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1. ACCESSING ORGANISATION INFORMATION

1.1 REGISTER OR REMOVE AN ORGANISATION
Steps Action Screenshot

ini
1 Login into the —
Login Information
system | Usermame: |
Password:
[ |
Login
Forgot Password
. Tasrboard SIS
2 The Skills ==
[Er 3T — OF Lo o
Development
A H Fivancial¥ear [ Iweomam Documextamon

Facilitators four Dzvdlls Regstar Digersaions EdeVerts Sl eIl L ST I

DaSh boa rd Wi ” NoRcards ave bas cutdor yur search.. \;E‘:Ujrfnl’"tr[:-:‘fiﬂ;l?:zlennlnln O3 (2111e ANEKE ATITIS

open
3 Click on SDF DasHpoARD — Smon INTERNAL TEsTie 8105285262083

Register Financial Year | [=]

Organisations [Search ] [ Your Details ] | Register Organisations |

button
4 Cickonthe

. . rganisation 1]

magnlfylng glass Letter of Appointment: Select upload No file chosen

to select an

Organisation,

upload a Letter =

of Appointment Organisation Name SDLNumber  Status Document Name

then C|iCk Save #phia Industries X123456790  Approved Leamer Achievement Rollbacks xlsx

. . Training organisations 8107648138 Document Upload example xlsx

to link it to your —

profile.
5 To remove an ORGANN Derans - Smon Internar Testwg 8105285262083

. . Organisation 0
Organisation
Letter of Appointment: Select upload _ No file chosen

Select the

re_cord. The row

will be

highlighted

when selected Organisation Name  SDLNumber Status  Document Name

then CIiCk on the Aphia Industries X123456790  Approved Learner Achievement Rollbacks xlsx

Remove button.

1.2 EDIT SDF DETAILS

The section below outlines the process for editing the SDF’s details

Screenshot

1 On the
Dashboard, click SDF Dasneoarn - Smon Internar Testme 8105285262083

on Your Details Financial Year [ [+]
button. | Search | [Your Details | | Register Organisations |




Steps Action Screenshot

2 Click on the Edit
button. Once
done,scrolltothe " e
bottom and click e r
Save. First Name Simon

Middle Hame Internal
surname Testing
Initials gl
Date of Birth 28/05/1981
Gender Male
Equity Black: African
Disability Status MNaone
Home Language seTswana
Nationality South Africa
1.3 ACCESSING THE ORGANISATION DETAILS
Steps Action Screenshot

1 From the Legal Name SDL Mumber  Access Status  Grant Status  Grant Due Date
Dashboard,
select the Aphia Industries X123456790  Approved Approved 30/06/2013
Organisation.

The row will be
highlighted
when selected.
Click on the
Action button to
open the
Organisation’s
profile.

2 If the SDE Dasnaoarn - Smon Internar Testie 8105285262083
organisation Financial Year | Bl
does not appear | Search | IYour Details] [RegisterOrganisationsl
on the
Dashboard, click
on the Search
button.

3 Search for the ChE Sl
Organisationby ~ “#9°'"ame | |
completing the Trade Name | |
one of the SDL Number | |
search criteria
fields.




Steps Action Screenshot

4 C f h | sk
ontirm the Erm—
i Qunadonfeals
SETA data is Croantaton Gartet
Organisation Bank Details s o
Child Organisations )
correct LT . SDL Number xoouonooe2 sonooonon
Approved SDFs Legal Name. Test Company Test Gompany
T Trade Name TestCompany Test Gompany
f . Grants and Levies & 1 Organisation Registration Number 20147Bdsvie 2014ABdsOwe
I there |S a ny Client Relationship Management ) Phone Number 0
. . O Fax Number 0
S¢ Code 53102 Pubic ant et rehbifsion
information to
Numbe Empl SA 59
be updated' Click Number of Employees-Core Act @
Totsi(PSA Core Act 1o
h Ed 't Organisation Size Medium (80-149) Medium (50-149)
on t e ’ Total Annual payroll for then end of previous 0.00
- financial year(subject to SD L)
button, then —_— e — .
. To wich Other SET A's o you submit carvser 0
click Save to . et
Prvsical Adress 1 250
effect the
changes.

NOTE: Please note that the information on the right is the information that we receive from the
Department of Higher Education to upload onto the system. This information cannot be
updated. If you need to update the information of the organisation you can do it on the left
side of the screen which is the SETA DATA. Please ensure your organisation details are
correct.

