Skills Training Grants (STG) User Guide
Applying for Employer Training Grants (ETG)
Last Updated: 26 August 2023
1. Log into the Skills Training Grants page with your BCeID.

2. Click “Start New B.C. Employer Training Grant Application”.
[image: ]
3. Click the radial button for the grant stream you want to apply under. Click “Show Description” for more details about a grant stream.
[image: Graphical user interface, text, application, email

Description automatically generated]



4. Select the Delivery Start & End Dates for your program. Answer the question about the forest sector, then click “Continue”.
[image: Graphical user interface, application, Teams

Description automatically generated]Answer the question. If yes, a text box will appear for you to add more details. 
Click “Continue”.
The end date must be within 1 year of the start date.

5. Click “Edit” beside “Training Program”.
[image: ]
6. Go through the form, filling out all fields. Once you’re finished, click “Done”.
[image: Graphical user interface, text, application, email

Description automatically generated]Copy and paste from another document or format text up to 2000 characters for each question.

[image: Graphical user interface, application

Description automatically generated]Click “Upload” to add the course outline.
The training dates are automatically added based on the dates you selected when you started the application. You may edit them here if needed.


[image: Graphical user interface, application

Description automatically generated]
Click “Done”.

7. Click “Edit” beside “Training Provider”.
[image: ]


8. Go through the form, filling out all fields. Once you’re finished, click “Done”.
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Description automatically generated with low confidence][image: Graphical user interface, application

Description automatically generated]
If the training provider is located outside of British Columbia, the box below will appear. Write your response to the question in the space provided.
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[image: Graphical user interface, text, application, email

Description automatically generated]Fill in the prepopulated text and any additional information needed. 

[image: Graphical user interface, text, application, email

Description automatically generated]Copy and paste from another document or format text up to 2000 characters.

9. Click “Edit” next to “Training Costs”.
[image: ]
10. Enter the number of expected participants, then click “Add New Expense Type”.
[image: ]
11. Choose an expense type from the drop-down list, then fill out the rest of the fields. Once you’re finished, click “Save Expense”.
[image: ]


12. Please note that if you add travel related expenses you will be asked to upload required documents.
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Description automatically generated]

13.  Add more expense types as needed. If you need to make any changes, click “Edit” or “Delete” beside the expense. Once you’re finished entering your expenses, click “Done”.
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Description automatically generated]






14. You can complete participant reporting by selecting “Edit” beside “Participant Information”. All participant information forms (PIFs) must be completed before you can submit the application.

[image: ]

15. Click “Add participant details”. Here, you will be able to enter details such as first name, last name, email, and expected job outcome. Once you’re finished entering participant details, click “Save”.

[image: A screenshot of a computer screen

Description automatically generated][image: A screenshot of a computer  Description automatically generated]






16. Once participant details have been entered you can click “Send”, participants will receive an email invitation to complete a Participant Information Form (PIF). To remove a participant that was entered by mistake click “Remove”.
[image: A screen shot of a computer

Description automatically generated]If you need to remove a participant, click “Remove”.  

17. If not all PIFs have been completed the status will show “In Progress” along with a message stating that not all PIFs are submitted.  Click “Edit” in the Participant Information section to continue sending out email invitations for remaining participants to complete.  
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Description automatically generated]





18. You are now ready to review and submit your application. NOTE: The status of the application states, “Not Submitted”. Click “Review and submit”. 
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Description automatically generated]

19. Go through Step 1 of the form and review your details. Click the “Edit […]” buttons to make any changes, then click “Continue” to go to the next page.
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20. Once you’ve reached Step 2, click the “By checking this box I make this declaration” checkbox, then click “Submit application”.
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Description automatically generated]

21. Your application is now submitted. You will see the application in a “Complete” status on the home page. The program area will review it and send you an email with your next steps.
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Complete Grant Application

@ Complete the following information. Once complete, you can review and submit the

application.
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You have indicated that there will be 1 participants. To change the number of participants, return to the Training Cost section of your
application.

Please enter participant details below. By clicking “Send?, participants wil receive an email invitation to complete a Participant
Information Form (PIF).
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Complete Grant Application

Grant Selection | COMPLETE | Edit v
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® You must ensure the number of Participant Information Forms submitted (1) is equal to
the number of participants (2) that will receive training.
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Submit Application

STEP10F 2
Review Application

@ Please make sure you review your application carefully before you continue. You may use
the edit buttons in each section to correct your application. Once the application has
been submitted, you will not be able to make changes to it unless you withdraw and
resubmit.
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Submit Application

STEP2 OF 2
Applicant Declaration

® Once submitted, the Ministry will assess your application against the B.C. Employer
Training Grant criteria to determine eligibility. You will be notified via email once a
decision has been made.

The ETG may contact you by email or telephone to verify information provided in your
application or to request additional details that may be required to evaluate your
application. Please respond to these requests as soon as possible. If we are unable to
reach you, your application may be cancelled by the Ministry.

By checking the box below and submitting this application for funding (“Application”) under the
B.C. Employer Training Grant program (“ETG"):

* | certify that | am authorized to submit this Application and to make this declaration on
behalf of the applicant referred to in this Application (the "Applicant");

* lacknowledge that | have read and understand the B.C. Employer Training Grant criteria
applicable to this Application, including the sample B.C. Employer Training Grant Agreement,
consisting of the Approval Letter, Schedule A and Schedule B (and the Program
Requirements referred to therein), as made available by the Province of British Columbia at
the link below;

* lacknowledge that, as the terms and conditions of the B.C. Employer Training Grant
Agreement are subject to change from time to time, should this Application be approved, the
B.C. Employer Training Grant Agreement that will be sent to the Applicant for signature may
materially differ from the sample B.C. Employer Training Grant Agreement that was posted at
the time this Application was submitted and | acknowledge that I (or another individual
authorized by the Applicant) will be responsible for reviewing, understanding and agreeing
to the terms and conditions as they appear at the time the Applicant enters into a B.C.
Employer Training Grant Agreement with the Province;

* | certify that all of the information provided on this Application is true and correct to the best
of my knowledge and belief;

* lacknowledge and agree that checking the box below has the same legal effect as making
this declaration under a hand-written signature; and

* | do hereby make this declaration on my own behalf and on behalf of the Applicant as of the
date that this Application is submitted.

[0 By checking this box | make this declaration.*

Download Sample Agreement

Cancel
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Your application has been submitted.





