
 
 

SIG 2022 Online Scholarship Application - Quick Guide 
 

Registration 
In order to access the system, you have to be registered. During registration you will be required to 

provide the following information: 

1. A valid email address 

2. A passport-sized recent photo of yourself 

 

To Login, click on the  button that is displayed on the banner of the 

website. 

1. You will be taken to the login page. 

 

1. If you have an existing account, you may now log in normally with your username and password. 

2. If you are not yet registered click on the link at the bottom right corner of the login window to 

register. 

3. Once you clicked the registration link, you will be presented with the registration form. 



 

 

4. Once you have entered all the necessary information, Click the ‘Create New Account’ button. 

5. You will immediately be logged in to the system and will be able to start applying for a 

scholarship. 

Start your Scholarship Application 
Once you are logged in you will see a number of information menu on the right side of the website. 

One of the useful menu is the My Accounts menu. 

 



Here you will have a link to start your application or edit the details you have provided during 

registration. 

Click the button to start the application process. 

To start your application click on the button. 

If you have an incomplete application you can click on the button to 

continue your application. 

Completing your scholarship application 
 

The Online Scholarship Application comprises of five (5) scholarship category, Pre-Service, Pre-Service 

Constituency, In-Service Public Sector, In-Service Private Sector and In-Service Teacher. Each scholarship 

category comprised of different sections to make in manageable and less cluttered. For instance, we can 

categorize the procedure or steps of the online scholarship application as Pre-service and In-service. 

Note that all your personal details were already entered during registration. 

The structure model for Pre-Service (Form 3, Form 5, Form 6, Form 7 school-based and Form 7 upgrade) 

and pre-service constituency application are the summary procedures for Pre-service which shown 

below.   

 

 

And the detailed processes the applicant for pre-service and constituency are considered step by step as 

follows. 
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Step 1: When you successfully login into your account, you will see 

the side menu on your right side that has the  button. Click the 

button to proceed to the ‘My Applications’ 

table.  

  

 

 

 

 

 

 

 

 

Step 2. In the ‘My Applications’ page click the 

button to start the application process. The process will firstly route 

to the ‘Welcome’ page as display below. Then you can select the 

category that best describe you and click ‘Continue’ button to 

proceed to next step. But If you don’t want to proceed with your 

application, then click the ‘cancel’ button to exit your online 

application.       

                      

 

 

 

 

 

 

 

 

 

 

 

 

 

Step 3: You have to select which type of scholarship category you 

want to apply for scholarship. Once you have selected one of the 

scholarship type category, click the ‘continue’ button to 

automatically save your choice and will also proceed to the next 

step. 

 

  



 

Step 4: The personal Information form will display and you are 

required to provide your personal details. Note some fields in the 

form are mandatory meaning that you require to fill the field 

without leaving the field empty. The mandatory fields are the ones 

with the asterisk (*) sign. Then the ‘Save and Continue’ to process to 

the next step. 

        

        

        

        

        

        

        

       

 

 

 

 

 

 

 

 

 

 

 

Step 5: The ‘Previous Scholarship’ form will display and require to fill 

the field in the form below. Then click the ‘Save and Continue’ button 

to continue to the next step.   



 

 Step 6: You are requiring to detail your current study and attached 

certified copies of your official academic transcripts. Then click the 

‘Save and Continue’ to proceed to study history.   

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

    

 

        

    

 Step 7: You are required to detail your study history from highest to 

lowest qualification you attained. Enter each record one at the time 

and click the ‘save entry’ button to populate your records in the 

table below. Click the ‘Continue’ button to proceed to the proposed 

scholarship and study form.     

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Step 8:  Please consider your choices carefully, there are three 

options given for pre-service and pre-service constituency applicant 

categories. Pre-service and pre-service constituency self-sponsored 

categories are exceptional because there is only one option when 

you select self-sponsored as your scholarship category from the 

beginning. Once you’ve done click the ‘Save and Continue’ button to 

proceed to the future employment. 

 

 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

Note: The self-sponsored category for pre-service and constituency 

have same steps taken as pre-service and pre-service constituency. 

But when it comes to proposed scholarship and study the self-

sponsored has one choice which is automatically selected from 

current study which is based on the current training plan. Refer to 

the diagram on the next column. 

 

 

  



 

Step 9: You’re required to clearly write detailed statement how the 

skills and knowledge you wish to propose your study will help the 

social and economic development of the country. Once you have 

done that click the ‘Save and Continue’ button to view your 

application details.      

        

        

        

        

        

        

        

        

        

        

                     

Step 10:  The summary of your online application. Click ‘Save and 

Continue’ to proceed to the Application Declaration. 



