
   

 

ON HOW TO APPLY FROM 
THE INSTITUTE FOR THE 

WEBSITE 

   

 

Version 1.9 

Date 12th February 2025 

 



 

LP  Page 2 of 21 

01. Introduction: A GUIDE to the Sections of the IPS Prospectus  

The Institute for the Public Services (IPS) Prospectus is divided into sections that are also colour coded 

to distinguish one section from the other. 

Figure 1 IPS Prospectus Sections 

The Prospectus, is divided into different sections: 

a) Training according to Public Service grades – from Industrial and Technical to Senior Management 

and Headship positions (Sections 01, 02, 03, 04, 05, 08).   These include external induction training 

and other programmes and courses which are grouped according to grade and career progression. 

b) The professional and personal development section (Section 06) provides a list of 

additional training to further one's personal and professional development.  This section offers 

several standalone courses covering a vast range of areas such as People and Resource 

Management, Finance and Procurement, Customer Care, and ICT. 

c) Another section (Section 07) focuses on training related to career development paths and 

specialised training in various areas. 

d) The Customised Training section (Section 09) provides assistance to entities wishing to work with 

IPS to develop tailor-made training solutions.   More information on the types of customised 

training and on how to apply for such training can be found in this link: 

https://publicservices.gov.mt/en/institute/Pages/Customised-Training.aspx.  

e) The Guide section gives general information about the IPS Prospectus and how to apply.  

https://publicservices.gov.mt/en/institute/Pages/Customised-Training.aspx
https://publicservices.gov.mt/en/institute/prospectus/Pages/default.aspx
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02. HOW TO APPLY for a Programme/Course 

The user manual is a detailed step-by-step guide which demonstrates how to apply online for a 

Programme/Course from the Institute for the Public Services Prospectus Website.  

1. Open your internet browser (such as Google Chrome or Microsoft Edge) and type the following 

link: http://www.ipsprospectus.gov.mt. This will take you to the homepage of the IPS Prospectus 

Website, as shown in Figure 2 below. The numbering (06 – Professional and Personal Development, 

for example) refers to the different sections as explained previously. 

 

2. Click on one or more Sub-Categories (Figure 3 below gives an example of multiple Sub-Categories) 

that you consider are applicable for you and want to learn more about.  

Figure 3 Sub-Categories - Section 06 

Figure 2 IPS Prospectus Website (Homepage) 

 

https://publicservices.gov.mt/en/institute/prospectus/Pages/default.aspx
http://www.ipsprospectus.gov.mt/


 

LP  Page 4 of 21 

3. Select the Modules/Programmes in which you are interested. This section (Function Specific – 

Finance and Procurement), which is shown in Figure 4 below, simply displays Modules. Other Sub-

Categories may include a combination of Modules and Programmes.  
 

 

Figure 4 Sub-Category (Function Specific – Finance and Procurement) 

 

4. As shown in Figure 5 below, if a module or programme on the IPS prospectus website is open for 

applications the Interested to Apply radio button is displayed and needs to be selected.  If a module 

or programme is not open for applications, an indication message is displayed in red such as for 

example Currently not open for applications as shown in the Figure below.  

Figure 5 Indication Message for every Module/Programme - Section 06 
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5. Select the Modules/Programmes which you would like to apply for by clicking on the Interested to 

Apply radio button (as shown with a red arrow). When you click Interested to Apply, a pop-up 

message in blue (as shown in Figure 6 below) appears on the screen stating, Item added to cart, 

and the selected module/programme will then be added to the Cart  (as indicated by an orange 

arrow) (see the Cart icon at the top of the page).  

 

 

 

 

 

 

 

 

 

 

 

 

 

6. Click on the Cart icon. This will display the Modules and/or Programmes that you have selected 

(when you pressed the Interested to Apply button). Press the Proceed to Checkout (orange arrow) 

to continue as shown in Figure 7 below. 

 

 

Figure 6 Interested to Apply radio button and Cart Icon - Section 06 

Figure 7 Cart 
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7. Once the Proceed to Checkout button is pressed, the Sign in page will show up, as shown in the 

screenshot Figure 8 below. The appropriate authentication account must be chosen (eid.gov.mt, 

iLearn AZ AD or CORP ADFS) and then you can proceed to signing in. Keep in mind that if you are 

connected directly to a network cable at work (if you have a corp connection), the system may 

automatically prompt you for the next screen (as per Figure 10). 

