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1. Purpose of this Document  

The purpose of this document is to assist the Skills Development Facilitator (SDFs), 

MERSETA Contracted Skills Development Facilitators (ISDFs) and Secondary SDFs to 

complete the Mandatory Grant Forms.  

2. How to access the Skills System 

 

            Step 1: Via the internet enter the following URL http://196.4.89.14/cdas/MERSETA.asp 

Step 2: Once the SDF has received notification from the merSETA that they have been 

accepted as SDF for the companies that they have registered for; only then can the SDF 

access the system. 

To access the system the user must be connected to the internet. The user must enter the 

following URL into the system: http://196.4.89.14/cdas/merseta.asp   

 Fill in your username and password and, select Skills – Current Year under the Logon to 

dropdown.

 

 

 

Click on the “Enter” button.  

 

The following pop-up will appear: click Yes to close the screen.  

 

Note: the user needs to make sure that their Pop-ups are turned off.  

 

http://196.4.89.14/cdas/MERSETA.asp
http://196.4.89.14/cdas/merseta.asp
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Click yes and this will take you through to the SDF dashboard 

 

3. Home page 

The Skills Development Facilitators Dashboard will appear. This screen is the home page for 

the SDF’s. 

 

The screen displays the following information:  

 

o The yellow highlighted area in the screenshot above displays: 

 The organisations which the SDF has linked themselves too.  

 The organisation SDL number 

 Whether or not the user has access to the specific organisations details.  

 The Plan grant column displays the status of the WSP and ATR status for 
that specific financial year.  



5  

 

 The Due date- this column displays the WSP and ATR due date for that 
financial year.  

o The Red highlighted area in the screenshot above displays: 

 Tools- this section allows the user to register a new organisation under his or 
her name and or to remove an organisation which was once registered under 
his or her name.  

o The Blue highlighted area in the screenshot above displays: 

 This section is a dropdown which the user selects if they would like to view 
their history. Meaning all the companies linked to them at a specific time 
period.  

 

REGISTER OR REMOVE AN EMPLOYER 

 

 Step 1: Click on "Register or Remove an Employer 

 

Step 2: To Remove an Employer click on the red cross under "Options"   

 

Step 3: To Add an Employer fill in the L number in the "SDL Number" field and click  

  on the "Add" button. 

 Step 4: Once you have finished adding all the organisations to your profile click on  

  the "House" icon 
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EDIT SKILLS DEVELOPMENT FACILITATORS (SDF) DETAILS 

 

 Step 1: Click on "Edit Skills Development Facilitators Details" 

 

 

The following screen will appear.  

 
 



7  

 

Step 2: Change the information. 

 

 Step 3: Click on the "Enter" button at the bottom of the page. 

 

  

 

 Step 4: Once you have finished adding all the organisations to your profile click on  

  the "House" icon 

 

  

4. ACCESSING ORGANISATION INFORMATION 

 

 Step 1: To access the organisations details the user must place the cursor over the 

organisation name and click on the company that you want to access from the list of companies that  

are listed in your profile. 

 

 Step 2: The system will open on the "Organisation Info" screen. 

Step 3: There are 7 different Tabs:  Organisation Info, Org Contacts, SDF, Mandatory grant 

Applications, Document Uploads, Training Committee, Grants & Levies, Associate SDF Assessments 

and EMP 201 
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Tabs  

 

Organisation Info 

The first tab is the “Organisation Details” tab.  There are 2 sets of information on this screen.  

On the left is the Department of Higher Education data.  We received this data from DHET 

and the user will not be able to change any of the information.  On the Right is the “Seta 

Data”.  If any of the information on the DHET side is incorrect or outdated, you will be able to 

make changes on the “Seta Data”.   

The SDF has access to view both the SETA information and the DHET information. 

  

Org Contacts 
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The user needs to make sure that the important contact persons in the organisations’ details 

are captured on this page.  This will be for example the CEO, Human Resource Manager or 

the Financial Managers details.  It is important to have these contact details should the Seta 

need to send out invitations or any other relevant communication.  

SDF 

The Skills Development Facilitator (SDF) can also edit their information on this 
screen.  Remember to click on the “Enter” button to save changes.  
You can also select the SDF type on the drop down menu to view information of the 
secondary SDF that is linked to your company. 