2. ORGANISATIONAL CONTACT DETAILS

The section below outlines the process for adding/editing the organisation’s contact
person’s details

Steps Action Screenshot
1 Click on Skills ==Organisation ==
Organisation
Contact from the Organisation Contact
. . Crganisation Bank Details
Organisation Child Organisations
Menu Training Committee

Organisation CFO Details
Approved SDFs

Annexure A
Annexure A Document Uploads
Grants and Levies

Client Relationship Management
EMP201

2 Click on the Create |

Create button




Screenshot

Create OrcanisAaTION CONTACT

Title

Steps Action
3 Capture the
Contact’s details
and click the Save
button.

First Name

Surname

Initials

Designation
Telephone Number
Cell Phone Humber
Fax NHumber

E Mail

Postal Code

Postal Address Line 1
Postal Address Line 2
Postal Address City
Postal Province
Urban Rural

Cancel

It is important for the SETA to have the contact details of the persons in the organisation. The
reason for this is to be able to communicate with the relevant people of the organisation when
the SETA wants to send out invitations to workshops or other functions.

Please ensure that the contact details are correct and confirm the details before creating
the Annexure A forms.

ORGANISATIONAL BANKING DETAILS

The section below outlines the process for adding/editing Banking Details

Steps Action Screenshot
1 Clle on Skills ==0rganisation ==
Organisation Organisation Details
. . Qrganisation Contact
Banking Details isaii
from the Child Crganisations
., Training Committee
Organisation Organisation CFO Details
Menu Approved SDFs
Annexure A
Annexure A Document Uploads
Grants and Levies
Client Relationship Management
EMP201
2 Click on the Edit | Edit |
button
3 Capture\Update
the banking Account Holder knink
details then Click Bank Name Mercantile Bank
the Save button.  *ccountTyee Current

Account Number 897

Branch Name jkikh
Branch Code 899
Last Date Updated 18122014
Last Updated By

Finance Approval Date




4. ORGANISATION CFO DETAILS

The section below outlines the process for adding/editing CFOs Details

Steps Action Screenshot

1 Clle on Skills ==0rganisation ==

Organisation Organisation Details
. Organisation Contact
CFO Details ek i
Organisation Bank Details

from the Child Organisations
Organisation Training Committea
Menu

Approved SDFs

Annexure A
Annexure A Document Uploads
Grants and Levies

Client Relationship Management

EMP201
2 Click on the Edit Edit
button
3 Capre he
CFO’s contact
details, then
click the Save First Name Hello
button. Surname SETA
Cell Phone Number 0724589637
Fax Number 0128063347
E Mail hdewee@dtss.co.za

5. TRAINING COMMITTEE

This section below outlines the process for adding/editing the Training Committee member’s
details. This is compulsory applicable for Large entities and optional to Small entities.

Step Action Screenshot
1 CIICk on Skillz ==0Organisation ==
ini Organisation Details
Tra”"n.g Organisation Contact
Committee from Organisation Bank Details
the Child Organisations
Organisation Organisation CFO Details
Approved SDFs
Menu Annexure A

Annexure A Document Uploads
Grants and Levies
Client Relationship Management

EMP201
2 Clickonthe Add A Trzinjng Comites |
Training ’
Committee

button




3 Capture the

committee
member’s
details then click
on the Save
button.
Title :I
surmame I
Designation ]
Telephone Number l:l
€ Mo [

4 To update the
details, click on

| Add Training Committee Members || Remove |

. First Name Sumame |Initials Telephone Number Fax Number E Mail Update
the record and it
. Samantha Cell 5 0128061214 0128064587 hdewee@dtss.coza &
will be First || Previous |[ Next |[ Last|[ Goto Page |[1 | Page 10f 1
highlighted.
Click on the

Update icon to
open the record.

6. ACCESSING THE FORMS

The following steps needs to be followed to access the Annexure A on PSETA Indicium:

Screenshot

Steps Action
1 Click on the SDF Dasneoarn - Smon Internar Testwe 8105285262083
Search button Financial Year | Bl
from the
Dashboard.

2 Search for the

[ Search | l Your Details ] [ Register Organisations |

Organisation by ~ "=o"me | |
completing the Trade Name | |
oneé Of the SDL Number | |
search criteria

fields.

