Fibre Processing & Manufacturing Sector Education and Training Authority

SKILLS: SDF Manual

FP&M SETA

03 February 2014

Compiled by Bayathandwa Shembe

Page 0 of 45



Table of Contents
Important information to Note before registering as SDF:..........cccccevviiiiiiiniininnennisssensnsssensssnees 2
SDF Profiles 0N the SYStEM ......ccccuiiiiiiiiiniitiii et as s s sae s s sas s s snesne s 2
REGISTER AS A NEW SKILLS DEVELOPMENT FACILITATOR (SDF) ...cuuueiiiiineninnneenisssnnenssssnnessssssnees 2
ACCESSING ORGANISATION INFORMATION........ccccttiinnreninisnnenssssnnesssssnsssssssnsesssssansssssssnsasssssasaness 6
REGISTER OR REMOVE AN ORGANISATION ..ctuutieeiiiiiiii et ettt e e ettt e e e s eeee vt e e s seeesaaaaeeeeeaeens 6
EDIT SDF DETALLS .ottt ettt ettt e e ettt e e e e e ettt e e e e eeeetaa e e e e teeeaaa e aaseeeesaennansesaaeessnsanneeeeseens 7
ACCESSING THE ORGANISATION DETAILS ...ttt ettt e e e ettt ees e e e etee s s e s eeeeseeaeeee 8
ORGANISATIONAL CONTACT DETAILS .....ueueiiiineriisineenessssssnsssssessssssssssssssansssssssnsssssssassnssssanssssasen 9
ORGANISATIONAL BANKING DETAILS ......ccutiiiiniiiininneniinssesssssnssssssssssssssssssssssasssssssssssassssassssssss 10
UPLOAD STAMPED BANK STATEMENT ....cccuuiiiiirimiunniisiinimmmenssisninmessssssisrmmmassssssssssssssssssssssnsasssses 11
VieW Grant and LEVIES......cueiiiiiiiiiiiiiiereniiiiiiisssnes s s ssssse s s s s ssasass e ss sesssssssssssssssssessssasansnns 12
ORGANISATION CFO DETAILS .....citieieitiiiienesiisnesiisssssessssssssssssssssssssssssssssssssssssnssssssssssassssasassssss 15
TRAINING COMMITTEE........cccciiiiimmeniiiiiiiienneiiiiisninasssssssiisesnsssssssssnsasssssssssssnssassssssssssssssssssssssssans 16
CREATING FORIMS .....cuueeiiiiiiiinnnniiniiiiansssssisnnrassssssssisssssssssssssmsasssssssssssssssssssssssssssssssssssssnsansssssses 17
Banking Details........ceeiiiiiiiiiiiiiriiiiii e s e s e s s 18
Section 1: Annual Training rePOrt.......eeeiiiiiiiiiiiiiirinii s s s s aseaes 19
Section 2: Annual Training report Employed 2013/2014.........ccccocerirrmirrnrersnessnnssssnssssensssseesesnns 22
Section 3: Annual Training Report Unemployed...........ccoovummiiiiiiiiiiiiiimnmnnniiiinssneeennnns s saneeens 24
Section 4: Adult EAucation and Training........cuueuuueuuieiiiiiiiiitiiii s sss s ss s eee s eneeesaeeaaeeaaanaas 26
Section 5: Trained Pivotal Training............c.ccccooiiiiiiiiiii e 28
Section 6: Trained Pivotal Training............cc.ccccooiiiiiiiiiiiiiiiee e 30
Section 7 Workplace SKills Plan........ueeuieuueiiiiiiieiiieiitiieiiee s s s s ss s ss e e e e eneeaaaeeaaenaas 32
Section 8: Planned Pivotal Training ...........c.ccccoiiiiiiiiiiiin e e 33
Section 9: Planned Pivotal Training ...........c.ccccooiiiiiiiiiiin e e 35
Capturing principles 0N the fOrMS ........iii i et ee e e e e e eree s 37
WSP Section B1: EMpPloymMeENnt SUMMAIY ......couuiuuiiriieriiiiiiiriiittsssesssssessssssssssasesasanassasanans 38
B2: Provincial BreakdOWN .........eeieiiiiiiiiiiiiiinniniiiiiesennens s sss e s sssssssss s sssessssassssssssnsssas 40
IMPACt ASSESSMENL .....uueiiiiiiiiii it es s e e s e e e s e s e e s e s e e s s e e s s e e sseesssasseasseassanssnns 41
Evaluation and COMMENLS ........eeeeiiiiiiiiiiiiiieriiiiii s ssasass e e s sssss s s s s sessssasanasesenssses 42
PriNting Of the FOIMIS ..o e e e e e e e et rrr e e e seeeeeeabaareaeeese e ans 42
AUthOrisation PAGE....ccceeeiiiiiiiiiicririrn s e e s s s s s e s e s s aan e aes 43

Page 1 of 45
Compiled by Bayathandwa Shembe



foem

rocessing & Manufacturing Sector Edueation and Training Authority

Important information to Note before registering as SDF:

1. ID / alternative ID number are key during the registration process

2. Scanned appointment letter from the Organization(s) to be on hand when accessing the system to
register.

3. SDF’s to know the L numbers as they will be required to link and search using the L number on the
system

SDF Profiles on the system

e Primary SDF has the overall responsibility to submit the WSP/ATR forms on behalf of the
organization; the Primary SDF can also capture the information on the WSP/ATR
forms. (Please note that there will be only one Primary SDF profile assigned per
organiasation)

e Contract SDF is appointed by the organization to support the Primary SDF to capture
WSP/ATR forms; however they are not allowed to submit on behalf of the Primary SDF. The
Contract SDF profile is available for e.g. Company Administrator/Data Capture, to provide
support where there are large amounts of data that have to be submitted by the
organization.

e Secondary SDF is appointed by the organization and has view access to the organization
information e.g. HR manager. This profile has no capturing or editing rights on the system.

REGISTER AS A NEW SKILLS DEVELOPMENT FACILITATOR (SDF)

Steps Action Screenshot

1 Goto
FP&MSETA
Website:
www.fpmseta.or
g.za
Click onthe "
Stakeholder
Login” Link

2 Clickonthe
Register an SDF
Link on the login Username:
page

Fassword:
Forgot Password
Re :ister
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Fibre Processing & Sector Education and Ti Auth

Steps Action Screenshot
3 Click on Register

from the REGISTRATION

Registration
Menu @ SDF

[ Register ” Cancel ]

4 Capture the
person’s detaI|S Applicant Details

Title @
First Name Testing
Middle Name
Sumame Mnguni
Initials T
ID No 8104170477039
Alternate ID Type I:E
Dateof Birth 1710411981
Gender Female |
Equity Black: African [ ]
Disability 'None [=]
Home Language ‘Eﬂglish El
Nationality South Afica []
Citizen Residential Status
Socio Economic Status Unemployed |
Telephone Number 0114078345

5  Clickonthe Save | Saye and Proceed |

and Proceed

button to move
to the next step.

6 U p|Oad the Letter Organisation Details

of Appointment Organisation Po

by clicking on the Letterof Appointment; Select upload (Bowse.. ]
Choose File

button then click

on Upload.

A pending login status indicated that the SETA needs to accept your registration before you are granted access to an organizations workplace skills plan.

7 Click organisation ~ 2can=ren o<tale |
Organisation IIF L290762295 - CNBC Africa I
Letter of Appointment: Select upload [ Browse... |
File is ready.
Capture the SDL

number of your
organisation
And click search
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Steps

Action

Organisation you
selected will
show.

Click on browse
for appointment
letter then save

Note you can be
able to link
yourself to more
than one
organisation and
upload
appointment
letter

Click on the
magnifying glass
to select an
Organisation,
upload a Letter of
Appointment
then click Save to
link it to your
profile.

