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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 natification 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.

Username :

Password :

Logonto:

Skills -

Enler' Change Passworg

Current Year (W

Forgot Password

Deloitte.

This site is best viewed in Microsoft Intemet Explorer 6.0 with a Screen Resolution of 1024x 768

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

Microsoft Internet Explorer X

\?/- The Web page you are viewing is trying to dose the window.
-

Do you want to clase this window?

fes l [ Mo

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.

SKILLS DEVELOPMENT FACILITATOR DASHBOARD
ADMIMN ADMIN 1 Ageil 2009 - 31 March 2010 |»
mersen
WEP Year ;1 Apel 2006 - 31 March 2007 ooLs
0 1 PManning INFO:Pleaze Read:

@FJ 0 0 implementation Register of Remanve an Employes
1 Edit Skils Development Faciitator detals.
]

Planining Inplermentation

® Plasss maks Bk Hae _.‘-'A:'lh -‘r\l'l die:\ln_ut ﬁNF:‘HM WSP's sl ATH'S
Workplace Skils Plane for the Year 2003 [Pleaze click on an organization below to access their workplace skills plan)

Drganizaton Mame SDL Mumber Access Plan Grart ~ Due Date Irnp Grant Dse Date
Test Qiganisation TOQOODOOM  Accepted Pending 127301899  Pending 12/30/1899
L Subs. Test Organizaton T 000000002

The screen displays the following information:

o The yellow highlighted area in the screenshot above displays:
e The organisations which the SDF has linked themselves too.
e The organisation SDL number
e Whether or not the user has access to the specific organisations details.
e The Plan grant column displays the status of the WSP and ATR status for
that specific financial year.




e 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:

e 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:

e 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

SKILLS DEVELOPMENT FACILITATOR DASHBOARD

ADMIN ADMIN 1 Apri 2010 - 31 Harch 2011 ||
TOOLS IMPORTANT INFO:Please Read:

| 1. Eeqister or Bemove an Emplover.
2 Edit Skills Development Facilitator details.

‘wiorkplace Skill: Plans for the Year 2010 [Please click on an organisation below to access their workplace skills plan)
Organization M ame SDL Mumber  Access Plan Grant Due Date Imp Grant Due Date
Test Organization TOO00DD0O1  Rejected Pending E/30/2010 Pending 124301899

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

ADD / REMOYE AN DRGANISATION

Instructions:

1. Add an crganisation to the list by entering the organizations SOL Humber and select the ADD button,
2. %'ou may remave any organisation from the list by selecting the REMOVE izan.

3. Once you have finished adding all the organisations to your SDF profile, click the ﬁ} Icon.

ADD

# Organisation Name SDL Number Registration Status Options |Megistiation
1| Test Drgarisation Taoaoanant Rejected x
Page 1ol 1 Records 1to 1 of 1 fiolo page

Note: A pending login status indicated that the SETA needs to accept your
registration before pou are granted access to an organisations workplace skills plan,

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




fa

EDIT SKILLS DEVELOPMENT FACILITATORS (SDF) DETAILS

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

SKILLS DEVELOPMENT FACILITATOR DASHBOARD

ADMIN ADMIN 1Apri 2010 - 31 March 2011 [w|

Change

TOOLS IMPORTANT INFO:Pleaze Read:
1. Reqister or Remove an Emplover.
2 Edit Skillz Development Facilitabor details. |

Workplace Skills Plang for the Year 2010 [Please click on an organisation below to access thenr workplace skills plan]

Organization Marme SDL Mumber  Access Flan Grant Diwe Date Imp Grant Diwe Diate
Test Organization TOOOOOOD01  Rejected Pending E/30/2010 Pending 124301899
Page 1 of 1 (= Back | [=t= ][ 1 ] 0]

The following screen will appear.

