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1. INTRODUCTION 
This user manual will describe the steps to submit appeal form as a user on the 
FRAP Management System. 
 
2. ACCESSING THE SYSTEM 
Below are the steps to access the system: 

1. Only users that are registered  will be able to access the system.  To access the FRAP Management System click on the link below:  
https://www.frap2021.co.za  

2. The Login screen shall be displayed. 
3. To log into the system, enter a valid User Name in the user name text box. 
4. Enter valid Password in the password text box. 

 
5. Click on Login button. 
6. The Home Page screen shall be displayed. 
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  When a user has entered the password incorrectly three times, the “Inactive user account” message will be displayed.  Please follow the steps for Reset Password.  3. CHANGE PASSWORD 
The user will be able to change their password through this function. The user 
needs to be logged on before changing the password. 

1. The Change Password link can be found by clicking on the username in the right-hand corner of the screen. 

  
2. Click on Change password link. The change password screen will be displayed. 
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3. Enter Current Password in the current password text box. 
4. Enter New Password in the new password text box. 
5. Enter Confirm Password in confirm password text box. 
6. Click Submit button. 
7. A password change successfully pop-up message will appear and you will be 

directed to the home screen. 
 
 4. RESET PASSWORD 

In case the user has forgotten the password, the user can click on “Forgot 
Password” on the Login page and will redirect to the following page below: 
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1. User provide his/her username and click on “Request Reset Link”. 
2. The following screen will be displayed. 

 

  3. Password Reset Link email message will be sent to the registered email address. 
4. Click on “Back To Login” link, the system will redirect user to the login page. 
5. Use the information provided in the email to logon. 
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5. LOGIN 
 In order to login on the FRAP management system, the user must follow the 
steps below:  

1. To Login to the system, enter the valid User Name in the user name text box. 
2. Enter valid Password in the password text box 
3. Click on “Login” link, the system will redirect to the Applicant dashboard

  When a user has entered the password incorrectly three times, the “Inactive user account” message will be displayed.  Please follow the steps for Reset Password. 
  



FRAP 2021 User Manual 
  

Tmpl.Ver.No. 1.2                          Page 9 of 19   
 
 

 
 6. APPEAL SUBMISSION  

In order to start the Appeal submission process, the appellant must logon to 
the FRAP management system (see section regarding the Login process in 
section 5). 

 
The following Home page will be displayed; 

 
1. Click upon the Appeal Form on the left menu, the Applicant will be navigated to 

the below page. 
 

 
 2. Click on the Create Appeal button to create an Appeal Form. 
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3. A unique Appeal Form No. will be created, and the user will be able to View the 
appeal form by clicking on the View button or print the appeals form by clicking 
on the Print button. 

4. Click on the View button to start capturing the information on the Appeals 
form.  The below page will be displayed. 
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5. The user must select the type of appeal that are being lodged.  By clicking on 

either one of the radio buttons 
“I am an applicant appealing the decision made in respect of my application in 
FRAP2021” 
Or 
“I am an applicant appealing the decision made in respect of another applicant’s 
application in FRAP2021” 

 6. The user needs to capture the Name of the Appellant, the Registration number if 
the appellant is an entity or ID number if the appellant is an individual, select the 
sector the appeal is being lodged and the application number. 

7. The system will display the Name of applicant, Applicant registration number (for 
entity applicants) or Applicant Identity number (for individual applicants).  

8. The user must capture the details of the appellant or authorized contact person 
who is lodging the appeal. 

9. The appeal form is divided into the sections as per the application form.  The 
user can capture the ground for appeal per section and upload information if 
required. 

10. If a section is not applicable, the user can click in the “Tick if not applicable” 
check box. 

 11. To upload additional information for a section, the user can click on the Choose File 
button and navigate to where the document is stored and select the file. Click the 
Upload button to upload the file.  If more files need to be uploaded, please repeat this 
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process.  The following file types that are supported for upload are DOC, PDF, PNG, 
Excel, Image file 

 
12. Section 11 or the Declaration must be completed by the appellant.  
13. The checkbox for “I declare that the information provided is true and correct” 

must be checked/clicked before saving and / or submitting the appeal form. 
 
 

 
 
 
 
 
 
 
 
Below is an example of an Appeal form after information was added  
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      14. When the user clicks on the Save button, the below pop-up message is displayed   

  15. User to click on the Ok button   16. Appeal form details will display in Appeal Form List with status of “New”.  
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17. The user must click on the Submit buttons once he/she is satisfied that all the 
information is captured. The following pop-up message will be displayed  

 
 

  18. Click on Ok button   19. The Appeal form details will display in the Appeal Form List with status of “Submitted”  

   20. After the Appeal form is submitted, an email notification will be sent to the Details of Appellant or Authorized contact person. 
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 7. LOGOUT 
 
In order to logout on the FRAP management system, the user must follow the 
steps below  

1. Click on “Logout” link in right side menu. The system will logout the user and redirect to the login page. 
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