Step 11:  This is the final step and you have to read and understand 

the agreement before you can check the declaration. Once you’ve 

done then click the ‘Finish and Submit Application’ button to return 

to your My Application Page



 

The structure model for In-Service (Public – Service, Private-Sector and Teacher) are shown below. This 

will help the applicants for In-service to consider each step while applying online. There are thirteen 

steps for in-service and each step represent the specific type of form that is needed to complete the 

online application scholarship form. 

 

 

And the detailed processes of each form as indicated on the above model step by step as follows: 
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Step 1: When you successfully login into your account you will see 

the list of side menu that has  button. 

Click the ‘View My Application’ to view your application status.  

   

 

Step 2. To begin with your application click the 

button in the ‘My Applications’ table to start the application 

process. The ‘Welcome’ page will display once you click the button 

and you can select the category that best describes you. Click the 

‘Continue’ button to process to the next step. 

 

 

 

 

 

 

        

        

        

             

 

Step 3: In this step you’re required to provide your personal details. 

Some fields in this form are mandatory meaning that you must 

provide the information without leaving the field empty. The 

mandatory fields are the ones with the asterisk (*) sign. After you’ve 

done then click the ‘Save and Continue’ button to process to the 

next step. 

 

 

 

 

  

 



 

Step 4: You are required to provide your previous scholarship 

information if you were previously awarded. Click the ‘Save and 

Continue’ button to continue to the next step.   

        

        

        

        

        

        

        

                     

Step 5: You are required to provide your information about your 

study history, detail the most recent qualification and attached 

certified copies of official academic transcripts and certificates. Once 

you’ve done  click the ‘Save entry’ button to save your records and 

click the ‘Continue’ button to proceed to the next step.  



 

Step 6:  You are required to provide the details of your currently 

working. Complete your current work record and attach relevant 

documents as required. And once you’re done click the ‘Save and 

Continue’ button to proceed to the next step.   

        

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

        

        

        

        

        

                     

                                                          

Step 7: You are required to fill in your work history details of your 

work experience. Attached your supporting documents that are 

relevant with your work history. And click the ‘Save entry’ button to 

save your records. Your record will be populated in the table.  Then 

Click the ‘Continue’ button once you complete your work history 

records to proceed to the next step. 



 

Step: 8  In this process you have to fill in your employer’s 

endorsement information and also upload the signed endorsement 

letter. Once you have done click the ‘Save and Continue’ button to 

proceed to the next step.      

        

        

        

        

        

        

        

        

        

  

Step 9:  You are required to choose courses that relevant of your 

choice which based on the training plan. If you have offer letter 

then check the box, that said ‘yes, I have a valid offer for this 

program’ and upload your admission letter. Once you’ve done click 

‘Save and continue’ to proceed to the next step.   

     

 

 

 

 

 

 

 

 

  



 

Step 10: This step is applicable only for those who wish to 

undertake a research program in a recognised institution. Fill in the 

required field and once you’ve done then click the ‘Save and 

Continue’ button. You can skip this process if not applicable for 

your choices.       

        

                      

Step 11: You’re required to clearly write a detailed statement on 

how the skills and knowledge you wish to propose for your study 

will help the social and economic development of the country. Once 

you have done that click the ‘Save and Continue’ button to view 

your application details. 

 

 

 



 

Step 12: View the summary of your online application information. 

Once you’ve contented and done with your information then click 

‘proceed to declaration’ for Application Declaration. But if you want 

to make edit on the information you see then click the ‘previous’ 

button to route to the page you want to make any changes. 

Step 13:  Application declaration, you have to read and understand 

the agreement before you can check the declaration box. Once 

you’ve done then click the ‘Finish and Submit Application’ button to 

return to ‘My Application’ Table. 



 

  

Navigating through the application process 
 

As you complete each form, you will be able to navigate to the next section using the Next and Previous 

buttons. 

Saving your application 
 

Each section of the application is saved once you have completed it and moved to the next section. You 

can also go back to the previous sections to edit your information. 

Editing your application 
Your application remains open until you have submitted it. You may login and continue to fill your 

application by Clicking on the button located on the My Account menu. 

Submitting your application. 
 

1. The final submission for the scholarship application happens when you complete the 

Declaration Form and have checked the integrity and accuracy of the information you have 

provided. 

2. Once you have submitted the application, you can only access the Summary Page. 

3. Only applications that were completed and submitted before the due date will be considered. 

 

 

 

Further Queries 
For further queries, send your emails to applications@sitesa.gov.sb. 

mailto:applications@sitesa.gov.sb