Personal Details:

Sumame [May only be aliered by the SETA) [ First Name [Iritials: [Title
Admin |acinin | e Tv]
N5 Citizen [For statistical pupozes ol
]
[For statistical purposes only)
1D Wumby
LRt Gender Population Group Disabled

Invalid South African ID Number

8604210340088 Wale . Indian . B

Highest Level of Education test
Job Title test
Cunent Occupation 111101 - Director (Enterprize / Organizsation) (Skill Level 5) M
Cell Phone Murnber 082 33 eg  E=l- 082555 5555 &
Telephone Murnber 0115551234 eg  E=l- 011-555 5555 @3
Contact Details Altemative Telephane Mumber eg  E=l- 011-555 5555 @3
Fax Mumber 0115551234 eg  E=l- 011-555 5555 @3
E-Mail &ddress asujee@dtss.co.za
City
Postal Address
Postal Cade Provinee ™
[ (Tick it physical address same as postal address)
Physical Address City
Fostal Code Provinee [ e

Other:




Step 2: Change the information.

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

Enter

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

the "House" icon

fa

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.

IManufaciuring Engineering & Related Services SETA

A @& ®
SKILLS DEVELOPMENT FACILITATOR DASHBOARD &=
ADMIN ADMIN 1 April 2010 - 31 March 2011 [»
TOOLS IMPORTANT INFO:Please Read:
1 Register or Remave an Emplayer.

2 Edit Skill: Development Facilitator details.

“winrkplace Skillz Plans for the Year 2010 [Please click on an organisation below to access their workplace skills plan)

BTt BT —mrre Flarrrant B tae et Broe-brate
Test Organization 7000000001 Rejected Pending E/30/2010 Pending 1273041899

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

Organisation InFUI Org Contacts I Link Organisatiunl SDF I Ma}%ﬁﬁg}tigﬁ.‘“‘ I Dacument: UD|DadS] Training Cummitteel Grants & Levies l Associate SDF ] Assessmemsl 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.

Srganisation Info || Org Contacts || Link Organisation || SDF

This isation is regi d with an

Drganisation Name:

Diganisation Registration No:
SDL Number:

Phone Number:
Fax Number:

Email addiess:
Current SETA Region:
MHew SETA Region:

Magistenial District:

Postal Addiess:

Physical Address:

Org Contacts

Crganisation Infnl Org Contacts I Link. Crganisation I SDF

] WSP Plan&Repnrt] Document Up\oads} Training Cnmm\tteal Grsr«s&Lawes' Associste SDF ] EMP 201 ]

SETA.

DEPARTMENT OF LABOUR DATA

Test Diganization

T 000000001

Unknown

DRGANISATION CONTACTS: TEST ORGANISATION - TO00000001

Search Person

Add contact person:

Title: ~
Sumname:

First name:

Iniials:

Designation:

it Title Surname First name

Phone No:
Far Mo
CellNo:
E-Mail:

Designation Phone Ho Fax Ho

Mo arganisation contacts found...

Postal Address:

City:

Province:
Paostal Code:

Cell No E-Mail

Manufacturing Engineering & Related Seivices SETA DATA

‘_Eil Organisation

T000000001

T000D0000T

eg =~ (011) 555-5555 &

eg  E=v (011) 555-5555 &

[ diss.co.za |

[231 great strest |

[panville Boulsvara |

Gauteng 3

2232

[ (Tick if physical address same as postal address)

[231 great street ]

| WSP Plan &Repnrtl Document Uploads} Training Cﬂmmlttee] Grants & Levies ] Associste SOF ] EMP 201 ]

Enter

Postal Address Dptions




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.

Organisation Info ”Org Cortacts ”Llnk Organisation ” SDF

| WP Flan & Repart | Document Uploads “ Training Committes || Grants & Levies || Assodate SDF || EmP 201 |

