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Skills Training Grants (STG) User Guide 
Submitting Employer Training Grant Reimbursement Claims 
Last Updated: 28 December 2022 

1. Log into the Skills Training Grants page with your BCeID. 
 

2. Scroll down the page to your approved Employer Training Grant (ETG) application, then click “Continue”. 

 

3. Click “Begin Reimbursement Claim”. There must be at least one participant to report a claim.  

 

NOTE: You may see “The Reimbursement Claim Report will become available once training has started”. This indicates 
that the claim cannot begin until after training has started. 

  

4. On the “Reimbursement Claim” page, click on the participant attendance section to report participant 
attendance. Once all attendance details are entered & accurate, click “Save Attendance”. 

 

https://skillstraininggrants.gov.bc.ca/
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5. On the “Reimbursement Claim” page, click on an expense type category. 

 

6. Enter in the “Paid Amount” and the “Amount for Fees Paid” for each participant. You will need to repeat these 
steps for all expense types on your reimbursement claim.  

 

 

7. Scroll down to the “Proof of Payment Documents” section and answer the first question about if participants 
paid for any expenses in your claim. If yes, answer if you have reimbursed them or not.  

 

Click to expand the Expense 
Type. 

The cost of each participant 
cannot exceed the Maximum 

Cost per Participant listed 
under the total training 

costs. 

Note: you must reimburse participants 
before submitting your claim. 
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8. You will need to include Proof of Payment. Click “Add Attachment”. In the pop up click “Choose File” then select 
“OK”. 

 

 

9. Once all claim details are entered and accurate, click “Submit my claim now”.  

NOTE: If you are not ready to submit your claim, you can click “Save for later” to save your reimbursement 
claim.  

 

Click any link for a specific 
receipt example.  

Click link for a Travel 
Expense Form. 
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10. The page will refresh to show “Review and Submit Reimbursement Claim”. Review your reimbursement claim. If 
you need to make any changes, click “Edit.” Once you’re finished, tick the “By placing a check mark in this box 
[…]” checkbox, then click “Submit Claim.” 

Click “Save for later” if you 
are not ready to submit your 

claim.  
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11. The claim is now submitted for review by the program area. The Claim Status should now say “Claim 
Submitted”. Click “View Claim” on the application summary page to view its details.  
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