3 The record will
come up.

Legal Name Trade Name  S5DL Number Parent SDL Number

Trust Trust xoooooooo:z

Select the record
then click on the
Action button to
open the
Organisation’s
profile




Steps
7

Action

Click on
Annexure A
from the
Organisation
Menu

Screenshot

Dashboard  Skills

Skills >>Organisation ==

Qrganisation Details
Organisation Contact
QOrganisation Bank Details
Child Organisations
Training Committee
Organisation CFO Details
Approved SOFs

Annexure A Document Uploads
Grants and Levies

Client Relationship Management
EMP201

7. CREATING NEW WSP FORMS 2015/2016

The section below outlines the process for creating new forms for the financial year

Steps Action Screenshot

1 Select the current
financial year o Lt PGETA
from the combo
box.
The page will
refresh and the
create button will
become active.

2 Click on the | Create |
Create button

3 Once the number

Annexure A - TEsT Company (X000000002)
Of employees has orian Before creating a new ATR/WSP you first need to 1ge the total number of permanent and other employees on the Organisation Info TAB!!
been confirmed int WSP & ATR Report || Print WSP Repert || Print ATR Report || Cover Page || Print Authorization Page |
the window on ! Financial Year v |[ Create |
. . Skills Year FormType Linked Grant Status Due Date Status Date  Submission Date

the rlght will 01 April 2015 — 31 March 2016 Large Capluring 30/0412015  06I01/2015
appear /ﬁ‘ Previous || Next m Go fo F'age ’_|Paqeﬂnf1
Click on View to
see the forms.

1. Users can only create the current financial year’s forms and not previous years.
2. Forms can only be created if all fields on the organisation information and contact details tab have
been completed and confirmed to be correct.



8. HOW TO COMPLETE ANNEXURE A

The Annexure A section comprises of 13 forms for all organisations. These are:

WSP & ATR Forms
01 April 2016 — 31 March 20°7
Changz Due Datz
Change Mo Type

¥ Form Description Due Date

1. ATRFunFi Srpendilure of Tigining 20,0472016
Z ATRForn F3 Nurber of Beneficiaries Trained 2000412016
3 ATRCorn 0 Variance Report 20.04/2016
4. ATRCorn 11 Mivotsl T-aining Reoort 20.04/2016
5. WET Fom A Adrviniztative Deails 20,04/2016
. WP Fom b Training Dudget W0472016 | Salect |
I WSP For G Employmert Summary 004201 | Sslect |
8 WSFFom D Pricrity Skills [Scarce & Criical) 20.04/2016 /m‘
a WSPFomE2 Plarnad Bensficizres of Tmining (Employady 20:0472016 ct
10. WSF Fom &1 Pivetz| Plarnec Beneficiaries of Tra ning (Emplcyed) 20,04/2016
1. WSF Fom G2 Pivetz| Plarnec Beneficiaries of Tra ning (Unemplayed) 20,04/2016
2. WSPFomH Straiegic Dbjecives 00412016
13. WSF Fom | Strasegic Training Friorties derivad fonthe Siratagic Dbjectives 00042016

Please note the OFO code version 2013 is being used for all forms

8.1

Form F1: Expenditure of training

The section below outlines the process for capturing the expenditure of training

Action Screenshot
1 Click on Form F1; HSEads e
(Select)

TEST COMPANY
1April 20153

Back to WSP/ATR Forms Menu

Expenditure of Training

2 Complete the

values and press

and click Save.

——————ee———————— * " rfrss000f 86TesT] rasersr]

save once e ———— " npoTesTg nBT87E0q mp7Ees o

completed e ————— 7T ] ~po0 ] 785500 RTEETER
——ee e ——— " T ~EETEs g ~T8ETEs g ~TEETE N
————————————— " nfesTosE] nErsTe0d {6700
e ——————— " 75 Rfres765.) ResTes s Rfrestes g
e ———————— " 2 g Zal ~2342.00 Q|
e Ry (e - (IR = I

no comment /J
e
3 Complete the
details required Save

Once the record
is saved, click on
the back to WSP
/ATR forms

| Back to WSP/ATR Forms Menu |




8.2 Form F3: Number of beneficiaries trained
The section below outlines the process for capturing number of beneficiaries trained

Steps Action Screenshot
1 Clickon FormF3: | ... e ovtios
Number of = == =2
beneficiaries
trained from the
Annexure A