TEST DRGANISATION

SKILLS DEVELOPMENT FACILITATOR

@

TDDDOODDOT
merseTA
= Note: To view Secondary SDF or ISDF, select from the dropdown below.
SOF Type
Personal Details:
Sumame [First Name [Initiats [Titls
|zeerghiou | Margotte | M H s [vl
Mon-54 Citizen [For statistical purposes only)
[¥]
D Numb (Far statistical purposes only)
umber
Gender Paopulation Graup Disabled
Valid South African ID Number
8507260005083 Female [v] vt ] ]
Highest Level of E ducation BCom Degree
Job Title IT Systems Analyst
Curent Occupation 111201 - Group Manager [vl
Cell Phone Mumber 0835667950 c0 E=l- 082 555 55559
Telephone Number 0124820007 eg E=- (011) 555 5555 &
Create a new Mandatory Grant Application: P -
MANDATORY GRANT APPLICATION |
e
TEST DRGANISATION - TO00000001
Enter MerseTA
o WUIkD|a$E Skills Plan I Planning Grant Interim Grant Implementation Grant Options @Prinl s
=L Status Due Date Accepted Date Status Status Due Date Accepted Date
' Shills Vea Unked  Giasd Slabs  DueDals M0 goian Date Massilatsay [5i a0t i Frat Flegst Dipivins
[ 1 gl 2006« 1 Mk, 20T He ironied WNIEE  MARNEE [ Saimet ] [ Seriet o7 | [ were ] .
5 1 gl 2007 - 1 Manch 2008 He Aooagied NN AL P4 [Semct orie] [ ] ]
E gl 008 - 1 Mk, H00R He o] HLTES 0 [Tk ] | St s | | Saecs o | | i | =
7 § daped 2000 - 1 Rlgweks A0 He b HLTESNE [T bt ] it BT [ e vz | [ e ] I
B 0 gl 050+ 71 Mgwek 1 He [ — ATET0 BLLND | [Ear 1571 ] [ o |
I? 1 pel 00N - 7 Mywrh AN 2 Hi Tdiriin] WTETI naALEn | e | [ L] ] I

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.

9



Theuser will also be able to view the entire WSP and ATR report in a word format
| Prinit |

. 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

Customise

Select the Customise button to customise your organisations Skill Prionities, Dccupational Categories and Job Titles.

Planning Grant:- (& approved SDF is required before this status may be changed] Status: Submitted -
# Form Description Due Date Select
1. 1 Company Administrative D etails 307672011
2 2 Person Detail: 30/6/2011
3 3 Emplayment Data 307672011
4. 4 Woarkplace Skills Plan 304672011
B 5 Annual Training Report 307872011 Select]
E. B Trainitg Done with Other SETAs 30/e/2011
7. 7 Experiential Training S ummary 307672011
8 g ABET Report 30/8/2011 Select]
k=l 3 Sign O 302011 Select

10



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

fields need to be completed.
Back to WSP

Mame of Company Test Organisation

Mumber of Employees 50

Physical Address |231 great street |

|Pret0r\a |

Gauteng -

2233

Telephone Humber: |011 376 5879 |

Company E-mail: |asujee@dtss.cu.za |

Company Administrative Details
1 Apnl 2011 - 31 March 2012

Trading As:

Postal Address

Fax Number:

TEST DRGANISATION

Test Organisation

[P.0 Box 2000 |

|Preturia ‘

Gauteng -

2233

[011 376 5679 |

Levy Number T000000001 gl [ .
SEIA Lo which MANUFACTURING, ENGINEERING AND RELATED SERVICES Chamber Pestics -
Additional Levy Numbers

Mame of Company Lewy Number
Subs Test Org TO0DODO0D2

CURRENT BANK DETAILS
Bank Name First Rand
Account Number
Branch Number

CONFIRMATION DETAILS

The Adminiztrative Detailz given above are comect(pleaze confirm) v
The Banking D etailz given above are corect T
The Banking [ etailz have changed o
If the bank. details are different, you can either upload a used company cheque below(only .docx, .doc, .pdf, 1, .jpg and .gif files accepted) or can still fax the cancelled or used company cheque

to = -~ (086) 67048819 .

Upload File

1ew Uploaded Documents

Test.docx

Save Details Go to Form

Save Details

Wiew

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.