 

  

Figure 8 Authentication Screen 

8. It is recommended that users make use of CORP ADFS or eid.gov.mt as means of verification.  

 

Figure 9 eid.gov.mt and CORP ADFS 
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9. The next step is to enter your Personal Details. All details must be filled in and must reflect the 

current details of the person applying. Once completed, click the Next button to continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10 Application - Personal Details 
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10. Those employees who do not fall under the Senior Management Category (Scale 6 and lower) and 

require the approval of their Direct Manager, as seen in Figure 10 above, need to include the Direct 

Manager's email twice. It is critical to type the details of the email address correctly in both fields. 

Once completed, click the Next button to continue. 
 

Those employees who fall under the Senior Management Category (Scale 5 and higher) do not need 

to include the Direct Manager's email address for approval/rejection. When filling out all their 

personal information, such fields will not be visible, as per Figure 11 below.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 11 Application - Senior Management (Job Category) 
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11. Select the Available Dates which include the Training Date/s for each session, the Venue, and the 

Tutor for each Module/s chosen, as illustrated in Figure 12 below. Select the dates by pressing on 

the checkbox (grey box). The Submit button will remain greyed out if no dates are selected for each 

module and you will not be able to proceed with the submission. 

 

Figure 12 Select Available Dates 
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12. If there is an overlap between dates that you have selected, the dates in question will light up in 

red, and an alert message will appear, Session times are clashing, as seen in Figure 13 below. If you 

do not select alternative dates and the clashing dates are not removed, the Submit button will 

remain greyed out and you cannot submit your application. 

Figure 13 Session times are clashing 
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13. In the event, that the selected Programme or module does not have any dates available, the 

Waiting List checkbox will appear as shown in Figure 14 below. In such cases select the Waiting List 

checkbox and once you submit your application, IPS officials will contact you directly to let you 

know when dates are scheduled and become available (as explained in the Disclaimer). 

 

If the Waiting List is the only option for all courses, you must select it for all the modules to be able 

to Submit the application. 

 

Figure 14 No Dates Available - Waiting List 
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14. If you have already attended courses which make part of your selected Programme or you believe 

that you are already well versed in the relevant subjects by virtue of your qualifications or work 

experience you can select the Request for Exemption checkbox, as illustrated in Figure 15 below. If 

you would like to submit a request for exemption formore than one course, you must select the 

Request for Exemption checkbox for each course for which you would like to request exemption, 

for the request to be submitted correctly.  If the Request for Exemption is not applicable for you, 

go directly to Step 23. 

  

 

 

15. Once you choose the Request for Exemption button for each course on the application process 

page, a Disclaimer regarding the Exemptions appears at the bottom of the screen, as seen in Figure 

16 below. To fill in the exemption eForm, click on here and then when you are ready continue with 

the submission of your application. 

  

Figure 16 Exemption Disclaimer 

Figure 15 Request for Exemption Checkbox 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fworkflow.gov.mt%2Feservice%2FS11453%3Flanguage%3Den&data=05%7C02%7Cmaria.buttigieg%40gov.mt%7C508b42ef357c47fdd39008dd30b3dc69%7C34cdd9f55db849bcacba01f65cca680d%7C0%7C0%7C638720271229702422%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=JC%2FQeIJn1TG125IseVyt8ReKCtD2tx4ImqBKEfjtVDE%3D&reserved=0


 

LP  Page 13 of 21 

16. When Exemption is selected for one or more courses, the system will display the window shown in 

Figure 17 after the Submit button has been pressed.  The link to the exemption request form can 

be accessed by clicking here. To gain a better understanding on the Request for Exemption, read 

the Request for Exemption Instructions below. As specified in the instructions, you may fill in one 

exemption eForm for more than one course, provided that the courses form part of the same 

Programme.  If the courses do not form part of the same programme, then you need to submit a 

separate exemption form for each course. 

 

Figure 17 Request for Exemption Instructions - Click on here 

 

17. Once you click on the click here link, a new page will appear, as illustrated in Figure 18 below. Select 

your preferred means of accessing the eForm, which includes eID, CORP, and ILearn accounts. 