Forms Menu

2 Clickon the

SELECT button

3 Complete the Nombero Benerre ranes T oo
details required ®
and click Add. __*E
I
[—
N0 2 2t 2 2 B 2 B S B 2 B 2 B2 2
4 Once the record -3
is saved, one has M M cocsion gty e Sl . Lo O fem M e fme, gl g gl g
the option to Edit :
panacrps RSt BrRC, janang. i Le: Learningintervention EMY (1! Eriereq i 0 0 0 0 0 )
or Remove it. 2{_.';;“ e T
Lo
5 Once the record

is saved. click on | Back to WSPJATR Forms Menu

the back to WSP
/ATR forms

8.3 Form F8: Variance Report
The section below shows the variance report

Steps Action Screenshot
1 Clickon Form F8: [SSEETE e
Variance Form - e —
from the
Annexure A
Menu
2 The variances are waranc kepot A ot

viewable here.
Should there bea [

. Cecupationsl Group TotlPanned  Ma  Femele  Affcan Cokued bcisn  Whie  TollTreied  Commens
variance you are WAKAGERS ] T 0 0 0 ) ) o
H PROFESSINALG 0 T— ' 0 ) ) ]
reqUIred to TECHNIC ANS AND ASSCGATE 2ROFESSIONALS 0 - v i 3 3 0
com p|ete the ULERIGALSUPFUR | VORKERS 1 Tw— ] i ) ) 1
SFRVICE AN SA| FSWCRKFRS i oo 1 i n n 1
re a S o n . Cl ic k o n SHKILLED ASRICULTURAL, FORESTRY, FISHERY, CRAFT AND RELAT=0 TRADES WORKERS 0 C 0 0 ] J J [}
PLANT AND MACIINE OFERATCRSAND AXSEMDLERS 0 ¢ 0 v i ] b y
the “ne to ELEMENTAR Y OCGUPAT ON3. 0 — 0 0 ) ) 0

Previous Paus'\un

highlight it and




Steps Action Screenshot
then click the edit
button

2.1 This is the Edit Edit
button

E

2.2 Once the Edit e MANAGERS
button has been

. . e
clicked. It will 0
take you to this Testing
SCreen Where you
have to capture
the reason on the
comments
section

Rack 10 W SPIATR Foms Men | varuans Kaporr T apr 06— 07

3 Complete the
details required
and click Update.

WANAGFRE
o

n

| ]

Upaxe.

Oczupational Graup TotalManncd  Mole  Temale  African  Cobured  Ihdion  Whitc  Total Traincd

MANARERS
PHUFESSIONALS

TECHNICIANS AND A330CIATE PROFESSIONALS

CLERCAL SUPFIRT WORKZRE

SERV'CEAND SALES V/ORKERS

SKILLED AGRICULTURAL, FORESTRY, FISHERY, CRAFT AND RELATED TRADES WORKERS
PLANT AUD WACHINE OPERATOR.S AND ASSEMBLERS

ELEVENARY OCCURA

ans
First | Previous |[ Nexi [Last |[ Goto Page [ |"ag2 1011
1

Y ISE13 - IDU0UDIES

4 Once the reco rd Back to WSIATR Forms Menu Varianc: Repart |tsw&upv:\r?£n)_m 2 - LU

is saved, the
information will

Ocecupalivral Group Total Flarmed Alican  Colowed  Idian  While  TolalTraied  Commenls

be displayed as
TROMCSSIONALE
perscreenshot. i

SERVICE AR SALESWIRKERS

SKILLED AZR CULTURAL, FORESTRY FISHERY. CRAFT AN RELATED TRADZS WORKERS
FLANT ANDMACH NE OFERATCRS AND A3SEMBLERS

FLEMIEN AR Y OCEUFAL NS

Fist || Prarious [ Naxt |[Last | Gato Paga [[| |Faga 1 oft
.

cocococooa

5 Once the record
is saved. click on | Back to WSP/ATR Forms Menu

the back to WSP
/ATR forms




8.4

Steps

Form F11: Pivotal Training Report
The section below outlines the process for capturing the pivotal training report.

Action Screenshot
Click on Form

F11:

. . . 1 ATR FormF1
Pivotal Training 2 amRRames
Report from the E——
Annexure A
Forms Menu

Description

Expenditure of Training

Humber of Beneficiaries Trained

Variance Report

Pivotal Training Report

Click on the select

Intermediate v

button to open [ Back to WSP/ATR Forms Menu | Pivotal Training Report e 111
the form.

o o] 3 T O N R -

_Add || Bulk Import
3 Complete the
. . [ Back to WSPIATR Forms HMenu | Pivotal Training Report PSCTASETA TESTT_ X0oo00a0ss
details required Eech o SPATR Fome e
. 171111201 - Defence Force Senior Offcer
and click Add. .
[ Customer Care in the Public Service v