11




Go to Form -

Company Adminizgtrative Detailz
Perzon Details

Employment Data

Workplace Skills Plan

Annual Training Report

Training Done with Other SETAs
Experiegntial Training Summary
ABET Report

Sign Off

b. Person Details
This is the details of the person completing the Mandatory Grant Application.

Back to WSP Person Details TEST ORGANISATION - TO000D00001

DETAILS OF PERSON COMPLETING THE FROM

Title Mr -
Name test Surname tester

ID Humber 2410030000000 Position in Company Manager
Telephone Humber o1 Fax Humber 0114820024
Email ttester@seta.org

DETAILS OF MERSETA PERSON WHO ASSISTED IN COMPLETING THE FROM

Title Mrs -

Name Tes Surname Test
Poszition in Company Skille Manager

Telephone Number 011 551 2222 Fax Mumber 011551 2224
Email TT @merseta.co.za

DETAILS DF SKILLS DEVELOPMENT FACILITATOR

SDF ID Number 8E04210340088

Name Adrmin Surname Admin
Phone = - 01155512348 Fax (1175551234
Cell Humber = - 08233422220 Email asujee@diss.co.za

Postal Address

1
test
pta

1
0000

Save Go to Form A

Save

Go to Form -

c. Employment Data
Specialization Field

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

Occupational Code Dccupational Description

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.

12



OF0 Code Search

OF0 Code

[552z02 |

e S
0OF0 Dezcription [ | Seareh Ee=et
Search Hesults
OFO Code | OF0 Description Options
552302 Inzurance Consultant [Skill Lewvel 2] Select

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.

Occupational Code 552

302

ccupational Description Inzurance Conzuftant (Skil Level 2}
0 pat 1D pk | ftant (Skill Level 2)

Demographical and Employee Age Field:

AFRICAN

0 0 0 0

COLOURED INDIAN/ASIAN

0 0 0 0 0 0

AGE GROUP
35-49 50-64
0 0 0 0 0 0 0 0

65+
0

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.

Back to WSP

Occupational Code

EMPLOYEE AGE
<35 3555w A

0 0 0 0

Save

AFRICAN FEMALES

Import Employment Data from Previous Year

Employment Data

Occupational Description

COLOURED FEMALES INDIAN FEMALES

WHITE FEMALES

TEST DRGANISATION - TO00000001

AFRICAN MALES ~ COLOURED MALES  INDIAN MALES

D A D A D A D A D A D A D

0 0 0 0 0 0

Go to Form

0 0 0 0 0 0 0

WHITE HALES
A D

0 0

13



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

Planning Grant:- [&n appraved SOF is required before this status may be changed] Statys: Submitted -
# Faim Dezcription Due Date Select
1 1 Compary Administrative Details 307652011
2. 2 Person Detailz 307672011
3 3 Employment D ata 30/6/2011
4 4 Warlplace Skills Plan 30/642011
5. 3 Annual Training Feport 30/642011
B [ Training Done with Other SETAs 307652011
7 T Erperiential Training Summary a0/62011
8. a ABET Report 307672011
9. | Sign Off 30762011

Click on “Import Employment Data from Previous Year”

DOccupational Code Occupational Description -
EMPLOYEE AGE AFRICAN FEMALES COLOURED FEMALES INDIAN FEMALES WHITE FEMALES AFRICAN MALES COLOURED MALES INDIAN HALES  WHITE MALES
<35 3555 6hy A D A D A D A D A D A D A D A D
0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Save | Import Employment Data from Previous Year | Go to Form -

Click on the tick box next to the employment data that you want to export.