Fibre Processing &

Sector Education and Ti Auth

Screenshot

ORGANISATION

SDL Number

[ Select ][ Cancel ]

Home

Organisation Details |

Organisaton
Latter of Appointment: Select upload

9 Loa0747471 - CNEC Africa

Erowse...

E

s roady.

SDL Number ~ Status

Finalisa Application

A panding login status indicated that tha SETA naads to accapt your ragistration bafore you ara grantad access to an organizations workplaca skills plan.

Home
Organisation Details
Organisation P 1123323232 - 1 CONSTRUCTION REGIMENT

Letter of Appointment: Select upload

Browse...

Organisation Name SDL Number ~ Status  Document Name

African Business News Limited 040747471 Doc3.docx
The South African Scriptwriter's Association N000000253 Docd.docx
1 CONSTRUCTION REGIMENT 1123323232 assement docx

First | | Previous | | Next

Last | | Goto Page D
Finalise Application

A pending login status indicated that the SETA needs to accept your registration before you are granted access to an organizations workplace skills plan,
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Fibre Processing & Manufacturing Sector Education an

Steps Action Screenshot
8 Once the s
company is linked Organisation N\ame  SDL Mumber  Status  Document Name
and the Letter of Crazyweb 2007/369714/7 Document Upload example.xlsx
Appointment First| [Previous | [Next| [Last| [Goto Page

uploaded, it will
appear as on the
right. | Finalise Application |

Proceed to click
the Finalise
Application
button to submit
the application

Then you will

metowatir  UJser registration was

FPMSETA

Approval to have f I
access to the Success U -
system Please note that there are 3 steps to be completed during your application process on tl

Steps 1 - complete the personal details page
Step 2 - link your organisation (L number; NLP etc.) Click the link tab at the bc
Step 3 - add your letter of confirmation

Only when all 3 steps are completed will your request be forwarded to the Region

Details:

User Name: Zulu

ID Number: 5504170477083

Gender: Female

Population Group: African

Username: 5504170477083
Please store your username and passw
as you will be required to use them whe

Password: Zulu

SETA: FPMSETA
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Fibre Pros

ACCESSING ORGANISATION INFORMATION

REGISTER OR REMOVE AN ORGANISATION

Steps Action Screenshot
1 Logininto the
system
Username:
FPassword:
Forgot Password
Reagister
2 The Skills SDF DASHBOARD - TESTING MNGUNI 7909280571089
Devel Op ment Financial Year
Facilitators [ Search ” Your Details ” Register Organisations l
Open African Business News Limited 1290762285  Pending Created 300412014
First | | Previous || Next || Last || GotoPage D
3 Click on _ SDF DASHBOARD - TESTING MNGUNI 7909280571089
Register Financial Year | El
additional [ Search ][ Your Details ]I Register Organisations u
Organisations
button
4 Click on the ORGANISATION DETAILS - TESTING MNGUNI 7909280571089
magnifying glass Organisation P
1: Selef:t in Letter of Appointment: Select upload Browse...
rganisation,

upload a Letter

of Appointment
then click Save
to link it to your Remove

profile. Organisation Name SDL Number  Status  Document Name

African Business News Limited 1290762295  Pending contract number. docx
First | | Previous || Next || Last || GotoPage D
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Steps Action Screenshot
Note that you ORGANISATION DETAILS - TESTING MNGUNI 7909280571089

can link yourself Organisation 1P 000000284 - Academy of Guids design in the making
to more than Letter of Appointment: Select upload Browse...
one organisation
Click on the
magnifying glass
to select an Remove
Upload a Letter African Business News Limited L040747471 Approved contract number.docx
Of App ointment Test 2566666 Approved eror.docx
then CI|Ck Save Academy of Forestry Contractors CC N00O0D002  Pending Company.docx
to link it to your Academy of Guilds 'design in the making’ NO0DD00264 access forms (2).doc
profile. First || Previous || Next || Last || Go to Page D
5 To remove an ORGANISATION DETAILS - TESTING MNGUNI 7909280571089
Organisation Organisation P
Select the Letter of Appointment: Select upload
record. The row PROMEn: SCectup Browse..
will be
highlighted Save

when selected
then click on the Remove
Remove button.

Organisation Name SDL Number  Status  Document Name
African Busingss News Limited L290762295  Pending
First || Pravious || Next || Last || GotoPage D
EDIT SDF DETAILS
The section below outlines the process for editing the SDF’s details
Steps Action Screenshot \
1 On the SDF DASHBOARD - TESTING MNGUNI 7909280571089
Dashboard, click Financial Year | [=]
on Your Detai’s Search I Your Details I Register Organisations
bUtton' Legal Name SDL Number  Access Status  Grant Status  Grant Due Date  Action
African Business News Limited L290762295 Pending Created 30/04/2014
First Previous Next Last Go to Page I:I
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Steps Action
2 Click on the Edit
button. Once
done, scroll to the
bottom and click
Save.

Fibre Processing & Sector Ed

Screenshot

PERSON DETAILS - TESTING MNGUNI 7909280571089

1D No

Title

First Name

Middle Name

Surname

Initials

Alternate ID Type

Date of Birth

Gender

Equity

Disability Status

Home Language
Nationality

Citizen Residential Status
Socio Economic Status
Telephone Number
Cell Phone Number

7909230571089
Ms

Testing

Mnguni

T

28/0911979
Female
Black: African
None

English
South Africa
South Africa
Unemployed
0114078945
0731728477

ACCESSING THE ORGANISATION DETAILS

Steps Action
1 From the

Dashboard,
select the
Organisation.
The row will be
highlighted
when selected.

Click on the
Action button to
open the
Organisation’s
profile.

Screenshot

Organisation Name

African Business News Limited 1290762295

First Previous

.

2 If the
organisation
does not appear
on the
Dashboard, click
on the Search
button.

SDF DASHBOARD - TESTING MNGUNI 7909280571089

Financial Year

SDL Number Status Document Name

Pending contract number docx

Go to Page D

Mext Last

| [=]

I Search II Your Details H Register Organisations ]
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eps Action

3 Search for the
Organisation by
completing the
capturing the
SDL number

Fibre Processing & Sector Education and T Authorit

Screenshot

SDL Number

4 Confirm the
SETA data is
correct

If there is any
information to
be updated, click
on the Edit
button, then
click Save to
effect the
changes.

ORGANISATION DETAILS - 4 IMAGE (PTY) LTD (L510713607)

SETA

SDL Humber Type

SDL Humber LE10713607
Possible SDL Number

Legal Name 41mage (Pty) Ltd
Trade Name 41mage

Organisation Registration Humber Type
Organisation Registration Number 4gem7MAPPO7111436

Type Of Organisation

SARS Number L510712607
Cipro Number

Legal Status/ Type of Entity Ply iLtd
Partnership Private
Phone Number 0123491113
Fax Number 0123492845

SIC Code Description
Number Of Employees 0
Number of Employees ( Employment Profile) 0

ORGANISATION

DHET

L510713607

4Image (Pty) Ltd

4Image

4gem7MAPP0O7 111426
FET

L510713607

0

Pty iLtd

Private

0123491113
0123402846

0
0

ORGANISATIONAL CONTACT DETAILS

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

person’s details

Steps Action
1 Click on
Organisation
Contact from the
Organisation
Menu

Screenshot

Skills ==0Organisation ==

Organisation Bank Details
Child Organisations
Training Committee
Organisation CFO Details
Approved SDFs

Approve an SDF

WSP & ATR Forms
Grants and Levies

Inter Seta Transfers

EMP201
Research Annexure

Organisation Details
Organisation Cont Person

Client Relationship Management

2 Click on the
Create button

| Create |
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Fibre Processing & Sector Education an

Steps Action Screenshot
3 Capture the

) . CREATE ORGANISATION CONTACT PERSON
Contact’s details

and click the Save

Title
button. First Name =
Surname
Initials
Designation l:lzl

Telephone Number

Cell Phone Number

Fax Number

E Mail

Postal Code

Postal Address Line 1

Postal Address Line 2

Postal Address City

Postal Province l:lzl

Please ensure that the contact details are correct and confirm the details before
creating the new WSP forms.