O I

20 T O S N N

o
| Add |[ Bulkimport

Once the record
is saved, one has
the option to Edit
or Remove it by

[

Sub Msjor
Group

Pivatal
Employment v

Status. ey

Other Pivotal
Programme Type

Pivotal

Municipality  Province Programme

African  African
Female Disabled

Training

African
Level Male

. . . Chief
141101 - Local
highlighting the .. Exee 100 L — = magerert
IAGERS Senior 2 Abaguiusi L Employed F Development  Advanced 4 0 )
Officals and | H Lt Programmes.
row Administratve 510,
and i
MANAGERS G IMemal Audk  Tshwane Metro Gauteng  Employed Other OtherPivotaiProgrammeType. Other Entry 1 0 ]
MRt MW ks agee
234201 - Early
Teaching  Chidhood  Ekurhuleni . "
PROFESSIONALS rotilS o Goleopment  Hieiro Gauteng  Unemployed  Internship Other Intermediate 0 1 ]

Practitioner

'—

Bulk Upload.

Pivotal Training Report

Please refer to | Back to WSP/ATR Forms Menu
the steps as —
explained below ariepal

m—

raining

i)

1 avsquiusi

v

[Add | Bulkimport g8




Steps Action

6 Once the record
is saved, click on
the back to WSP
/ATR forms

Screenshot

| Back to WSP/ATR Forms Menu

8.5 WSP FORM A: Administrative details

The section below outlines the process for updating the admin details.

Steps Action
1 Click on WSP
Form A from the
Annexure A
Forms Menu

Screenshot

ATR Form F1 Expenditure of Training 30042015
ATR Form F3 Humber of Beneficiaries Trained 30042015

ATR Form F8 Variance Report 30042015

SO ES

ATR Form F11 Pivotal Training Report 30042015

WSP Form A Administrative Details 30042015

2 Click on the
Select button

- pr—— saeans P

3 Complete the
details required
and click Save
after ticking the
declaration at the
bottom

sae]

4 Once the record
is saved, click on
the back to WSP
/ATR forms

| Back to WSP/ATR Forms Menu




8.6 WSP Form B: Training Budget
The section below outlines the process for capturing the training budget

Steps Action Screenshot
1 Click on WSP Form B:
Training Budget from T ca—
the Annexure A Forms it —_——
Men. e — ey
2 Click on the Select = e T
button
. Rack to WSPIATR Forms Mani Traning Rudget W
3 Complete the details 14501207631 Man
required and click
Save.
4 Once the record is
saved. click on the Back to WSP/ATR Forms Menu
back to WSP /ATR
forms

8.7 WSP Form C: Employment Summary

The section below outlines the process for capturing the employment summary

Steps
1

Action Screenshot
Click on WSP Form C:
Employment
Summary) from the
Annexure A Forms
Menu

WsP Form B Training Budget 301041201

s -

Click on the Select e s [ -
button




Steps
3

Action

Complete the details
required and click
Update.

Screenshot

4

Once the record is
saved, one has the
option to Edit or
Remove it after
highlighting the row

PSA
Male

Core.
Act

Afriean  African

Female

African
sabled

Coloured ~ Col
Male

oured  Coloured  Indian
Female

Disabled  Male

Indian 1
Female

ndian Whit

Disabled  Mall

5

Once the record is
saved, click on the
back to WSP /ATR
forms

Back to WSP/ATR Forms Menu |

6

Bulk Upload. Please
refer to the steps as
explained below

Back to WSP/ATR Forms Menu

Employment Summary

:

8.8 WSP Form D: Priority Skills

The section below outlines the process for capturing priority skills.

Steps Action Screenshot
1 Click on WSP Form D:
Priority Skills from e e
the Annexure A Forms T - —_—
Menu 5 WP Fom A - : awozms
— — e
7. 'WSP Form C Employment Summary 042015
B
2 Click on a Select o — Ty




Steps Action
3 Complete the details
required and click
Add.

Screenshot

Back to WSPIATR Forms Menu

Priority Skills

e — 725

4 Once the details are
added the line can be
highlighted and
information can be
edited or removed.

Wajor SubMajor
Group Giowp

Gther
Friority
skl

o
. Employment
Municimalty  Province g r 0 (Seace

Critical)

Training  Priority
Level  Reason

Other
votal

= Pryjected  Parsons
) sull il

. Protal
Occupation Progiamme:

Pi
Programme

GTieTk<eclves, 2015111101 - Lozl
MAMAGERS SenerOficals o Frovirzia

First [Pevioss [ Neot | Las: | Ge o Page | [ | <euz 1011
v

Relalve scacly
Advanesd dus te oquity

srateg cant
organizational
plernny.