Dccupational Code Dccupational Description
EMPLOYEE AGE | AFRICAN FEMALES  COLOURED FEMALES | INDIAN FEMALES  WHITE FEMALES  AFRICAN MALES = COLOURED MALES | INDIAN MALES | WHITE MALES

<35 3555 55> A D A D A D A D A [} A D A D A D

0 0 o o o 0 0 0 0 0 0 o o 0 o 0 0 0 o
Save Import Employment Data from Previous Year Go to Form -

AFRICAN COLOURED INDIAN WHITE AFRICAN COLOURED INDIAN WHITE
m Specialization DFo  FEMALES FEMALES FEMALES FEMALES MALES MALES MALES MALES  TOTAL EDIT DELETE
AHFA _ANFD  ColfA  ColfD_ IndFA  IndFD  WhFA WhFD AfMA ARMD  ColMA  ColMD IndMA IndMD WhMA WhMD M F D

[ || tedical Superntendent Bl 134201 0 0 0 0 1 0 0 0 0 0 0 0 0 0 0 0 01 0 Edt | Delete
r [":Vﬂfgas“pe’i”‘g”de"‘ B q342m 0 0 0 0 1 0 0 0 0 0 0 0 0 0 0 0010 Edt | Deete
[~ || Medical Supeiintendent (3Kl 43,5m 0 0 0 0 1 0 0 0 0 0 0 0o 0 0 0010 Ed | Dekte
Sub Total 0 0 0 0 3 0 0 0 0 0 0 0 0 0 0 0030
Grand Total (M + F) 3
"age Number 1 Golo Page 1 = G0 Display _ ~ recoids per page | EXport o WSP Exportio ATR Delete Selected

14



Click on “Export to WSP” Export to WSP

AFRICAN COLOURED INDIAN WHITE AFRICAN COLOURED INDIAN WHITE

- Specialization oF0  FEMALES FEMALES FEMALES FEMALES MALES MALES MALES MALES  TOTAL EDIT DELETE
ARFA  ANWFD | ColfA  ColfD  IndFA | IndFD  WhFA WHFD AAMA AGMD ColMA | ColMD IndMA IndMD WhMA WhMD M F D

| v superendent 5K 134201 0 0 0 0 1 0 0 0 0 0 0 0 o o o 0010k Deele

r [";Vde'fg']s“pe””m"‘jg"t[5“'" 134201 0 0 0 0 1 0 0 0 0 0 0 0 0 0 0 0 01 0 et | Deete

[ Medicd Supeitendent 31 1345 0 0 0 0 1 0 0 0 0 0 0 0 0 1o D 01 0 |Edt | Deiste

Sub Total 0 ] 0 0 3 0 0 0 0 ] 0 0t o o o oo3o

Grand Total (M + F) 3

Page Number 1 Goto Page 1 = GO Display  ~ records per page | Exportto WSP Export to ATR Delete Selected

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.

Organisation Info | | Org Contacts || Link Organisation || SDF Mandator T Sl
Application

Back to WSP

Or

—

Go to Form -

Company Administrative Details
Person Details

Employment Data

[Workplace Skills Plan |

Annual Training Report

Training Done with Other SETAs
Experiential Training Summary
ABET Report

Sign Off

The “Employment Data” you have exported to the WSP will appear in the line item box as below.

EMPLEIYEE
T Specilzaton  OF0 [amed  Degemne MED o omes c
<3 3555 55> ARF ColF IndF WhF AfiM ColM IndM WhM AflDis ColDis IndDis WhDis M F D
Medical
I | Superintendent [Skil | 134201 X a 0 0 0 a a a a a a a a a a a 0 0 0/ 0 Edt @ Delete
Level §)

15



Select the forms for the year that you want to complete.

Back to WSP Workplace Skills Flan TEST ORGANISATION - TODODDDODO1

Occupational Code Dccupational Description

Planned Training

Programme Type

NQOF Aligned Ho
NQF Level of Training

Estimated Cost

EMPLOYEE AGE
<35 3555 553 AKF ColF IndF WhF AfM ColM IndM Whe AhDis ColDis IndDis WhbDis
0 0 0 0 0 0 0 o o 0 0 0 0 0 0
Savé Go to Form -
EMPLOYEE
i AGE TOTAL EDIT DELETE
s o0 (5 T M, MLt it
<35 3555- 55> AKF ColF IndF WhF AffM ColM IndM WhM AfiDis ColDis IndDis WhDis M F D
[ | Funds 221101 Management | Placements X Lewvel 1 3000 2 o 0 1} 2 0 0 1} 1} 0 0 1} 1} 1} 0/ 0/ 2| 0| Edit = Delste
Adrministrator
Sub Total 2 0 o o 2 0 0 o o 0 0 o o o 0020
Grand Total (M + F) 2 2
Page Number 1 Goto Page 1 = GO Display  ~ records per page  Delete Selected