ORGANISATIONAL BANKING DETAILS

The section below outlines the process for adding/editing Banking Details and uploading of
stamped bank statement

Note only Primary SDF Profile can edit Organisation Bank details

Steps Action Screenshot
1 Click on

Organisation Organisation Details

Banking Details Organisation Contact Person
from the _t anisation Bank Details

Child Organisations

Skills ==0Organisation ==

Organisation Training Committee
Organisation CFO Details
Menu Approved SDFs

Approve an SDF

WSP & ATR Forms

Grants and Levies

Inter Seta Transfers

Client Relationship Management
EMP201

Research Annexure

2 Click on the Edit | Edit

button
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Steps Action
3 Capture\Update
the banking
details then click
the Save button.

Fibre Processing & Sector Educats

Screenshot

ORGANISATION BANK DETAILS - 4 IMAGE (PTY) LTD (L510713607
I —

Select Upload
Account Holder
Bank Name -
Account Type -
Account Number

Branch Name

Branch Code

)

UPLOAD STAMPED BANK STATEMENT

The section below outlines the process for uploading copy of bank statement

Steps Action
1 Click on WSP &
ATR Document
Upload from
Menu

Screenshot

Skills ==0rganisation ==

Organisation Details
Organisation Contact Person
Organization Bank Details
Child Organisations

Training Committee
Organisation CFO Details
Approved SDFs

Approve an SDF

WSP & ATR Forms

Grants and Levies

Inter Seta Transfers

Client Relationship Management
Research Annexure

2 Click on the New
Document
button

WSP & ATR DOCUMENT UPLOADS - TEST (2566666)
'Stamped Letter by bark =)

Documentation Type

[New Docurmont_

3 Select the
financial year

SEND DOCUMENT

Financial Year

then select Document Relates to Stamped Letter by bank

Browse to =

upload

document lastly ~ “°™™

click on upload =
Document %
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View Grant and Levies

SDF Profiles that can view Grant and Levies on the system
Note

e All Profiles i.e. Primary, Secondary and Contract SDF has access /right to view Grant and
Levies in the system

Steps Action Screenshot \
1 Goto
FP&MSETA
Website:
www.fpmseta.or
g.za
Click on the " Discretionary Grants
Login” Link | Stakeholder Login |
Lontact Us
Governance
Tenders
2 Login with your
credentials
Username:
Fassword:
Forgot Password
R&g:ister
3  Organisation Dashboard  Skill
thatare link to SDF DASHBOARD - TESTING SHEMBE 6902220258081
your Proﬁle will Financial Year ]
dlSplay [Search“ Your Details H Register Organisations ]
fest noooo Appraved Recommended for Rejection 30/04/2014
First || Previous ||Next||Last|| GotoPage
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Steps Action

4 Click on the
organisation to
select
organisation
you want to
open

Then click on
actionicon to
open

Screenshot

SDF Dasxsoaro - Tesine Swewse 6902220268081

Financial Year | v |

| Search | | Yaour Details | | Register Organisations |

LegalName  SDL Number Access Status  Grant Status Grant Due Date  Action

00000

Recommended for Rejection 30/04/2014 L3

| First | | Previous | | Next | | Go to Page |D

test Approved

*

5 Go to Grant and
Levies

Skills ==0rganisation ==

Organisation Details
Organisation Contact Person
Organisation Bank Details
Child Organisations

Training Committee
Organisation CFO Details
Approved SDFs

Approve an SDF

WSP & ATR Forms

Client Relationship Management
Research Annexure

6 Select Financial

GRANTS AND LEVIES - TEST (N343433434)

year on the ‘
drop down
Please selecta Levy Year from the combo box below.
01 April 2013 - 31 March 2014 ~
7 E"‘;‘ onview GRANTS AND LEVIES - TEST (N343433434)
utton

Please selecta Levy Year from the combo box below.

01 April 2013 - 31 March 2014 =

Compiled by Bayathandwa Shembe
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Fibre Processing & Sector Education and T Authorit

Steps Action Screenshot
8 Click one option

that you want to Skills ==0rganisation ==Grants and Levies ==

view Grant SummaE
Financial Summary
9 Click on Grant

Skills >>Orqanisation »>Grants and Levies =

GRANT SUMMARY - TEST (N343433434)

Summary system

.

will show Grant oy

Summary onyou [P

rlght hand Side. Organisation Name Test
SDL Humber N343433434
Financial Year 01 April 2013 - 31 March 2014
Physical Address Line 1 123 Box
Physical Address Line 2 Faerie Glen
Physical Address Line 3 Pretoria
Municipality Ekurhuleni Metro
Postal Code 1612
Postal Address Line 1 123 Box
Postal Address Line 2 Fagrie Glen
Postal Address Line 3 Pretoria

CI ICk on Le‘"es Skills ==0rqanisation ==Grants and Levies ==

5ummary to Vi ew LEVIES SUMMARY - TEST (N343433434
Inancial aummary

Levies s
Benefits

Organisation Legal Name Test

Trade Name Test
Click on Financial SOL Humber N343420434
Summary to Year of Statement 01 April 2013 - 31 March 2014
View financial Postal Address 1612
Summary Contact Telephone Number 123

Fax Number 123

Municipality Ekurhuleni Metro

Residential Address 123 Box

Page 14 of 45
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Steps

Action

Fibre Processing &

Sector Education and Ti Authorit

Screenshot

Skills »>Organisation »=Grants and Levies »*

FINANCIAL SUMMARY - TEST (N343433434)

Grant Summary

Organisation Legal Hame Test
Trade Name Test
SDL Number N343433434

Year of Statement 01 April 2013 - 31 March 2014

Postal Address 1612
Contact Telephone Number 123
Fax Number 123
Municipality Ekurhuleni Metro

Residential Address 123Box

ORGANISATION CFO DETAILS

The section below outlines the process for adding/editing CEO’s Details

Steps Action Screenshot \
1 Click on Skills ==0Organisation ==
Organisation
CFO Details Organisation Contact Person
Organisation Bank Details
from the Child Organisations
i i Training Committee
Orgamsatlon Organisation CFO Details
Menu Approved SDFs
Approve an SDF
WSP & ATR Forms
WSP & ATR Document Uploads
Grants and Levies
Inter Seta Transfers
Client Relationship Management
Research Annexure
2 Click on the Edit | Edit
button
3 Capture the ORGANISATION CFO DETAILS - 4 IMAGE (PTY) LTD (L510713607)
CEQ’s contact
details, then Firstame
click the Save Sumame
button Cell Phone Number
) Fax Number
E Mail

Compiled by Bayathandwa Shembe
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Fibre Processin Sector Educat

TRAINING COMMITTEE

This section below outlines the process for adding/editing the Training Committee member’s
details. This is only applicable for Medium and Large entities.