KvzZul-
UMialazi Nl Economet

Enplojid

5 Once the record is
saved, click on the
back to WSP /ATR
forms

Back to WSP/ATR Forms Menu

8.9 WSP Form E3: Planned beneficiaries of training (Employed)

The section below outlines the process for capturing planned beneficiaries of training for

employed.
Steps Action Screenshot

1 Click on WSP
Form E3: Planned T .
beneficiaries of i e .
training R o -
(employed) from — B =
the Annexure A L e e e e .
Forms Menu

2 Click on the C e i ey it A 1=
Select button

3 Complete the
details required rd tates T o) PR
and click Save. — .

[
b | | | b b | | b | [ b o

b1
[Add ][ Buk impori]




Steps Action Screenshot

4 Once the record
is saved, one has
the option to Edit B, LA ooemsen  mmepny owes Fopmee LU, Mo M
or Remove it.

5 Once the record

is saved. click on | Back to WSP/ATR Forms Menu

the back to WSP
/ATR forms

6 Bulk Upload.

Please refer to Back to WSP/ATR Forms Menu | Planned Beneficiaries of Training (Er
the steps as oot )._.
explained below R = e

8.10 WSP Form G1: Pivotal Planned beneficiaries of training

(Employed)
The section below outlines the process for capturing pivotal planned beneficiaries of
training.
Steps Action Screenshot
1 Click on WSP

Form G1: Pivotal T e
Planned e ——
beneficiaries of A e Pt T ot
training R S
(employed) from = ——
the Annexure A PR S

Forms Menu

2 Click on the

Select button e s s e e
3 Complete the
details required : [ —————— PR o
and click Add. . .
; —
e I k[ ol BT BT ol BT BT B | p— S




Steps Action Screenshot

4 Once the record [emeal
. ivotal ke . . . . .
is saved, one has e Ll - R ol gl e Tl e
. . ype
the option to Edit
or Remove it. s o s T ———
and Manage" va uation
Subtotal 0 0 0 [ 0 0 [
Grand 0 0 0 [ 0 0 [
ot P o o Gt Poe [ 131 }
5 Once the record
is saved. click on | Back to WSP/ATR Forms Menu
’
the back to WSP
/ATR forms
6 Bulk Upload.
Please refer tO Pivotal Planned Beneficiaries of Training (Employed)
the steps as e —— :
explained below — "

v

B l—— "]




8.11 WSP Form G2: Pivotal Planned beneficiaries of training

(unemployed)

The section below outlines the process for capturing pivotal planned beneficiaries of training

of unemployed.

Steps Action Screenshot
1 Click on WsP ——— ———
= pendturs of Training
Form Gz,' Pivotal 2 ATR Form F2 Mumbsr of Beneficiaries Trained
PI d 3. ATR Form F& Variance Report
Gnne 4. ATR Form F11 Pivotal Training Report
beneficiaries of il —
training T. 'WSF Form C Empiloyment Summary
(unemployed) [ wep Fo:: E2 P:.m:d B;rwfniales of Training (Emplay=d)
10. WSP Form G1 Pivotal Planned Beneficiaries of Training (Emphoyed)
fr‘o m th e 1. WSP Form G2 * Pivotal Planned Beneficiaries of Training (Unemployed)
Annexure A
Forms Menu
2 Click on the R s e =
Select button
Back to WSP/ATR Forms Menu Pivotal Planned Beneficiaries of Training (Unem,
3 Complete the R — e
details required L ——— -+
and click Add. _‘E .
| —
o] | b e | | b | b | [
4 Once the record
is saved, one has
the option to Edit
or Remove it. = Mo Oceupation  Muricigality  Provinoe = == = =
Grand Total
5 Once the record

is saved, click on
the back to WSP
/ATR forms

| Back to WSP/ATR Forms Menu

6 Bulk Upload.
Please refer to
the steps as
explained below

Back to WSP/ATR Forms Menu

Pivotal Planned Beneficiaries of Training [Unemployed)