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:

Occupational Code Dccupational Description

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:

16



OF0 Code Search

OF0 Code [552202 | TN *}}

OFD Description [ | Search Reset

Search Heszults

OF0 Code | OFO Description 0O ptions

552302 Insurance Consultant [Skill Level 2] Select

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.

Occupational Code 552202 Occupational Description Inzurance Consuftant (Skil Level 2)

Back to WSP A . TEST ORGANISATION - TOOOO0DOOOT
nnual Training Report

Dccupational Code Dccupational Description

Implemented Training -

Programme Type -
NQF Aligned Ho

NQF Level of Training -

Training Cost

EMPLOYEE AGE

<35 3555 bh» ARF ColF IndF WhF Afrd ColM IndM Whh AfiDis ColDis IndDis WhDis

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Save Import previous year's workplace skils plan Go to Form -

EMPLOYEE
©| Seecidizaion | OF0 filenented  Pugenme M MOFLeve framng ST
S L & & <35 3 55 ARF ColF IndF WhF AM ColM IndM WhH AfDis ColDis IndDis WhDis M F D

[ | Alternative Directar 1111 b a 1] 0 a 0 0 0 a 0 0 1] 0 0 a 1] 000 0 Edit Delete
™ | Funds Administrator 221101 Management Placements \/ Level 1 3000 2 0 a 0 2 0 a 0 0 1] 0 0 a 1] 002 0 Edi Delete

Air-conditioning and

I™ | Refiigeration Technician | 342101 HR Training E‘;“f;g””a' X Levell 100 1 0 0o o o 1 o o o o o0 i i} i 0 01 0 Edt  Delete
[Skil Level 3] g

Sub Total 3 00 0 2 1 0 0 0 0 0 0 0 0 0030

Grand Total [M + F) 3 3

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.

Back to WSP

Implementation Grant
Training Done with Other SETAs

TEST ORGANISATION - TOODDDODDT

Training Done with Other SETA's

Training Course

Course Type

Seta Name
EMPLOYEE AGE
<35 35-55 55> ARF ColF IndF ‘WhF AlW ColM IndM ‘WhH AhDis ColDis IndDis ‘WhbDis
o 0 o 0 0 o 0 0 o 0 o 0 0 0 0
Save| Go to Form -
Number of employees per population group
. EMPLOYEE AGE TOTAL EDIT DELETE
[~ Training Course  Course Type  Seta Name = = = =
<35 35565 55> AWF Colf IndF WhF AfM Cold Indd WhM AfDis ColDis IndDis WhDis M F D
| et Learnership CETA 1 [t} [t} [t} [t} [t} 1 [t} 0 1} 1} o 1} 0 0 0 1 0 Edi Delete
™| | Packaging Apprenticeship FOODBEY 30 ] ] 10 10 10 0 10 0 1] 1] o o 1) 0 10 30 0 Edit Delete
Sub Total Nn L 5 10 10 10 1 10 0 o o o o ] 010 1 0
L

41

* records per pags

Grand Total (M + F)
Page Number 1

Goto Page 1 ¥ GO Display Delete Selected

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.