Step Action Screenshot
1 fl:':j::!(n?nng Skills ==0rganisation ==
Committee from Organisation Details
the COrganisation Contact Person
Organisation Grganisatior_l Balnk Details
Menu ChldGr amsatons
Tralnln Committee
Organisation CFO Details
Approved SDFs
Approve an SDF
WS5SP & ATR Forms
WSP & ATR Document Uploads
Grants and Levies
Inter Seta Transfers
Client Relationship Management
Research Annexure
2 dlickonthe Add kg Trajning Commitee |
Training :
Committee
button
3 Capturethe
committee
member’s Title -
details then click FirstHame
on the Save Surname
button. nitials
Designation -
Designation Description
Telephone Number
Cell Phone Number
Fax Number
E Mail
Name Of Union
Position In Union
4 Lgt‘a‘ﬁjf;ﬁ;khjn e S wek [SE R e W 0 Dt e
the reCOfd and |t fest festing t testing (125666685 0123366668 013333 bshembe@dtss.coza testing testing
will be First || Previous || Next||Last|| GotoPage
highlighted.
Click on the
Action icon to -~
open the record.
Page 16 of 45
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Fibre Processing & Manufacturing Sector Education and Training Authority

CREATING FORMS

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

Steps Action Screenshot
1 S.elect :che current View | [Edit] [ Print
financial year
from the combo
box. Financial Year 01 April 2014 — 31 March 2015 ~
The page will

refresh and the
create button will
become active.

2 Click on the Create
Create button

:

3 Capture the CONFIRM ORGANISATION SIZE
Number of

Employees and

click the Save Verify Number Of Employees
button.
4 Once the number View | [Edit| [ Print
of employees has
been confirmed, Financial Year * | Create
the window on
the right will Financial Year FormType WSPStatus DueDate Submitted Date  Approved Date  Rejected Date
appear.

01 April 2014 - 31 March 2015 Large/Medium Created 04/30/2014

. . First || Previous || Mext| Last|| GotoPage
Click on View to e ”

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.

3. The number of employee captured influences the type of Forms created.

Note

1. The information on this form will populate based on the information captured on the
Organizations Information section and the SDF linked to the organization’s.

Page 17 of 45
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Fibre Processing & Sector Educats

2. Any information updated on this form, will populate. E.g. If the Organisation telephone
number is updated on the form and saved then the updated telephone number should be
displayed on the organisation information section

Banking Details
The section below outlines the process for filling Banking Details
Steps Action Screenshot
1 Click on , i~
. Skills ==0rganisation ==WSP & ATR Forms ==
Banking
details from Banking Details
the WSP & ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report{Em
ATR Fi
Menuorms ATR Section 3: Annual Training Report{Un:

ATR Section 4. Adult Education and Trainin
ATR Section 5. Trained Pivotal Training(En
ATR Section 6. Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section 8: Planned Fivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

Page 18 of 45
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Steps Action Screenshot

2 The BANKING DETAILS - TEST (2566666)
information
on this form 2250; File Name FPIMSETA ORGANISATION 05122013 doc
is populated
based on Bank Name ABSA
what is
Account Number 4555566
captured on
Organisat"on Account Holder tets
Banking Account Type Cradt
Det‘_"ls Branch Name he
section.
Branch Code 01326
Status Approved

NOTE: If the banking details have changed, you are required to submit a signed and
stamped letter from the bank for the new banking details. This is compulsory for
your submission.

Section 1: Annual Training report
The section records the training that took place for 2013/2014

Steps Action Screenshot

Page 19 of 45
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Fibre Pros

Steps Action Screenshot

1

Click on WSP
Section 1 from
the WSP & ATR
Forms Menu

Skills ==0rganisation ==W3SP & ATR Forms ==

Banking Details

ATR Section 1: Annual Training Report

ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report{Unt
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section 8: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

The information
on this form s
populated based

OFO Occupation

EDIT ATR SECTION 1: ANNUAL TRAINING REPORT

on what s | Abrasive Wheel Maker [=]
captured on Municipality P Abaquiusi
Organisation African Male 1
Information and African Female 1
the SDF linked. African Disabled 1
Coloured Male 1
If there are any Coloured Female 1
updates to be Coloured Disabled 1
made, click on Indian Male ]
the Edit button Indian Female ]
Indian Disabled 1
White Male 1
White Female 1
White Disabled 0
Age Below 35 4
Age Between 35 And 55 2
Age Above 55 2
Page 20 of 45
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Once the ATR SECTION 1: ANNUAL TRAINING REPORT - TEST (2555565]
information is Geate |

captu red and Person  Person
OF0 Male: Male: Male: Male: Female: Female: Female: Female: Tofal: Total: With With
saved the user Occupation ¢ge - MUY pgicn  Colowred Indian White Afican Colowed Indin  White  Mae Female Disabilty: Disabiliy:
can be able to African Coloured
Edit or Remove ool Mk (12103 Abausi 1
icki " ' 1 1 1 ¢4 1

by C.Ilckmg o.n S N
the information

4 Alternatively the ATR SECTION 1: ANNUAL TRAINING REPORT - TEST (2566666)

SDF can capture Create Remove Excel Importer

information on
excel by clicking
Download Excel

importer
5 Click on
Download Excel IMPORT EXCEL DATA
Template Download Excel Templatd
Upload file to Import
Browse. ..
6 After |E| G-@ |5 AnnualTrainingReport_DLxsx [Protected View] - Microsoft Excel |‘:' g 53_'
downloading File Home  Inset  Pagelayout  Formulas Data Review  View @ 9 o@ &
xcel pl
e Cf p ease o Protected View  This file originated from an Internet location and might be unsafe. Click for more details, X
Capture
=]
information and A 2 ¢ 0 : .
. 1 |OFOOccupationDescription  MunicipalitylD AfricanMale  AfricanFemale  AfricanDisabled Colour |
save in excel. : —— ; ; T——
2 OFQ Qceupation ‘MUNCIDEHW ‘Male:Afncan Female: African ‘PersonWlth Disability: African ‘Male:
NOTE )
’
Don’t change 4 General Manager Public Service  Ba-Phalaborwa 0 0 0
the name of the 5 Senior Police Officer Polokwane 5 0
template when 6
you save on
your documents
for capturing.
Page 21 of 45
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Steps Action

7 Once the
template is
populated and
all required

information is
capture Click on
Browse to
search for the
saved template
on your
computer then
click Import to
upload.

Fibre Processing & Sector Ed

Screenshot

IMPORT EXCEL DATA

Download Excel Templatd
Upload file to Import

Browse...

Section 2: Annual Training report Employed 2013/2014
The section records the training that took place for 2013/2014

Steps Action Screenshot
1 Click on Skills ==Organisation ==WSP & ATR Forms ==
wsp Banking Detail
. anking Details
Section 2 ATR Section 1: Annual Training Report
from the
ATR Forms ATR Section 3: Annual Training Report{Un¢
Menu ATR Section 4: Adult Education and Trainin
ATR Section 5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training({Un
WSP Section 7: Waorkplace Skills Plan
WSP Section 8: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment
Evaluation and Comments
2 The page
allows user EDIT ATR SECTION 2: ANNUAL TRAINING REPORT(EMPLOYED)
to capture
details then
save OFO Occupation - Abrasive Wheel Maker
Programme Type ‘Bursaries v]
Name Of Programme
Number Of Beneficiaries: Entry Level 4
Number Of Beneficiaries: Intermediate Level 4
Number Of Beneficiaries: Advanced Level 4
Total Actual Cost 200.00
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4 Alternatively
the SDF can
capture
information
on excel by
clicking
Download
Excel
importer

ATR SECTION 2: ANNUAL TRAINING REPORT(EMPLOYED) - TEST (256

Excel Importer

5 Click on
Download
Excel
Template

IMPORT EXCEL DATA

Download Excel Templatd
Upload file to Import

Browse...

6 After
downloading
excel
capture
information
and save in
excel.

NOTE

Don’t
change the
name of the
template
when you
save on your
documents
for
capturing.