v

.
Add | [ Bulk Import
[ Bulk mport |

o

-



8.12 WSP Form H: Strategic Objectives
The section below outlines the process capturing the strategic objectives

Action Screenshot

Steps

1 Click on Form H:
Strategic " ]
. . 2 ATRFomF2 Number of Beneficiaries Trained 20042015 [Bskst
Objectives from . e e =
the Annexure A S B Sz =
Forms Menu L s S e =
S WeR Fom Ex Wouz015 [See=
10 WEP Fom 61 o420t [seeat
" e Fom G2 Bl Plannas Bansfines of Training (Unampioys) 042018 [See
[ WeP Fom H Statege Obectves 42015 [serct
2 Click on the
Se,ect button s ek s aumeds oeciaer Wwonsai -’E
3 Complete the
deta"s required Back to WSP/ATR Forms Menu Strategic Objectives
and click Add. !uf‘i::ﬂ‘e Strategic Objectives described in the entty's strategic business plan

—

4 Once the record
is saved will
appear as such.

Strategic Objective
Hello PSETA
You are mest Welkeome

5 Once the record
is saved, click on | Back to WSPIATR Forms Menu |

the back to WSP
/ATR forms

8.13 WSP Form I: Strategic Training Priorities derived from the

Strategic Objectives
The section below outlines the process capturing the strategic training priorities derived
from the strategic objectives

Steps Action Screenshot
1 Click on FormI:
Strategic training - —
priorities derived — S o
fromhe = =
strategic e e A
objectives from e e o
the Annexure A S e —

[ WSP Form | Strategic Training Pririies derived from the Strategic Objestives W0a2015

Forms Menu




Steps Action Screenshot

2 Click on the
Select button uies Tmemmm—— mon:_=)_m==

3 Complete the
details required Strategic Training Priorities derived from the Strategic Objectives
and C“Ck Add. e Strategic Training Priorities derived from the Strategic Cbjectives

4 Once the record
is saved will Strategic Training Priority
appear as such. St s g

5 Once the record

is saved, click on
the back to WSP
/ATR forms

| Back to WSP/ATR Forms Menu




8.14 Submitting the Annexure A Forms
This is process is for submitting WSP/ATR to PSETA

Steps Action Screenshot

Home
1 Select the year
and clickonview =i o s W Rl ™

ion CFQ Detals

rrw v e
A

s

FomType Linked GrantStais DieDate StatuDafe  Submission Date
A Dacument Uploads
d Levies

<hip Mansgament

Mareh 2016, Gapturing____ 30NOAZ01S._DOIONZ01S.

Lage ves
[ext] (Lot (o fo Page ] ] Poge 1of

2 Click on the
submit ‘WSP & ATR Forms I yr s m

01 April 2015 — 31 March 2016 'I [ Submit
2 Form Description Due Date.
1 TR Fom 1 Expenditure of Training W042015
2 TR Form 72 Number of Benefiiaries Trained 00412018
3 TR Form 72 00412015
a ATR Form F11 00412015
s WSP Form & W45
e WsP Form B 00412015
o WsP Form Empioyment Summary a5
B WsP FormD Friorty Skills 0412018
[ WsP Form 2 Planned Bensficiaries of Training (Employzd) 042015
. WaF Form 31 Fivotal Planned Bensficiaries of Training (Employed) 30042018
1 WSF Form 32 Fivotal Planned Bensficiaries of Training (Unemployed) W042015
[ WSF Form B Strategk i 00412018
. WP Form | Strategi rorities derived from the Strategic Objectives 00412015

3 After Clicking
SUBMIT. Note
the Grant Status
will change from
created to
Submitted.

4 Rules Rules will ensure that the submit button will not be enabled if all forms
are not completed

*make sure the required documents are uploaded these are:

e Signed authorisation page
e Copy of cancelled cheque



9. PRINT REPORT

The section below outlines the process of printing the Annexure A report.

Steps Action

Screenshot

1 Click on Annexure
A forms from the
Organisation
Menu

Home

Skills >>Organisation >>

Organisation Details -
Organisation Cantact
Organisation Bank Detais

Chid Organisations

Training Committee
Organisation CFO Details
Approved SDFs

Approve an SDF

Annexure A

Annesure A Cocument Uploads
Annesure A Evalustion

Grants and Levies

Inter Seta Transfers

Clent Relstonzhic Mansgzment
EMP201

Aunexure A - PSETA Sera Test1 (X000000001)
rtant: Before creating a new ATRIWSP you first need to update/char ‘the total number of permanent and other empl s on the Organisation Info TA
Print W8P & ATR Report || Pint WSP Report | Prim ATR Report | | Cover Page | Pt Authotizaton Pege

‘Skills Year FormType Linked Grant Status DueDate  StatusDete  Submission Date

3004/2015 28/11/2014

2 Select the current
financial year
from the combo
box. And select
what to print.
The page will
refresh then click
on the print
button.