Implementation Grant TEST DRGANISATION - TO0DO0DD0DOT

Back to WSP Experiential Training Summary

Learning Area

EMPLOYEE AGE
<35 35-55 55> AhF ColF IndF whF AffH ColM IndM WhH AhDis ColDis IndDis ‘WhDis P1 P2 Internships
0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Save  Go to Form he
. EMPLOYEE AGE TOTAL EDIT DELETE
[ Training Course Type _ B _ _ _
<35 3h55 bhy AKF ColF IndF WhF AhM Cold Indd WhM AhDis ColDis IndDis WhDis M F D P1 P2 Intemships
[ | | Office Administration 2 3 0 0 0 0 1 2 a 2 a 0 0 a 04 10 2 0 3| |Edit; Delete
™| | Mechanical Engineering (including mechationics) 10 o 10 5 5 5 1} 5 10 0 0 0 1} 0 015 15 0 10 10 10, |Edit Delete
Sub Total 12 13 10 5 5 5 1 7 10 2 1] 1] 0 1] 019 16 0 12 10 13
35 35

Grand Total (M + F)

Page Number 1 Delete Selected

Goto Page 1 ~ GO

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.

Back to WSP Implementation Grant TEST DRGANISATION - 7000000001
ABET Report
ABET Summary
Abet Learming Area -
EMPLOYEE AGE LEVEL

<36 3555 5% ARF Colf IndF | WhF  AfM | ColM | IndM  WhM  AfDis | ColDis  IndDis  WhDis 1 2 3 4

0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Save | Go to Form hd
ABET Summary

TOTAL LEVEL EDIT  DELETE

EMPLOYEE AGE

B | e (e s <35 3555 55 AGF Colf | IndF WhF AWM ColM | IndM WhM ARDis Cois IndDis WhDis M F D L1 L2 L3 L4
7| Industial Enginesring 1 1) 1) 0 1] 1) a 0 1 1] 1) 1] a 0 o1 00 0 0 0 1 Edt Delete
| Maths 1 a0 w0 ; = w0 A 1 0 0 0 0 0 D 40 60 0 40 20 20 20 Edk| | Delete
Sub Total 81 20 o0 3 20 1w 0o 20 1 10 0 0 [ [] 0 41 60 0 40 20 20 21

Grand Total (M + F) 101 m m

Page Number 1 Goto Page 1 = GO Delete Selected

Sign Off

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

Back to WSP Sign OFf TEST ORGANISATION - TOD000000T

Pleaze sign off once you have completed the application. The signoff will constitute a submission,
The grant will be processed and if appioved the first payment will be made subject to your levies being received by MERSETA,
Sign OFf

. the undersigned.confirm that | have been autharised by this organization to submit their Mandatary Grant information. | declare that to the best of my knowledge the information contained herein is accurate and up to date. | recogr
inaccurate information constitutes fraud and that it will be subject to the full penalty of the law.

Signed off by

SDF Date

WAlize Groenewald 111172010

Once you have signed off belaw, you will no langer be able ta change this application.

The MERSETA gy panies to consult employ p tatn and to facilitate the sign off of the application by the employ p

Emplayee Hepresentative Position Date
11/12/2010

Tes Test Skills Manager

Go to Form
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Print Report Options

. Shills Vs Urked  Giosd Slais  Due Dain 0SS Date Mrsclateny [t aed gl e Frerd Fiegsist Dipivenrs

i 1 gl 300« 1 Mmc, 200 He oegied WK EANNER [ Saiwct pmma] [ merimct 7 | [ were |

5 1.l 2007 - 71 bhanch, 208 He e WIENT  ALNNE el DT et 07700 =] ]

E § il 2008 71 Mgwehs 008 He Astaged MLTES 20 L] S BT St RTE L]

7 1 duged 2008 - 71 blawch D He diumeed NENE  OALINE Sl A [Eewa ] I = ]

B ¥ gl 2055 T Rggei 201 He Sulivniiod LRI BLTLAD | [Bsiwan 1871 ] [ B |

1) Uil Z08N - 71 Mg N7 Ho Gdliniin] WTEN 1AL e 17 dppinmion | I L= I

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

Organisation Info || Org Contacts || Link Organisation || SOF | Mt &t || Document Uplnads || Training Committes || Grants & Levies || approve SOF || sssessments || EmP 201 |
y
Test Organigation - TOO0000001 Document Uploads
merseTa

Flease select a Lewy Year fiom the combo box below.