 
Figure 18 IPS Courses Exemption eForm 

https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fworkflow.gov.mt%2Feservice%2FS11453%3Flanguage%3Den&data=05%7C02%7Cmaria.buttigieg%40gov.mt%7C508b42ef357c47fdd39008dd30b3dc69%7C34cdd9f55db849bcacba01f65cca680d%7C0%7C0%7C638720271229702422%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=JC%2FQeIJn1TG125IseVyt8ReKCtD2tx4ImqBKEfjtVDE%3D&reserved=0
https://eur01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fworkflow.gov.mt%2Feservice%2FS11453%3Flanguage%3Den&data=05%7C02%7Cmaria.buttigieg%40gov.mt%7C508b42ef357c47fdd39008dd30b3dc69%7C34cdd9f55db849bcacba01f65cca680d%7C0%7C0%7C638720271229702422%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=JC%2FQeIJn1TG125IseVyt8ReKCtD2tx4ImqBKEfjtVDE%3D&reserved=0
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18. Once you have selected a method for authentication, all the Personal Details are automatically 

populated in the eForm. Figure 19 below shows the IPS Courses Exemption eForm. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 19 Request for Exemption eForm 
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19. It is crucial that you select the correct Programme from the List, which corresponds to your 

application option. You must specify the number of course/s you are requesting to be exempted 

from, select the reason for request from the drop-down menu and include a more detailed 

explanation on the reason for your request in the remarks field, such as information on your 

experience or if ‘Other’ was selected as a reason. It is also important to attach the evidence of the 

qualification/s and/or certificate of training attended based on which you are asking for an 

exemption. The eForm cannot be submitted without attached evidence where required. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 20 Exemption eForm - Programme Selection 
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20. To attach evidence, select the attachment icon (       )  at the bottom of the application, as 

per Figure 21 below.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 21 Request for Exemption eForm – Attach Evidence 

 

21. When the Directory window appears, as shown in Figure 22 below, select the document you wish 

to attach and click the Open button to upload the necessary document. The only file format that is 

supported is PDF. 
 

 

Figure 22 Directory Window 
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22. Once the required document has been attached, as shown in Figure 23, double-check the eForm 

to ensure that all the information provided is correct. Then, to complete the Request for Exemption 

eForm submission, click the Submit button at the bottom of the page. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 23 Exemption eForm - Submission 
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23. As a final step ensure that for each course you have selected either the Available dates or the 

Waiting List, as shown in Figure 24 below. Once ready, click the Submit button at the bottom of the 

page.  

 Figure 24 Final Step for Application Submission 
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24. After pressing the Submit button, a Processing Booking message page will appear, as per Figure 26 

below. 

Figure 25 Processing Booking 

25. Once your application has been submitted, a Thank You message page will appear, confirming that 

your application has been received by IPS and is being processed. 

 

Figure 26 Thank You Page 

26. Each applicant will then receive an email entitled Receipt for IPS Prospectus Bookings, as shown in 

Figure 28 below. This email is sent to the email address entered by the applicant during the 

application stage and provides details on the Modules and/or Programmes applied for. 
 

 

 

 

 

 

 

 

Figure 27 Receipt for IPS Prospectus Bookings 
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27. As explained earlier on in step 10, those employees who do not fall under the Senior Management 

Category require the approval of their Direct Manager and need to include the Direct Manager's 

email when filling in the application. The Direct Manager receives an email to APPROVE/REJECT the 

application as shown in Figure 29 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

28. The Direct Manager is asked to approve/reject the application within three working days by clicking 

on the link in the email. A reason for approval/rejection is required by the Direct Manager before 

the application can be submitted to IPS as per Figure 30 below. 

Figure 28 Email received by Direct Manager 

Figure 29 Screenshot of page where application can be approved/rejected 
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29. When the Direct Manager approves/rejects the application the applicant receives an email as per 

Figures 31 and 32 below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

30. Applications which are not approved or rejected by the Direct Manager within three working days 

are automatically approved. 

 

31. Once the application is received by IPS, it is vetted, and if approved applicants receive more 

information closer to the date of the training.  In case that an application cannot be accepted, IPS 

contacts the applicant with information on why the application cannot be accepted.  

 

 

Figure 30 Email sent to applicant when application is rejected by Direct Manager 

Figure 31 Email sent to applicant when application is approved by Direct Manager 