 

 

WSP Plan and Report 

 

 

 

To create a new Mandatory Grant Application for the next financial year, you need to select 

the year in the dropdown box and then click on the Enter button (highlighted in Pink).  It will 

then add the new Workplace Skills Plan at the bottom of the previously created/ submitted 

Mandatory grants (Highlighted in red).   

 

On this page you will be able to see the Mandatory Grant Application that are/were already 

created.  You will be able to view the details by clicking on the Year 12 Application button.  
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Theuser will also be able to view the entire WSP and ATR report in a word format 

.  Also displayed on this page is the status of the Mandatory Grant, the 

Due Date and the Accepted Date and the submission date.  The SDF will only be able to view 

information after the due date has been reached.   

To view/capture data in the different tables you need to click on the “Year 12 Application 

button” (note that the year will change on the selection button).  It will then take you to the list 

of forms for the specific year.  

 

5. Accessing the Mandatory Grant Application Forms 

When selecting the application the following screen will appear with a  button for each form to 

be completed 
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a. Company Administrative details  

When selecting the Company Administrative Details form the following screen will appear and all 

fields need to be completed. 

 

 

 

 

 

 

  

 

  

  

 

Should the banking details have changed, the SDF has the option to upload the cancelled or used 

cheque or fax it to the dedicated administrator’s fax number 

Please note that on each separate form or page the following dropdown box is available to select the 

next form you want to access. 
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b. Person Details 

This is the details of the person completing the Mandatory Grant Application. 

 

  

  

  

  

c. Employment Data 

Specialization Field  

 

The user will be able to search for the specializations as follows:  

 

 

When clicking on the radio button  next to the “Occupational Description”, the system will open a 

dialog box where the user can then search for the occupation. 
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Type in the “OFO Code” or the “OFO Description” and then click on the “Search” button.  The system 

will then return the details of the OFO code with an option to select the code.  The user will then click 

on the “Select” option, and the system will then add it in the OFO code and OFO description boxes.   

 

 

 

Demographical and Employee Age Field: 

 

 
 

Add the demographical information per race and per gender in the above table, as well as the 

disability information.   

 

The system will only total the Male and Female information as the Disability information forms part of 

the Male and Female breakdown.   

 

The system will test that the information added in the Age Group breakdowns are equal to the 

information added in the race, gender breakdown.  

 

When all of the above have been populated the user needs to click on a save button and the system 

will save the all the information in a grid format.  Each piece of information added will be saved in its 

own row.   

 

Each row will have an “Edit” button should the user wish to edit the information  

 

Each row will have a “Delete” button should the user wish to delete the information.   
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d. Workplace Skills Plan 

 

       IMPORT AND EXPORT FUNCTIONALITY 

To import Employment Data from the previous years, select “Employment Data” by clicking on the 

“Select” button 

 

 

 

 

 

 

 

 

 

 

 

    Click on “Import Employment Data from Previous Year” 

 

 

 

     Click on the tick box next to the employment data that you want to export.  
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Click on “Export to WSP”  

 

 

There are two options to go back to the Workplace Skills Plan, the user can either click on “Back 

to WSP” on the top of the page, or the user can select the Workplace Skills Plan via the “Go to 

Form” functionality.  

 

Or 

 

 

The “Employment Data” you have exported to the WSP will appear in the line item box as below. 
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Select the forms for the year that you want to complete. 
 
 

 

 

 

a. Annual Training Report 

 

Add the demographical information per race, per gender in the above table, as well as the disability 

information.   

 

The system will only total the Male and Female information as the Disability information forms part of 

the Male and Female breakdown.   

 

The system will test that the information added in the Age Group breakdowns are equal to the 

information added in the race gender breakdown.  

 

Specialization Field  

 

The user will be able to search for the specializations as follows:  

 

 

When the user clicks on the radio button  next to the “Occupational Description”, the 

system will open a dialog box where the user can then search for the occupation.  Example 

of the screen is depicted in Figure 5.8.2 below:  
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Type in the “OFO Code” or the “OFO Description” and click on the “Search” button.  The 

system will then return the details of the OFO code with an option to select the code.  The 

user will then click on the “Select” option, and the system will add it in the OFO code and 

OFO description boxes.   