‘ears available

1 April 2010 - 31 March 2011

Upload Cancelled Cheque / Proof of Banking Dietails Browss
Cancelled Cheque / Proof of Baﬁking Details

Document: [ Approved | Date Uploaded | Uploaded By [ Delete
ertor_test dock | r | 3rarzmon152:26 am

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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e

Choose File to Upload L
Look in: IEWSF’ uplaods j Qe mE-
Z i3] 2008 Upload Nelly 18102010

£ 2008 Upload Nelly 18102010

iy Recent
Documents

&

Dezktop

o

7

by Documents

9

by Computer

TIRT T

——

My Metwork File name: IMerseta j
Places
Files of type: I,&.II Files [*.%] ;I Cancel |
e

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.

Organisation Info || Org Contacts | | Link Orgarisation || SOF | MengatprSrant || bocument Uploads || Training Committee || Grants & Levies || Approve SDF || Assessments || EmP 201 |

P
Test Organisation - TO00000001 Document Uploads @

MerseTA

Please select a Lewy Year from the combo box below.

‘ears available

1 April 2010 - 31 March 2011

[Ocload Cancelled Cheque 7 Fraof of Banking Details C:Di and Settings\NellyPilly O \WersetalLetier from the CEO_paf Erowsd]

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.

21



TRAINING COMMITTEE: TEST ORGANISATION - TO0O0000001

Add training committee member:

Title: R4 Designation: w Fax MNo: =
Sumame: Phone No: = E-Mail: =
First hame: Cell No: =
Initials: * Optional Enter
# Title Surame First name Initials Designation Phone No Fax No Cell No E-Mail Dptions
1. ML Jola Tony T CED 01 334 1456 =~ 01122344559 085 890 7654 mngomi@hae. co.za ﬁ >

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

iy

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.

Organisation InfDI Org Contacts I Link Organisation I SDF

Mandsion Sant | Document Uploads || Training Committes || Grants & Levies | | Associate sDF || Assessment || Emp 201 |

MerseETA

Test Organisation - TO00000001 Grants & Levies

Financial Statement Summary  Grants and Levies

Pleaze select a Levy Year from the comba box belaw.

‘rears available

1 April 2010 - 31 March 2011

1 April 2000
1 April 2001
1 April 2002
1 April 2003
1 April 2004
1 April 2005
1 April 2008

- 31 March 2001
- 31 March 2002
- 31 March 2002
- 31 March 2004
- 31 March 2005
- 31 March 2008
- 31 March 2007
2007 - 31 March 2008

31 March 2

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.

Test Organisation
1 April 2010 - 31 March 2011 Grant Statement

@ Grant type

! SDL No : TO0000000
I
MerseTa Phone:
Fax:
Sort by:
O Date

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.

m Appi a 5kills Devel Facilil g v
for Test Organisation - TODD00DDOOT. P
merseTA

Redister a hew Secondary SDF
Skills Development Facilitatar  Contact Mumber SDF Statug E-Mail Date of Registration Link Status SDF Role Letter E;ﬁisllatmn ]
Admin, Sdmin E=- 0115551234 @ Aocepted  asujee@diss.co.za Rejected v: SDF w l:l
joseph, luzette B=- 01155153818 Accepled  ljoseph@merseta arg.2a Rejected || [ SDF v 1
Ramulonga, funi £~ 01155152028 Accepted  framulongoi@merseta.org.za Rejected | w| | SDF w l:l
KLUE, KAREN E=- 0115515200 @ Accepted  kklue@merseta.org.za Rejected  |»| | SDF ~ I:l
makaba, peter E=- 0115515434 @ Accepted  pmakaba@merseta.og. za Rejected  |w| | SDF w l:l &

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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Date Paid
For Month
Amount Paid

Upload Dacument

Save

Details
Date Paid
Total

To exit the system click on the Log-off Key on the menu items.

Test Drganisation

For Month

- T0O00000001 EMP201

Please select a Levy Year fom the combo box below.

‘lears available

1 April 2010 - 31 March 2011 |&

Hovember |

0

Amount Paid

Document:

Notes:

MEerseTA

A

Browse..

Edit

Delete
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