BEES)
v@osx

o Protected View  This file originated from an Intemet location and might be unsafe, Click for mare details, Enable Editing X

A B c D 3 H
MunicipalitylD AfricanMale ~ AfricanFemale  AfricanDisabled

mEee|

File Home

AnnuzlTrainingReport D1sx [Protected View] - Microsoft Excel

Inset  Pagelayout  Formulas  Data  Review  View

Calouf |
|Municipa|ity |Ma|e:African Female: African |PersonWith Disability: African ‘Male:

1 |OF0OccupationDescription
2 OF0 Occupation

3

4 |General Manager Public Service Ba-Phalaborwa
5 Senior Police Officer Polokwane 5 0 1
]

=
=
=]

7 Once the
template is
populated and
all required
information is
capture Click
on Browse to
search for the
saved
template on
your
computer
then click
Import to

IMPORT EXCEL DATA

Download Excel Templatg
Upload file to Import

Browse...
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upload. |

8 Once the ATR SECTION 2: ANNUAL TRAINING REPORT(EMPLOYED) - TEST (2566666)
i nformation Create Remove || Excel Importer

is captured —
. 0F0 Type of Leaming Name Of A Number Of Beneficiaries: Number Of Beneficiaries:
and SaVed Occupation Code Programmes Programme E:‘l:;ﬁcmnes. Entry Intermediate Level Advanced Level
the user
SRR 7401 e
can be able
. 0 4 4 4
to edlt' First || Previous || Next || Last || GotoPage D

Section 3: Annual Training Report Unemployed
The section records the planned training that is going to take place
Steps Action Screenshot
1 Click on

WSP Section Banking Details

3 from the ATR Section 1: Annual Training Report

ATR Section 2: Annual Training Report{Em
ATR Forms ATR Section 3: Annual Training Report(Und
Menu

Skills ==0Organisation ==WS3SPF & ATR Forms ==

ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(Emr
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section &: Planned Pivotal Training
WSP Section 9: Planned Adult Education
VWSP Section B1: Employment Summary
WWSP Section B2: Provincial Breakdown
Impact Assessment

Ewvaluation and Comments

2 Click on the ATR SECTION 3: ANNUAL TRAINING REPORT(UNEMPLOYED) - TEST (2568

Create Edit || Remove || Excel Importer

button
3 Capture the

details and EDIT ATR SECTION 3: ANNUAL TRAINING REPORT(UNEMPLOY]

save

OFO Occupation [ aprasive Wheel Maker

Programme Type | Skills Programme |Z|
Name Of Programme

Number Of Beneficiaries: Entry Level 4
Number Of Beneficiaries: Intermediate Level 5
Number Of Beneficiaries: Advanced Level 5
Total Actual Cost 300.00

Save Cancel
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4 Once the ATR SECTION 3: ANNUAL TRAINING REPORT(UNEMPLOYED) - TEST (2566666)

Create Remove || Excel Importer

record is
saved, one VR AT R S ok il it
has the

option to

Edit or First | [ Previous |[ Next | [ Last |[ Goto Page

Remove it.

Total
Actual
Cost

Abrasive Wheel 745103 gyl programme & 5 300.00

5 Alternatively,
you may use

the Excel Download Excel Template
Importer Upload file to Import

template. | Browse... |
Click on the
Excel
Importer [ Import ” Cancel l
button
6 After B @ AnnualTreiningReport Dl [Protected Vew] - MicrosoftExcel BICIES)

downloadlng File Home  Insert Page Layout Farmulas Data Review  View UOD@B

excel capture — _ . . ;
o Protected View  This file originated from an Internet location and might be unsafe. Click for more details, Enable Editing X

information =
A B c D E

and save in "
1 |OFOOccupationDescription  MunicipalitylD AfricanMale  AfricanFemale  AfricanDisabled Colour |

excel.
2 OFQ Qceupation |Municipa|itv |Ma|e:African|Female:African|PersonWithDisabilitv:African ‘Male:
NOTE )

Don’t 4 General Manager Public Service Ba-Phalaborwa 0 0 0
change the 5 Senior Police Officer Polokwane 5 0 1
name of the 6
template
when you
save on your
documents
for
capturing.

7 Once the
template is IMPORT EXCEL DATA

populated Download Excel Templatd
and all Upload file to Import

required Browse...

information

is capture

Click on
Browse to ‘
search for

the saved
template on
your

computer

then click
Import to

IMPORT EXCEL DATA
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upload.

Once the

is captured

and saved Sceupaton
the user can Abrasive Wheel

Number Of
Beneficiaries: Entry
Level

OF0 Type of Leaming Name Of
Code Programmes Programme

712103  Skills Programme 6

ATR SECTION 3: ANNUAL TRAINING REPORT(UNEMPLOYED) - TEST (2566666)
informati on Create Remove || Excel Importer

Number Of Beneficiaries: Number OF Beneficiaries:
Intermediate Level Advanced Level

5

be able to
edit by
clicking on it
then the Edit
of Remove
button will
be active

Section 4: Adult Education and Training
The section records the planned training that is going to take place

Steps Action
1 Click on WSP
Section 4 from
the ATR Forms
Menu

Screenshot

Skills ==0rganisation ==WSP & ATR Forms ==

Banking Details

ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report{Une
ATR Section 4: Adult Education and Traini

ATR Section &5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section 8: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

2 Click on the
Create button

Compiled by Bayathandwa Shembe
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Steps Action Screenshot
3 Capture the
details and save

Name Of the Course

AET Level |:E|

Number Of Learners: Male

Number Of Learners: Female

Total Budgeted Cost

4 Once the record ATR SECTION 4: ADULT EDUCATION AND TRAINING - TEST (2566666)

is saved, one has Create Remove || ExcelImporter || Benefits Importer

the option to Edit
or Remove it.

Name of the Course  Number of Leamers: Male  Number of Leamers: Female  NQF Level  Total Actual Cost

testing § § Level05  500.00
[ First ]  Previous | [ Next ] Lest ][ GotoPage ][ |
& 0 ]

5 Alternatively you
can down load

Excel Template Download Excel Template
then browse Upload ile to Import

IMPORT EXCEL DATA

Browse. ..

o
Ol

IMPORT EXCEL DATA

6 The screen on the
right will appear.
Click on e
What do you want to do with
Download EXCG' PlannedPivotalTrainingC2_Template.sdsx?
Template and

Browse.

| Type: Microsos Ft Excel 12
From: 197.149.145.34

save the template | B P ot e et ettty
on your @ save
computer. | = sov==
7 Once the
template is

IMPORT EXCEL DATA

Download Excel Template
Upload file to Import

[CaUsersibayathandwas\DeskloplPlannedPiy _ Erovise..

populated. Click
on Browse to
search for the
saved template
on your computer
then click Import [ Import ” Cancel ]
to upload.
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Section 5: Trained Pivotal Training

The section records the planned Pivotal Training that is going to take place for 2014/2015.

