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How to Start a Funding Application 
Once you select ‘Click here to apply’ on the Nova Scotia Apprenticeship Agency (NSAA) website, 
you will be navigated to begin the process of submitting your application. 
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On the first page you will see the Privacy Notice. 
 

The Privacy Notice will detail why the Nova Scotia Apprenticeship Agency requires your personal 
information within the application. 

 
Once you have read and understood how the Nova Scotia Apprenticeship Agency will collect, use, 

and disclose your personal information, click  to proceed to a set of eligibility questions. 

 

 
My NS Account 

 
Next you will be required to log in to My NS Account. By clicking the Login with My NS Account 
button, you will be redirected to a login page where you can create a new account or log in with an 
existing My NS Account. 

 
Once you have signed in or created an account you can select Continue to LaMPSS Online to 
proceed to the application form. 

 
If you experience any issue with logging in or creating an account with My NS Account, you can 

contact them directly at 1-844-322-9375. 
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Completing the Application Form 

At the top of the page, you will notice the following information for Return to Overview.

If you wish to view the LaMPSS 
Online landing page to see 
some information about the 
Apprenticeship Progression 
Completion Grant application, 
select Return to Overview. 
 
At any point during the 
application, you can logout. 
At the top of the page, you 
will see your name. Click the 
drop-down arrow by your 
name and select Logout. 
Any information that has 
been entered and saved for 
the application will still be 
listed when you log back in. 

 
 
 
 

 

The start of the application will list all form sections required to be completed for the application. 
You can complete the sections in the order provided or they can be skipped and completed later. 

The title of each Form 

Section provides a link to 

that section. To begin the 

application process, you 

can click Continue at the 

bottom of the page or use 

the Form Section list to 

jump directly to a specific 

screen. 
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Once you select any one of the form sections or continue, you will be directed to a step in the 

application. Each step will list all questions under that specific section. If you wish to skip the 

section, you click on the Skip for 

Now button at the bottom of the 

page. If you have provided answers 

to all questions, to save your 

answers and proceed to the next 

section of the application, select 

Save and Continue. If you wish to 

just save your information and stay 

on the same page, select Save. 

 
When you fill in all the required fields 

and hit Save and Continue, or have 

decided to skip the section, the 

application will move on to the next 

form section in the application. If you 

wish to navigate to another section, 

you can return to the list of sections, 

by clicking on Return to Section 

List that is on the top of the page. 

You can also navigate around the 

steps of the application by selecting 

the drop-down menu on the step 

count that is listed above the section 

title where you can select another 

form section you wish to complete. 

 
If you have started to answer the 

fields on a specific page and 

navigate away from the page, you 

will receive a pop-up to notify you 

that any unsaved changes will be 

lost. 

 
When you begin an application, you will receive an email with a direct link to access the form. This 
link will be available for 120 days. Once you click this link, you will be required to login. Once 
logged in, you will be redirected to the Overview page. Select Continue to proceed. 
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Once you have completed a form section and return to the ‘Section List’ the form sections will be 
updated indicating the status on the specific section. 

 
 

 
 

On step 4 of the application, you will be required to provide information on your program. 
 
Enter "APC" for the Program Name. 
 
Enter the date you are applying as the Program Start Date and Program End Date. 

 

APC 
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There are no Mandatory Documents required to support your application. However, there is an option to 
provide additional documents that you wish to provide with your application, under the Optional 
Documents section. This is where you can add a Void Cheque – Financial Authorization if you wish to 
set up direct deposit.  

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To add your Void Cheque – Financial 
Authorization, click on the Add link that 
appears to the right of the document 
name.  
 
 
 
 
 
 
 
 

Once you click on the Add link the following pop up will appear. You can 
either drag and drop the document in this box or click to browse for the 
specific file you wish to upload. Each file must have a unique file name and 
be a maximum of 1MB in size. If you try to upload a document that is larger 
than 1MB, you will receive the following error message. 

 
 
 
 
 
 
 

 
Once the document is attached, click on Save and Continue or Save to proceed. 
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Tools Program 

 

Submission of an Application  
 

The last step for the application is the Form Summary. This is where you can view a summary of the 
application and where you can submit the application. If all sections have not been completed for 
the application, a 
message will appear at 
the beginning of the 
summary. When 
reviewing the summary, 
you can see what 
sections are not 
complete. Select Edit by 
the section not completed 
to navigate back to that 
selected page to 
complete that portion of 
the application. 

 
Once all sections have 
been completed, the 

 button will be 
visible on the bottom of 
the screen. Click this 
button to submit your 
application. 
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Once the application is successfully submitted, you will receive the following message, advising that 
your application has been submitted. You can now Logout of the system. 
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