 

 

 

 

b. Training done with other SETA’s 

Add the demographical information per race, per gender in the above table, as well as the disability 

information.   

 

The system will only total the Male and Female information as the Disability information forms part of 

the Male and Female breakdown.   

 

The system will test that the information added in the Age Group breakdowns are equal to the 

information added in the race gender breakdown.  

 

When all of the above have been populated the user needs to click on a save button and the system 

will save the all the information in a grid format.  Each piece of information added will be saved in its 

own row.   

 

Each row will have an “Edit” button should the user wish to edit the information  
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Each row will have a “Delete” button should the user wish to delete the information.   

 

 

Experiential Training Summary 

Add the demographical information per race, per gender in the above table, as well as the disability 

information.   

 

The system will only total the Male and Female information as the Disability information forms part of 

the Male and Female breakdown.   

 

Each row will have an “Edit” button should the user wish to edit the information  

 

Each row will have a “Delete” button should the user wish to delete the information.   

 

 

 

 

c. ABET Report 

Add the demographical information per race, per gender in the above table, as well as the disability 

information.   

 

The system will only total the Male and Female information as the Disability information forms part of 

the Male and Female breakdown.   
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The system will test that the information added in the Age Group breakdowns are equal to the 

information added in the race, gender breakdown.  

 

ABET Levels  

 

The total number of information added in the ABET levels should be the same as the information 

entered in the demographical section.   

 

When all of the above have been populated the user needs to click on a save button and the system 

will save the all the information in a grid format.  Each piece of information added will be saved in its 

own row.   

 

Each row will have an “Edit” button should the user wish to edit the information  

 

Each row will have a “Delete” button should the user wish to delete the information.   

 

 

Sign Off 

The sign-off on this page will constitute a submission.   
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Print Report Options 

 

When you click on the “Print” button the system will generate a report of all the 

information that has been captured on the mandatory grant application. You will be able 

to copy this document to Microsoft Word or to Print the form directly. 

Documents Upload 

 

 

The document upload tab has been created to allow the SDF to upload soft copy documentation, 

which the SETA needs with your submissions.  

To upload a document on the form, the user will click on the browse button.  
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The user should then locate the specific document where the document has been saved by 

the user and select the file.  

 

Once the user has selected the file, the user should click on the “Open” icon to make sure 

that the document saves to the browse field.  

 

The user needs to make sure to click on the save button, for the document to be stored. 

 

Training Committee 

 

According to legislation when a company has more that 50 employees then there 

must be a training committee.  You will be able to capture the details of the Training 

Committee Members on the screen.  
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To delete a member form this list, click on the red cross.  To edit information of the 

training committee member click on the “Edit” button 

 

 

 

a. Grants and Levies 
 

This screen allows the user to view the Levies the organisation has contributed to the Seta  

and view the grants paid back to the organisation by the Seta.  

 

You can view the information in 2 ways.   

1) The Levies paid on one screen and the Grants received in 
one statement, or, 

2) In a Financial Statement Format with the Levies paid on 
the one side and the Grants received on the other side.  

 

 

 

To view the Levies been paid by the organisation and the Grants paid out to them, click on 
the “Grants & Levies” tab. The user also needs to select the financial year of the specific data 
needed.    
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On this page you can view the levies paid by the organisation and the grants received.  
Select the “Grants and Levies” radio button and select your year.  Click on the enter button 
and the system will display the grants that have been paid to the organisation.  

 

Associate SDF 

 

 This form is used by the SDF to change the status of the secondary SDF linked to 

their company to allow them to have access to the WSP/ATR information. 

Please note that the Secondary SDF only has view access they cannot change any 

information on the WSP/ATR report. 

The SDF cannot change their own status as they do not have the right to do so. Only 

the merSETA administrators (SDA) can accept or reject a SDF. 

 

EMP 201 

 

Proof of payments made to SARS can be captured on this form and also attachments 

of the invoices or documents as proof of payments need to be uploaded under the 

EMP 201 tab as reflected above. 
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To exit the system click on the Log-off Key on the menu items.  

 

 

Notes: 
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