1 Click on WsP
Section 5 from
the ATR Forms
Menu

Skills ==0rganisation ==WSP & ATR Forms ==

Banking Details

ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report{Une
ATR Section 4: Adult Education and Trainir
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section &: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
W3P Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

2 Clickonthe ATR SECTION 5: TRAINED PIVOTAL TRAINING(EMPLOYED) - TEST (2566666)
Create button Create |EH Remove || Excel Importer

3 Capture details

and save CREATE ATR SECTION 5: TRAINED PIVOTAL TRAINING(EMPLOYED)

OFO Occupation ' orasive Wheel Maker
PIVOTAL Programmes Apprenticeships
NGQF Level Level 02 v

Number of Beneficiaries Trained: Entry Level bl

Number of Beneficiaries Trained: Intermediate 2
Level

Number of Beneficiaries Trained: Advanced Level g

Start Date 1510112014
End Date 3010112015
Total Actual Cost 200

Compiled by Bayathandwa Shembe
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ATR SECTION 5: TRAINED PIVOTAL TRAINING(EMPLOYED) - TEST (2556556] @

4 Once the record
is saved, one has

the option to Edit Nmberr NumberOF
. OF0 Pivotal NQF Number Of Beneficiaries: Start End
or Remove it. Occupation ¢, Pllz;raﬂmme Level E;:;"c'a"es' i Inlzg‘rmirdinleﬁg:(:flams fgﬂ;ﬁc'a"“' bzl I]:le Danle
s WIEE 790103 Leamesstip  Level03 2 RN
2 2 2 2000
[First | [ Pravious | [ Next ] [ Last |[ Goto Page \D
5 Alternatively you
can down load IMPORT EXCEL DATA
Excel Templ
cel Template Download Excel Template
then browse Upload file to Import
Browse. ..
6 The screen on the IMPORT EXCEL DATA
right will appear. |7 Comwss— )
C|ICk on .Windows Internet Explorer - [ == |.
PlannedPivotalTrainingC2_Template.xlsx?
Download Exce| wWhat do you want to do with I
Size: 28.4 KB |
Template and s
save the template | = |
on your | > Save
computer. ae Save as
7 Once the
template is IMPORT EXCEL DATA
populated. Click Download Excel Template
on Browse to Upload file to Import

search for the
saved template
on your computer
then click Import [ Import ” Cancel ]

to upload.
4 Once the record ATR SECTION 5: TRAINED PIVOTAL TRAINING{EMPLOYED) - TEST (2556656] @
) R
Number Of

is saved, one has

the option to Edit 0F0  Pivotal NoF  hummerC Number OF Beneficares:
. Code  Progamme  Level |- Intermediate Level

or Remove it.

Browse. .. |

Number Of
Beneficiaries: Advanced
Level

Stat  End
Date  Date

Occupation

08Jan 23 Jan

PRAEVEMEE Ty Laamestip L3 2 2 2 ae o 200
2 2 H 00
|WH Previous H Next HEH Go to Page ‘D
Page 29 of 45

Compiled by Bayathandwa Shembe



Fibre Processing & Sector Education and T

Section 6: Trained Pivotal Training
The section records the planned Pivotal Training that is going to take place for 2014/2015.

1 Click on WSP
Section 6 from

Skills ==0rganisation ==W3P & ATR Forms ==

Banking Details
the WSP & ATR ATR Section 1: Annual Training Report
Forms Menu ATR Section 2: Annual Training Report(Em

ATR Section 3: Annual Training Report{Une
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(U

WSP Section 7: Workplace Skills Plan
WSP Section &: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

2 Click on the ATR SECTION 6: TRAINED PIVOTAL TRAINING(UNEMPLOYED) - TEST (2566
Create button Create |E|| Remave || Excel Importer

3 Capture details

and save CREATE ATR SECTION 6: TRAINED PIVOTAL TRAINING(UNEMPLOYED)

0FO Occupation U pirasive Wheel Maker
PIVOTAL Programmes | Intemships El
NQF Level Level 08 7|

Number of Beneficiaries Trained: Entry Level 7

Number of Beneficiaries Trained: Intermediate 3
Level

Number of Beneficiaries Trained: Advanced Level g

Start Date 1510172014
End Date 20012015
Total Actual Cost 0
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Sector Education and Ti Authorit

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

ATR SECTION 6: TRAINED PIVOTAL TRAINING{UNEMPLOYED) - TEST {2556655) @
(e8] e

Number OF

. e Num|
. (11} Pivotal NQF P Number Of Beneficiaries: P Stat  End
Occupation Code  Programme el Beneficiaries: Entry (ST Beneficiaries: Advanced Date
Level Level
Abrasive Wheel " 15Jan 29 Jan
Maker T12103  Internships Level 08 2 3 § N4 W5 600.00
2 3 [ 600

Alternatively you
can down load
Excel Template
then browse

IMPORT EXCEL DATA

Download Excel Template
Upload file to Import

Browse...

The screen on the
right will appear.
Click on
Download Excel
Template and
save the template
on your
computer.

IMPORT EXCEL DATA

Domnioaa Excel I ermplaie
Upioad file to Import

Browse.

Windows Internet Explorer I

M vwhat do you want to do with

PlannedPivotalTrainingC2_Template.xisx?
Size: 38.4 KB f

Type: Microso Ft Excel 12
From: 197.149.145.34

> Open
The file won't be saved automatically.

> Sawve

> Sawve as
|

Once the
template is
populated. Click
on Browse to
search for the
saved template
on your computer
then click Import
to upload.

IMPORT EXCEL DATA

Download Excel Template
Upload file to Import

Browse. .. |

[ Import ” Cancel ]

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

ATR SECTION 6: TRAINED PIVOTAL TRAINING{UNEMPI.OYED) -TEST [2556655) @

OF0 Pivotal NQF
Code  Programme  Level

Number Of
Beneficiaries: Entry
Level

Number OF
Beneficiaries: Advanced
Level

Stat  End
Date  Date

. Number Of Beneficiaries:
Lozl Intermediate Level

15Jan  29Jan

Abrasive Wheel

712103 Intemships Level 08 2

2 3 6 600
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Section 7 Workplace SKills plan
This section record Workplace Skills Plane

Steps
1

Action Screenshot
Click on WSsP

3 Skills ==0rganisation ==W3P & ATR Forms ==
Section 7

Banking Details

ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report{Un
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(En
ATR Section &: Trained Pivotal Training(Ur
WSP Section 7: Workplace Skills Plan
WSP Section &: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

Click on the WSP SECTION 7: WORKPLACE SKILLS PLAN - TEST (2566666)
Create button Edit || Remove

Search for the

OFO Code and EDIT WSP SECTION 7: WORKPLACE SKILLS PLAN

the fill in all
required 0F0 Occupation P abrasive Wheel Maker
information and Socio Economic Status Employed [+
save Programme Type Apprenticaships ]
Name Of Programme UAT Programme
African Male 1
Coloured Male 1
Indian Male 1
White Male 1
African Female 1
Coloured Female 1
Indian Female 1
White Female 1
African Disabled 0

WSP SECTION 7: WORKPLACE SKILLS PLAN - TEST (2565555] @

Once the record
is saved, one has
the option to Edit

Socio Type OF

2 . OF0 A . . Name Of Male:  Male: Male:  Male: Female: Female:  Female: Female:
or Remove ’t' el Code e Programme  African Coloured Indian White African Coloured |Indian  White

Status Programme
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Section 8: Planned Pivotal Training
The section records the planned Pivotal Training that is going to take place for 2014/2015.

1 Click on WSsP

i Skills ==0rganisation ==W3P & ATR Forms ==
Section 8 from

Banking Details
the WSP & ATR ATR Section 1: Annual Training Report
Forms Menu ATR Section 2: Annual Training Report{Em

ATR Section 3: Annual Training Report{Une
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(U

WSP Section 7: Workplace Skills Plan
WSP Section &: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

2 Clickonthe WSP SECTION 8: PLANNED PIVOTAL TRAINING - TEST (2566666)
Create button Create |E|| Remove || Excel Importer

3 Capture details

and save EDIT WSP SECTION 8: PLANNED PIVOTAL TRAINING

OFQ Occupation U Account Clerk {Public: Relations / Communication)

Socio Economic Status Employed |+ |

PIVOTAL Programmes | Learnarship E|
NQF Level Level 05 v

Number of Beneficiaries Trained: Entry Level 9

Number of Beneficiaries Trained: Intermediate 9
Lavel

Number of Beneficiaries Trained: Advanced Level 5

Estimated Start Date 2210112014
Estimated End Date 2310172015
Total Budgeted Cost 300.00
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4 Once the record
is saved, one has
the option to Edit

Create

- Remove || Excel Importer

WSP SECTION 8: PLANNED PIVOTAL TRAINING - TEST (2566666)

can down load
Excel Template
then browse

. Number Of
. Socio . Number Of A Number OF .
or Remove it. Occupation gg(d)e Economic ::g‘falmme Egril Beneficiaries: m:m:f:' Beneficiaries: Ezmﬁg
Siatus Entry Level Lovel Advanced Level
Account Clerk
(Public Relaions | 441905 Employed Leamership  Level 05 2 22Jan2014 23 Jan 2015
5 Alternatively you

IMPORT EXCEL DATA

Download Excel Template

Upload file to Import

Browse. ..

