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1  INTRODUCTION 

The Department of Trade, Industry and Competition’s (the dtic) strategic objectives are to 

stimulate the growth of the South African economy through supporting small businesses and 

enterprises, and promoting  investment. This is intended to bolster  the South African economy 

in critical areas such as job creation, equity and access to markets. The Incentive Branch within 

the dtic offers a range of incentive programmes to catalyse growth of local businesses for 

businesses and ultimately achieve the Department’s strategic objectives.   

 

Through the Online Incentive Solution (OIS) project, the dtic has modernised the incentive to 

allow the Incentives Branch to monitor the entire incentive management lifecycle and gain 

insights into the overall impact of the grants. The incentive management lifecycle includes APSS 

application, processing, adjudication, as well as claim application and processing. The purpose 

of this document is to detail the application functionality that is available in the OIS solution.   

2 APSS INCENTIVES APPLICATIONS  

The APSS incentive application allows a user to apply for an incentive programme online. The 

applicant can access the solution through Google Chrome or Microsoft Edge browsers using 

the following web address: https://oisportal.thedtic.gov.za/  .   

 

To gain access to the system, the applicant must register to be a user of the OIS. Once the user 

profile is created on the OIS, the user can gain access by logging into the solution using the 

user credentials (username and password).  

 

The following sections details: steps to follow to register as a user on OIS, how to log-in, and 

how to apply for an incentive.  

2.1 User Registration 

The user registration/login is the gateway to the OIS Solution. The purpose of the user 

registration is to control access to the system and safeguard user confidentiality. New user 

applicants will be requested to create an email address, password and agree to the privacy 

notice regarding the processing of personal information.  

https://oisportal.thedtic.gov.za/
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The following steps detail the registration procedure: 

 

 

 

 

 

  

3 
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1. Click the ‘Register’ link and  the user registration form will be displayed. 

2. Read the privacy notice. 

3. Select the ‘I agree’ check box. 

4. Enter the following fields: Full Name, Email, Password and Confirm Password. 

5. Enter the value that is displayed on the button that is below the confirmation password.  

6. Click the ‘Submit’ button. An email confirmation will be sent toyour mailbox. . 

7. Open your mailbox and click the ‘Confirmation’ link to confirm your account. Once this 

final step is concluded, you will have access to the solution.  
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2.2 Log-in 

To gain access you must log-in to the OIS solution.  The following steps detail the log in 
procedure: 

 
1. Click the ‘Log in’ link  

2. Enter the email address and password 

3. Click the ‘Log-in’ button. 

4. Click the ‘Forgot password’ link to reset your password. A link to change the password 

will be sent to the user’s email account.  

2.3 Online Application 

This functionality allows a user to apply for an incentive online. The menu panel below shows 

the capability that is available to the user. 

 

1. The “Applications’ menu offers the capability to apply for the APSS incentive online. 

2. The ‘Transfer’ menu offers the capability to transfer an application from one user to 

another.  

3. The ‘Meeting Agenda’ menu offers the adjudication committee member the capability to 

view the project summaries of the applications that will be adjudicated on a specific date.  
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4. The ‘Contact’ menu offers the Incentive Branch’s contact information to the user.  

5. The user profile that is logged in on the solution is displayed. 

2.3.1 Applications 

      The following steps allow the user to create a new application: 

 

1. Click the ‘Create New Application’ tab. The following ‘Application Detail’s form will be 

displayed 

 

2. The APSS application form will open. 

 

 

1. Enter the fields that are displayed on the form. 
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2. Please ensure that Expiry Date is not outdated, as the user will not be able to proceed if 

the expiry date has already passed when this form is saved on the solution. The same 

principle applies to B-BBEE Certificate Expiry Date.  

3. The Business Start Date refers to when the business started operating. The user will 

not be able to proceed if the Business Start Date is in the future.  

4. Click the ‘Save’ button and the ‘Continue’ button will be displayed. Click the ‘Continue’ 

button to proceed to the ‘Responsible Person’ form. 
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1. Enter the responsible persons’ details. This should be the registered user who is 

currently logged-in on the OIS.  

2. Enter the head office physical address.  

3. Click the ‘tick’ checkbox if the physical address is the same as the postal address. If the 

addresses are not the same, enter the postal address. 

4. Click the ‘Save’ button to save the details captured. Thereafter, the ‘Continue’ button 

will be  displayed. Click the ‘Continue’ button to proceed to the ‘Ownership’ form. 

  

1. Enter a “List of Individual Shareholders, ” but take note! The total shares must be equal 

to 100%. Either the list of individual shareholders combined must equal to 100% or a 

combination of the list of individual shareholders and all legal entity shareholders must 

be equal to 100%. 

If the total shares does not equal 100%, the user will not be able to proceed to the next 

form. 
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2. The ‘Add’ button allows the user to add a list of shareholders and legal entity 

shareholders. Take note! More than one shareholder or/and legal entity shareholders 

can be added. The ’Cancel’ button allows the user to cancel the record. 

3. The ’Edit’ button allows the user to edit the captured information. The ’Delete’ button 

allows the user to delete the record captured. 

4. When the shares equal 100% the ‘Continue’ button will be displayed. Click the ‘Continue’ 

button to proceed to the ‘Project’ form. 
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1. Populate the ‘Project Name’ and the ‘Project start Date’ fields. The date must be in the 

future. 

2. Populate the ‘Business Activity Address’ form, this is the production/the plant where 

production will be taking pace.  

