Programme Level (e.g. Pri 1, Sec 1, etc.)
5. Once done, proceed to click “Continue to Next Page”

1. Please fill in the D.O.B



Promas Application Form – Section 3 
For Additional Students

1. Click on “Add Student Details”
2. Repeat steps from previous slide
3. Once done, proceed to click “Continue to Next 

Page”

Please fill in Non-Fee 
Assistance of $1200 for 
Primary School Zakat 
Recipients



Promas Application Form – Section 4 
Other dependents particulars living in same household

1. Fill in this section as per the application form 
Important Note:
Input 0 in the box If 
dependent is not working

2. Click on “ADD” to create another line for additional dependent

3. Always have a blank row after the last dependent
4. Once done, click on “Continue To Next Page”



Promas Application Form – Section 5 
Attach Mandatory & Supporting Documents

1. According to the Section Name, upload 
the necessary documents

2. Mandatory Documents include:
a. Main Contact’s NRIC
b. Student’s Birth Certificate
c. Latest 3 Months Payslip or Latest CPF 
Contribution
d. Latest CPF contribution for all adults 
(working/non-working) in the household 
(if any)
e. All other dependents’ Birth Certificate 
or NRIC or Student Cards (for students)



Promas Application Form – Section 5 
Attach Mandatory & Supporting Documents

3. Attach all other documents under Section 
5.5

4. Check if you have uploaded all documents 
and select “Yes” in Section 5.6

5. Once done, proceed to click on “Continue to 
Next Page”



Promas Application Form – Section 6 
Declaration/Consent for Parent

1. Ensure that Main Contact has signed on the hard copy, then tick on the check box
2. Proceed to click on “Continue To Next Page”



Promas Application Form – Section 6 
Declaration/Consent for Guardian/Representative

1. Click on the Check Box

2. If Main Contact is either a Guardian or Representative, Section 6.2 will appear
3. Select Reason from drop down as shown
4. For others, specify reason in the text box
5. Proceed to click on “Continue To Next Page”



Promas Application Form – Section 7 
Attendance, Results & Recommendation

1. For Section 7.1, you may ignore this section

2. For Section 7.2, please input the student’s attendance (at time of application) & also indicate whether the students 
did pass the previous year’s examinations

3. Click “ADD” if there are more than 1 student & always leave a Blank row after the last student

Only input numbers, 
do not input symbols 
(e.g. %)



Promas Application Form – Section 7 
Attendance, Results & Recommendation

4. For Section 7.3, please select PPO’s Recommendation for the application from the drop down
5. Write comments/remarks on the text box given



Promas Application Form – Section 8 
Principal’s Recommendation

1. You may skip Section 8 & proceed to click on “Continue To Next Page”
2. You will be directed to the “Submit Form Page”



Promas Application Form
Submitting the Application Form 

1. To submit the application form, click on “Yes, Submit Form Now!”
2. Once successfully submitted, you will be directed to the main page where the application will be in 
your task as “PPO Recommendation”



PPO Recommendation



Promas Application Form
PPO Recommendation

1. Click on the “PPO Recommendation” on the Task Column
2. You will be directed to the “Task Page”



Promas Application Form
PPO Recommendation

1. You will be directed to the “Task Page”
2. Click on the “PROMAS FORM A 2018” under the “TO DO” Column



Promas Application Form
PPO Recommendation

3. After clicking, you will be directed to the application form
4. Click on “Section 7” for the PPO’s Recommendation  



Promas Application Form
PPO Recommendation

3. After clicking, you will be directed to Section 7 of the form. Here you will be able to see the PCI section Filled.

4. Once PCI fulfills the policy criteria of <$500, proceed to click on “Continue to Next Page”
5. Skip Section 8 as this is for Principal and click on “Continue to Next Page”



Promas Application Form
PPO Recommendation

6. Click on “Yes, Submit Form Now!” to submit the form to the Principal for his Recommendation.

7. Upon successful submission, you will be directed to the main page where you will see the application is no 
longer in your task.

8. Application will now be in the Principal’s Task & once Principal recommend, application will move to MPP’s 
Approval.



Adding Student
If student is not in the system



Adding Student
If student is not in the system

1. Click on “Student Search” in Section 3



Adding Student
If student is not in the system

2. Input student’s NRIC No. according to the application form
3. Click on Search & if student is not in the system, it will throw an error as below



Adding Student
If student is not in the system

4. Go to Contacts Tab & Click on “Add Person” in a New Tab



Adding Student
If student is not in the system

5. Fill in the student’s details as per the application form

Student’s Details to input:
1. Name
2. Madrasah Name
3. Promas Programme Level
4. DOB
5. Gender
6. NRIC
7. NRIC Type (Birth Certificate)



Adding Student
If student is not in the system

6. Once student’s details are inputted, click on “ADD” at the bottom of the page



Adding Student
If student is not in the system

7. Go back to the application form in the other tab and click on “Search” & student will be found 

8. Click on “Select” and the student details will be auto-populated



Editing Student Details



Editing Student Details
After doing a student search in Section 3 and some of the student’s details are 
incorrect, you may correct the student’s details as per the application form 

For e.g. the student above is supposed to be in Primary 2 instead of Primary 1



Editing Student Details
1. Go to the “Contacts” Tab, Open “Advanced Contact Search” in a new tab



Editing Student Details
2. Find the Field “NRIC” and input student’s NRIC

3. After inputting student’s NRIC, 
click on Search at the bottom of 
the page



Editing Student Details
The student will appear at the bottom of the page
4. Click on “View”

5. Click on “Edit These Details”

6. Correct the wrong details to the right one – for e.g. in this case we are changing level from Primary 1 to Primary 2



Editing Student Details
7. After correcting the details, click on update at the bottom of the page 



Editing Student Details
8. After Updating, go to the application form in the other tab and do a “Student Search” again
9. After doing the student search, the student details will reflect the correct details as per the 
application form



Checking Status of 
Submitted Applications



Checking Status of Submitted 
Applications
To check all the applications that have been submitted by a Madrasah or to see the status of the applications
1. Go to the “Search” Tab & Click on “Simple Application Search”



Checking Status of Submitted Applications
2. Clear the maximum rows to return from 20 to blank
3. Ensure that the Madrasah is correct and click on “Search” at the bottom of the page
4. All the applications that was submitted by the Madrasah will appear at the bottom of the page



If Application is Returned



If Application is Returned
1. If the application is missing some documents (i.e. Identification Documents, CPF/Payslip) or 
if there are mistakes in the application, MPP will return the form back to the Madrasahs
2. In your task page, the task shown will be “Incomplete Documentation”

3. Click on the “Incomplete Documentation” to view the application task page



If Application is Returned

4. Click on the “MPP Recommendation Form” and download the word document to view the remarks given by MPP



If Application is Returned

5. Upload the necessary documentations or edit the application according to the remarks given by MPP



If Application is Returned

6. Click on “Add file attachment” to upload a document

7. Click on “Promas Form” to edit the application form
8. Click on “Done” once the changes has been made
9. Click on “Documents Completed” to move the application back to MPP



Contact Details

For System Related Queries

Muhd Nadir

Tel: 66533736

Email: grantsmanagementsupport@sharedservices.sg

mailto:grantsmanagementsupport@sharedservices.sg