6 The screen on the
right will appear.
Click on
Download Excel
Template and
save the template
on your
computer.

Domnioaa Excel I ermplaie
Upioad file to Import

IMPORT EXCEL DATA

Browse.

Windows Internet Explorer

What do you want to do with
PlannedPivotal TrainingC3_Template.xlsx?

Type: M Excel12
1

From: 197.149.145.34

Open

The file won't be saved automatically.

Save

Sawve as

7 Once the
template is
populated. Click
on Browse to
search for the
saved template
on your computer
then click Import
to upload.

Download Excel Template
Upload file to Import

[ Import ” Cancel ]

IMPORT EXCEL DATA

Browse. .. |

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

Create - Remove || Excel Importer

Socio
Economic
Status

Number Of
Beneficiaries:
Entry Level

OF0
Code

Pivotal
Programme

NQF

Occupation Level

Account Clerk
(Public Relaions | 441905

Employed

Leamership  Level 05 2

WSP SECTION 8: PLANNED PIVOTAL TRAINING - TEST (2566666) @

Number Of
Beneficiaries:

Number OF
Beneficiaries:
Advanced Level

Estimated
Start Date

Estimated
ntermediate End Date

I
Level

22Jan2014 23 Jan2015 300.00
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Section 9: Planned Pivotal Training

The section records the planned Pivotal Training that is going to take place for 2014/2015.

1 Click on WsP
Section 9 from
the WSP & ATR
Forms Menu

Skills ==0rganisation ==WSP & ATR Forms ==

Banking Details

ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report{Un:
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section 8: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WSP Section B2: Provincial Breakdown
Impact Assessment

Evaluation and Comments

2 Click on the
Create button

WSP SECTION 9: PLANNED ADULT EDUCATION - TEST (2566666)
Create |E| " Remove || Excel Importer

3 Capture details
and save

CREATE WSP SECTION 9: PLANNED ADULT EDUCATION

Name Of the Course TEST
AET Level Level 2 ||
Number Of Learners: Male 2

Number Of Learners; Female J]

Total Budgeted Cost 300

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

WSP SECTION 9: PLANNED ADULT EDUCATION - TEST (2566666)
Create Remove || Excel Importer

Name of the Course ~ Number of Leamners: Male  Number of Learners: Female

AET Level Total Budgeted Cost

Compiled by Bayathandwa Shembe

TEST 2 2 Level 2 300.00
1 2 300
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5 Alternatively you
can down load IMPORT EXCEL DATA

Excel Template Download Excel Template
then browse Upload file to Import

Browse. ..

6 The Screen On the - - IMPORT EXCEL DATA
right will appear. |~ —
Click on bt
What do you want to do with
Download Excel PlannedPivotalTrainingC2_Templatesdsx?
Template and | rmiermenexcaiaz
save the template S S
on your Il - save
computer. > saveas
7 Once the
template is IMPORT EXCEL DATA
populated. Click Download Excel Template
on Browse to Upload file to Import

search for the
saved template
on your computer
then click Import [ Import ” Cancel ]
to upload.

Browse. .. |

8 Once the record WSP SECTION 9: PLANNED ADULT EDUCATION - TEST (2566666)
is saved, one has Create Remove || Excel Importer

the option to Edit
or Remove it. Name of the Course ~ Number of Leamers: Male ~ Number of Learners: Female  AET Level  Total Budgeted Cost

TEST 2 2 Level 2 300.00
2 2 300

|E|| Previous || Next ||E|| Go to Page

[
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Sector Education and Training Authority

f

Processing & Manufacturing

The following table below can be used as the guideline by the SDF when identifying the

NQF Level learning Programmes across the above forms

NQF LEVEL BAND QUALIFICATION TYPE
10 Post-doctoral research degrees
9 Doctorates
8 Masters degrees
7 HIGHER EDUCATION AND Professional Qualifications
TRAINING Honours degrees and 4-yr degrees
6 National first degrees (3-yr)
Higher diplomas
5 National diplomas
National certificates

FURTHER EDUCATION AND TRAINING CERTIFICATE

4 Grade 12 (Matric), National certificates
3 FURTHER EDUCATION AND Grade 11, National certificates
2 TRAINING Grade 10, National certificates
GENERAL EDUCATION AND TRAINING CERTIFICATE
1 GENERAL EDUCATION AND Grade 9 ‘ ABET Level 4
TRAINING National certificates

Capturing principles on the forms

The section below outlines capturing principles on the forms

Steps Action Screenshot
1 OFOcodesare
the 1st step in the
OFQ Code
capture process o0 Descripton —
The
732203 Emergency Vehicle Drivers
335401 Motar Vehicle Licence Examiner
522302 Moterised Vehicle or Caravan Salesperson
733211 Remaotely Operated Vehicle (ROV) Pilot
684905 Vehicle Body Builder
812201 Vehicle Detailer (Valet Servicer)
643202 Vehicle Painter
684906 Vehicle Trimmer
2 Capturing type of
Programmes, o 2 e - s
numbers of [ g
e T,
employees, e
dlsablllty Status, B ' LR ' ' ' T 1 ' [ [ won o
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Steps

Action
gender and age
groups etc.

Fibre Processing & Sector Educats

Person
"]
Disability:
Coloured

Person
With
Disability:

Person
With
Disability:
Indian

Number OF
A Beneficiaries:
Disability:

African Bty /LUl

WSP Section B1: Employment Summary
The section below outlines the process for capturing the Employment Summary.

Steps Action Screenshot
1 Click on WSP
Section B from Skills ==0Organisation ==WSP & ATR Forms ==
the WSP & ATR Banking Details
Forms Menu ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report(Un¢
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(Em
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace 3kills Plan
WSP Section &: Planned Fivotal Training
WSP Section 9: Planned Adult Education
WSP Section B2: Provincial Breakdown
Impact Assessment
Evaluation and Comments
Create button Editl [ Remo
3 Searchforthe
OFO code and
Geography by OFO Occupation [ apraswe Wneel Maker
clicking on the African Male T
magnifying icon Coloured Mate 1
next to them. fndtan Mate !
White Male 1
African Female 1
Populate the rest Cotoured Female -
of the form with Indian Female ;
the necessary White Female 1
information then African Disabled 0
click on Save. Coloured Disabled 0
Indian Disabled 0
White Disabled 0
Age Below 35 2
Age Between 35 And 55 2
Age Above 55 4
Municipality [ apaguiusi
Province [Freestate  [~]

Compiled by Bayathandwa Shembe

Page 38 of 45




Fibre Processing & Manufacturing Sector Education and Training Authority

populated. Click
on Choose file to
search for the
saved template
on your computer
then click Import
to upload.