Annexwre A - PSETA Sera Tesr1 (X000000001)
e creating a new ATRIWSP you first need to update/change the total number of permanent and other employees on the (frganisation Info TAE
Print WSP & ATR Report || Print WSP Report || Print ATR Report Print Authorization Page

hd | Create

Financial Year |

Skills Year Form Type Linked Grant Status Due Date Status Date  Submission Date
01 April 2015 — 31 March 2018 Large Mo Capturing ANDH2015 61172014
[Goto Page 1 ]Foe 1ot

3 Once clicked the
following will
display

01 April 2015 - 31 March 2016
09022015
X000000001

Table of Contents

ATR Form F1 - Expendifure of Tramimz

ATR Form F3 - Number of Beneficiaies Trained

ATR Form F8 - Vaniance Report

ATR Form F11 - Prvotal Trammg Report

WSP Fomn A - Administrative Deteils

6 WSP Form B - Traming Budget

7. WSP Form C - Employment Swrmary

8. WSP Form D - Pricxity Skills

9 WSP Form E3 - Planned Beneficiaries of Traming (Eniployed)

10. WSP Form G1 - Pivotal Plamed Beneficiaries of Traming (Employed)

11. WSP Formn 2 - Pivotal Plamed Beneficiaries of Training (Unemployed)
12 WSP Form H - Strategic Objectives

13 WSP Form 1 - Strategic Training Priorities derived from the Strategic Objectives

b s b

Cost Description Actual Training i ining ining Training Cost| Total Training Cost
F1.1: Amount Spent on AET R 152.00 R 11.00 R21.00 R 0.00 R 154 00
F1.2: Amount Spent on Bursaries RO.00 RO.00 R0.00 R0.00 RO.00
F1.3: Amount Spent on USBSP R0.00 R0.00 R0.00 R 0.00 R0.00
F1.4: Amount Spent on ordinary Short Courses (Non NOF Aligned)| R 0.00 R0.00 R0.00 R0.00 R0.00
F1.5: Amount Spent on Intemships RO.00 RO.00 R0.00 R0.00 RO.00
F1.6: Amount Spent on Leamerships R0.00 R0.00 R0.00 R 0.00 R0.00
F1.7: Amount Spent on Artisan Development Programmes R0.00 R0.00 R0.00 R0.00 R0.00
F1.8: Additional Budgst RED3 RO.00 R0.00 R0.00 RED3
Total R 157.03 R11.00 R21.00 R 0.00 R 189.03
Comments o

ﬁ




Steps Action Screenshot
4 Scroll to the
bottom of the
page and click on
the Download to
PDF button.

can [aticen | cotor]
esied Wis

T N . e e e e P e e T e e e e ol Tl W -l
b e e e e e e e e e M W i

- e

ey [ e e e e )
I S Y S T R B B P e

[piwel |Otvee Pivotal  Povots
e——
) —.

5 Once clicked the . .
following will [romaL | I
appear

/SP Form H - Strategic Objectives

Strategic Objective
Hello PESETA
You are most Welcome

/'SP Form I - Strategic Training Priorities |

Strategic Training Priority
All changes ars good

Y

| L NewPrinting (6).pdf z




10. DOCUMENT UPLOAD

The section below outlines the process of uploading supporting documents

Steps Action Screenshot

1 Click on Annexure
A Document PSETA Indicium B
SETA Management System P @ETA
Uploads from the 5 S—
Organisation Dashboard ETOA  Skills  Reports i Help Desk  ORAM
Menu - Amnexure A Docusent UpLoans - PSETA Sera Test1 (X000000001)

Praaf of banking detsis ¥

1.1 These are the

;\giisr::nts that Annexure A Document UpLoaDs
can be uploaded Documentation Type Proof of banking details
| Mew Document |
Proof of banking details
Authorisation page
Proof of Consultation
2 Select the current
Document Type PSETA Indicium P@E TA T

from the combo
box then click on
New Document

ETOA Skils Reports  Maimtensnce  HelpDesk  ORAM

Button.
3 Select the
. . Financial Year :l
FInanCIaI Year Document Relates to Authorization Page
from the combo
box, type a small
description in the
comments Fomment
section and click
on choose file. p
Document Choose File | Mo file chosen
Click on the —
Upload button to

save.




