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01
STEP

TRAINEE
ALLOWANCE
INITIATION

Login to Employer’s eTris

account.

Click Applications.

Back to
Homepage

02
STEP

STEP

03

 Click Claim.

Select Submit Claim with

Grants.

Click Claim at the Action

Column.



Back to
Homepage

If you would like to watch the guideline walkthrough submitting Trainee Allowance Claim kindly click this link: 

https://www.youtube.com/watch?v=G1A-semidk0 

1.Login to Employer’s eTris. Click Applications

https://www.youtube.com/watch?v=G1A-semidk0
https://www.youtube.com/watch?v=G1A-semidk0


2. Click Claim. Select Submit Claim with Grants 

Back to
Homepage



3. Click Claim at the Action Column 

Back to
Homepage



Back to
Homepage

Provide the contact details

of the Officer to be

Contacted.04
STEP

Click Next at this training

summary.05
STEP

TRAINING
SUMMARY &
OFFICER INFO 



4. Provide the contact details of the Officer to be Contacted 

5. Click next at this training summary 

Back to
Homepage



06
STEP This trainer information is

updated by the Training

Provider.

Then click Next.

Back to
Homepage

07
STEP

STEP

08

Proceed to Next as the

trainee attendance is

updated by the Training

Provider.

Trainee attendance, by

date, is also updated by the

Training Provider.

Click Next.

TRAINER &
ATTENDANCE
RECORDS



6. This trainer information is updated by the Training Provider. Then click next.

Back to
Homepage

7. Proceed to Next as the trainee attendance is updated by the Training Provider



8. Trainee attendance, by date, is also updated by the Training Provider. Click next 

Back to
Homepage



09
STEP

Back to
Homepage

All submitted claim items,

such as trainee allowance,

meals, hotel, bus, and flight

tickets, will appear here.

Kindly upload the supporting

documents for all claimed

items, except for the trainee

allowance.

Click Add Attachment and

go to Next.

SUPPORTING
DOCUMENTS



9. Actual cost reimbursement 

Back to
Homepage

i.All submitted claim items, such as trainee allowance, meals, hotel, bus, and �ight tickets, will appear here.

ii.Kindly upload the supporting documents for all claimed items, except for the trainee allowance and click

add attachment and go to next 



Back to
Homepage

10
STEP

Fill in the employer

declaration form, check the

pledge box.

Then click Save & Submit

to submit the application

DECLARATION
& SUBMISSION



10. Fill in the employer declaration form, check the pledge box then click Save & Submit to submit the application

Back to
Homepage

Note: Approval will be emailed to the employer once the claims are approved