Steps Action Screenshot
4 Once the record WSP SECTION B1: EMPLOYMENT SUMMARY - TEST (2568666) @
is saved, one has
the option to Edit Porson
. Occupation  Muricipaiy  Province Male:  Male: Male:  Male: Female: Female: Female: Female: Tofak Tofal:  With
or Remove ’t_ African  Coloured Indian White African  Coloured Indian  White ~ Male Female Disability:
African
2 2 1 2 2 2 2 2 7 ] 1 1
— = - o A = - —
5 Alternatively, you
may use the Excel IMPORT EXCEL DATA
Importer Download Excel Template
template. Click on  |Upload file to Import
the Excel Browse...
Importer button.
6  Thescreenonthe
right will appear.  Sseincs e ]
Click on ,
Download Excel e [T
Templ ate a nd EmploymentSummaryB1_Templatexlsx?
save the template Tope Mirosoft scel 12
From: 197.149.145.34
on your
= Open
computer. Tne il won't e ved sutomaticly
= Save
< Saveas
'
7 Once the
template is

C\UserslbayathandwasiDeskiop2014-01-10 Browss |
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Fibre Processing & Sector Educat

B2: Provincial Breakdown
This section records the planned training for employees (employed and unemployed)

Step Action
1 Click on WSP
Section B2
Provincial
Breakdown

Screenshot

Skills ==0rganisation ==W3P & ATR Forms ==

Banking Details

ATR Section 1: Annual Training Report
ATR Section 2: Annual Training Report(Em
ATR Section 3: Annual Training Report{Un:
ATR Section 4: Adult Education and Trainir
ATR Section 5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section 8: Planned Pivotal Training
V3P Section 9: Planned Adult Education
WS5P Section B1: Employment Summa

WSP Section B2: Provincial Breakdown
Impact Assessment
Evaluation and Comments

2 Click on the
Create button

WSP SECTION B2: PROVINCIAL BREAKDOWN - TEST (2566666)

Edit || Remove

3 Capture all
required
information

Select the
Municipality,
City and
Province then
Save

Populate the
rest of the form
with the
necessary
information then
click on Save.

CREATE WSP SECTION B2: PROVINCIAL BREAKDOWN

SDL Number
Name Of Entity

Number Of Employees

Municipality |
City |

Province

4 Once the record
is saved, one has
the option to
Edit or Remove
by clicking on it.

WSP SECTION B2: PROVINCIAL BREAKDOWN - TEST (2566666)
Edit || Remove || Excel Importer

SDL Number  Name Of Entity  Number Of Employees

145556 200 100
First Next || Last

Previous Goto Page
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Fibre Processing & Sector Education and Ti Auth

Impact Assessment
This section records the impact assessment

‘ Step Action

1

Click on
wspP
Section C1

Screenshot

Skills ==Crganisation ==WsSP & ATR Forms ==

Banking Details

ATHR Section 12 Annual Training Report
ATR Section 22 Aannual Training Report{Emg
ATR Section 32 Annual Training Report{lUne

from the ATR Section 4: Adult Education and Trainin
ATR Section 52 Traimed Pivotal Training({Emmy
ATR Section 62 Traimed Pivotal Training({Une
WSP & ATR WWSP Section 7: Workplace Skills Plan
Forms WS Section 8 Planned Fivotal Training
WS Section 9 Planned Adult Education
Menu WWSPF Section B1: Employment Sumimany
WWSF Section B2: Provincial Breakdown
Impact Assessment
Evaluation and Comments
2 Click on the IMPACT ASSESSMENT - TEST (2566666)
Create =
button Create || Edit || Remove || Excel Importer
3 Captureall
required
) ) Total Number Of Employed Learners Trained
|nf0rmat|0n Total Number Of Unemployed Learners Trained
and save Total Levies Paid For Period
Total Ameount Spent On Training
Total Di v Grant From Fpm
SETA
How Did The Training Reported In The Atr And Ptr
Affect The Company
How Did The Training Of Unemployed Learners
Affect The Company
List The i Divisi or That
Demonstrated An Increase In The Productivity
4q Once the IMPACT ASSESSMENT - TEST (2566666) o
. Create - Remove || Excel Importer
record is
Saved , One Total Number O Total Number Of Total T(.MI . Training Affect  Training Of Unemployed Business Divisions
has t he ﬁ:ﬁ::fd Leamers _L[I:laei:‘ner:’loved Leamers 2:::‘""‘ glr;;etuonnry Company Leamners Affect Company  And Processes
. 500 200 X X X lest
option to
Edit or
Remove it
but clicking
onit.
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Evaluation and Comments
This section records Evaluation and Comments

Step  Action Screenshot ‘

1 Click on WSP

Evaluation and Skills ==0rganisation ==WSP & ATR Forms ==

Comments from Banking Details
the WSP & ATR ATR Section 1: Annual Training Report
Forms Menu ATR Section 2: Annual Training Report{Em

ATR Section 3: Annual Training Report{Une
ATR Section 4: Adult Education and Trainin
ATR Section &5: Trained Pivotal Training(En
ATR Section 6: Trained Pivotal Training(Un
WSP Section 7: Workplace Skills Plan
WSP Section §: Planned Pivotal Training
WSP Section 9: Planned Adult Education
WSP Section B1: Employment Summary
WS5P Section B2: Provincial Breakdown

Impact Assessment
Evaluation and Comments
2 Click on the EVALUATION AND COMMENTS - TEST (2566666)

r n
Create butto Edi || Remove || ExcelImparter

3 Answer all
guestion and
Save

CREATE EVALUATION AND COMMENTS

Did You Experience any Challenges Completing
Annexure 27

Does the Annexure 2 Assist in You Internal
Planning and Reporting of Skills Development?

Do You Have any Suggestions or

Recommendations to Make on the Annexure 2
Process of the FPM SET A?

Rate the Support Provider by FPM SETA Staff l:E
During the Annexure 2 Process

Rate the Template Provider to Submit Your l:E
Annexure 2 Report to the FPM SETA

4 Once the record EVALUATION AND COMMENTS - TEST (2566666)
is saved, one has | Create || Edit || Remove || Excellmporter |
the option to
Edit or Remove

it 85 no :
yes yesy no Satisfactory Satisfac

Experience Any Challenges  Does The Annexure 2 Assist in Internal Planning ~ Suggestions  Support Provider Rating  Templ,

Printing of the Forms
The section below outlines the process for capturing the Employment Summary.

Page 42 of 45
Compiled by Bayathandwa Shembe



Action
Click on Print

2 The full report
will be generated
in PDF for
download .Please
print ,sign then
submit

5
i et [ NeaLisind
Taign B
i Drp Ly 1 N e
vt
TN b Yot L )
SN e ()
Ahiriatin
SECTORE: A ANNTYTRI )
Linin
s - . N
—— i b Oz fipaor et e e v v gt g

e el de ke

GO
oS
Do

Authorisation page

The section below outlines the process for capturing the Employment Summary.

Steps Action
1 Click on WSP &
ATR Document
Uploads

Screenshot

Organisation Details
Crrganisation Contact Person
Organisation Bank Details

Child Organisations

Training Committee
Organisation CFO Details
Approved S0OFs

Approve an SOF

WSP & ATR. Forms

WSP & ATR Document Uploads
Grants and Levies

Inter Seta Transfers

Client Relationship Management
Research Annexure

2 Select
Authorisation
Page

WSP & ATR DOCUMENT LPLOADS - AFRICAN BUSINESS NEws LINITED (L290762298)
i

Documentation Type

‘ Remoie ‘

Authorsafion Page
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Fibre Processing & Sector Educats

Steps Action Screenshot
3 Then you can click WSP & ATR FoRMS - AFRICAN BUSINESS NEws LiTeD (L290762295)
submit ] (

Vew| =50 | Pt || Submi

‘inancial Year E|

The SDF will receive an e-mail notification to confirm the submission has been submitted
on the FP&MSETA system.
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