3. Populate the ‘Criteria’ form  

4. Select the ‘Total Project Investment Size’ , if you are an existing business  

5. Populate the ‘Economic Benefit criteria for Additional 10% grant’. This panel is only 

applicable to expansion projects.  
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6. Populate the ‘Business Plan’ form. 

7. Populate the ‘Co-Investors’ form. 

8. Save the business plan by clicking the ‘Save Business Plan’  

9. Populate the ‘Local Output’ form and click the  ‘Update ‘ button to save the local output 

table on label 10. 

10. Click the ‘Update’ button to save changes made on the project form.  

11. The ‘Continue’ button will be displayed. Click the ‘Continue’ button to proceed to the 

‘Employment’ form. 
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1. Populate the  ‘Employment’ form 

2. Populate the Direct Employment section by selecting the ‘Employment Year’ and the 

‘Total No. of Employees’ from the dropdown list. ‘Current (Sustained) Employment Base 

Year’ cannot be 0 for an expansion/existing project and new projects, ‘Additional 

Employment Year 1’ cannot be 0. 

3. The ‘Add’ button allows multiple assets to be listed. The ‘Cancel’ button allows the 

record to be cancelled.  

4. The  ‘Edit’  button allows the user to edit the captured information. The  ‘Delete’  button 

allows the user to delete the record captured. 

5. The ‘Continue’ button will be displayed, where the Total No. of employees equal to the 
Employment Breakdown. Click the ‘Continue’ button to proceed to the ‘Support’ form. 
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1. Populate the  ‘Support’ form by recording all the Assets and ‘Competitiveness 

Improvement’ individually. 

2. Focus Area ‘Machinery & Equipment’ is mandatory  

3. The  ‘Add’  button allows multiple assets to be listed. The  ‘Cancel’  button allows the 

record to be cancelled.  

4. The  ‘Edit’  button allows the user to edit the captured information. The  ‘Delete’  button 

allows the user to delete the record captured. 

5. The total amount captured under the support form must be equal to the Total Project 

Investment Size captured on the project form. The ‘Continue’ button will be displayed 

once the amounts correspond. Click the ‘Continue’ button to proceed to the ‘Procurement’ 

form. 
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1. Populate the ‘Procurement’ form 

2. Populate the ‘List of Procurement Items’ form 

3. The Total % of total inputs (raw material) must be equal to 100% 

4. The ‘Add’ button allows multiple assets to be listed. The ‘Cancel’ button allows the record 

to be cancelled. The  ‘Edit’  button allows the user to edit the captured information. The  

‘Delete’   button allows the user to delete the record captured. 

5. Click the ‘Save’ button to save details captured on the procurement form. The 
‘Continue’ button will be displayed, click the ‘Continue’ button to proceed to the 
‘Localisation’ form. 

 

 

1. Populate the ‘Replacing Imports’ form 

2. Populate the ‘Exports’ Form. 
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3. The “Add” button allows multiple assets to be listed. The “Cancel” button allows the record 

to be cancelled.  

4. The “Edit” button allows the user to edit the captured information. The “Delete” button 

allows the user to delete the record captured. The “Update” button allows the user to 

update and save the record captured. 

5. Click the ‘Continue’ button to proceed to the ‘Documents’ form. 

 

 

1. Select the ‘Document Type’ from the Document Type drop down list. 

2. Click the ‘Choose File’ button and select the relevant file to upload. 

3. Click the ‘Upload’ button to add the file to the list of files that should be uploaded. Repeat 

step 1 to 3 to upload all the mandatory files. 

4. Click the ‘View’ button to allow you to view the document you have uploaded. The ‘Delete 

button allows you to delete the document you have uploaded. The deleted document will 

re-appear on step 1. You will be able to upload the document again.  

5. The Additional Document field is not mandatory but allows you to add additional 

document(s) to support your application. The ‘Continue’ button will be displayed when all 

the mandatory documents have been uploaded.  

6. Click the ‘Continue’ button to proceed to the ‘Domicilium’ form. 
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1. Populate the ‘Domicilium Citandi Executandi’ field. 

2. Agree to the terms and conditions by selecting the check box.  

3. The log-in user is auto populated into the ‘Accepted By’ field. 

4. Populate the ‘Capacity’ field.   

5. The ‘Date Accepted’ field is auto populated. 

6. Click the ‘Submit’ button to submit the application. The application will be sent to the 

dtic back-office for processing. You will receive an automatic acknowledgement email. 

  

6 
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7. You can view the status of the application under the ‘Applications’ menu 

 

2.3.2 Transfer  

The ‘Transfer’ functionality transfers an application from one user to another.    

 

To complete an application transfer, follow the steps below:  
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1. Select an application type  

2. Enter a reference number 

3. Populate the responsible person’s details 

4. Click the save button, the application will be transferred to the responsible person. Take 

note! The new responsible person must have a registered profile on the OIS Solution.  

 

2.3.3 Meeting Agenda 

The ‘Meeting Agenda’ functionality offers the adjudication committee members the capability 

to view the project summaries of the applications to be adjudicated on a specific date.  

 

 

 

 

 

 

 

To view the project summaries, follow the steps below: 
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1. Select meeting date from the ‘Meeting Date’ drop down list, a list of applications that are 

linked to the selected date are displayed.  

2. Click the  ‘Summary’ button to view the project summary of an application. 
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3. Click the ‘Download’ button to down the project summary  

4. Click ‘My notes’ to capture notes for the application in review 

5. The adjudication committee member can view the application documents by selecting 

‘Select Documents’ from the dropdown menu  

6. Click the ‘View Document’ option and the document will be displayed on a new page. 

 

THE END 


