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ENABLING SKILLS DEVELOPMENT IN THE BANKING AND MICROFINANCE SECTOR




Foreword

Dear Stakeholder

As part of the Workplace Skills Plan submission for your organisation, the information of employees such as
their ldentity Numbers etc. are included. BANKSETA complies with the POPI Act and ensures that
information is handled in a responsible manner.

BANKSETA can therefore give you the assurance that for the collation of the information for the Sector Skills

Plan, the information is consolidated and only high-level data goes to the Department of Higher Education
and Training (DHET). All published data is in a consolidated form and no individual information is published.
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1. INTRODUCTION / OVERVIEW

The Workplace Skills Plan (WSP) is a strategic document that articulates how the employer is going to

address the training and development needs of the workplace.

The Annual Training Report (ATR) is a deliberate document that expresses how the employer has addressed

the training and development needs of the workplace for the previous year.

For the SDF of your organisation to complete the WSP / ATR report please Login using the following

address: www.banksetamis.co.za

Below the SDF will find a comprehensive screen by screen user manual guiding you through all the steps to
register, login and complete the Workplace Skills Plan and Annual Training Report for their specific

organisation.

Workplace Skills Plan and Annual Training Report

A Skills Development Facilitator (SDF) is a person

who “Analyses the skills requirements within an
organisation and coordinates the execution of the
personal development plans of employees,

monitors the implementation of the workplace

skills plan and reports accordingly”

Above the User will find the main Login screen of the Skills Development Facilitator (SDF). Here the SDF
can Login to the system if he / she has already registered, or he / she may proceed with the registration
process, to receive access to the WSS / WSP / ATR report.

1. If you have not gone through the registration process, proceed by clicking on Register as an SDF
and complete the SDF application form on the system.

2. If you already have already completed the registration process and have your Username and
Password completed the information above and proceed by clicking on the LOGIN tab.

NOTE: The system screenshots that appear throughout this document is

for illustration purposes ONLY and do not reflect the actual dates.
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http://www.banksetamis.co.za/
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2. REGISTRATION AS A SKILLS DEVELOPMENT FACILITATOR

2.1 PERSONAL DETAILS

-
>
| 0
R

Workplace Skills Plan and Annual Training Report

Enabling Skills in the Banking and Sector

Skills Development Facilitator - Registration Form

Personal Detads

S + Assist e empioyer 10 Geveiop 3 Workplace Siiis Plan whach compbes with the requrements of the SETA.
Other Dotats. * Submd the Workplace Skils Plan 1o e relevant SETA

+ Advise e empioyer on The Implementation of The Workplace Sksls Plan
Accoust Detels + A3t e empioyer 1o raft an Annual Trainng Report on the emplementation of e Workplace Sists Plan

+ Advise e emgioyer on The QuAlty aSSUTANCe fequErements set by the SETA
« Act a5 & contact parson between e employer and the sector SETA
« Sarve a5 3 resource with 1egard 10 o8 aspects of skils dovelopment
« Communcate SETA nabves grants and beneft 1o he employer

+ Communicate wih branch ofices. and o empioy6es ) the Main Ofice 03 brARCH OGRS CORCRMNInG events and Grants beng ofiersd at the SETA
+ The smpioyer must provide e Skils Develcpment Facitator wilh the resources, taciiies and iraning necessary 10 periom the Ancions et out

The primary SOF is the Indwicual nominated by The 0rpanisation 10 Sarve a3 & primary kaison between e SETA and the company

BANKSETA allows for more Bhan 0n parson 1o have ccess 1o e employer s informaton on the BANKSETA Management information System. The
secondary SOF 1 somecne appcinted by Ihe organisaion of he Primary SOF. The roe of he secondary SOF i very simiar 1o Mt of e primary SOF
They wouks have simiar peveeges on The BANKSETA MIS. axcept Miat e secondary SOF has view 3ccess 10 The orpansaton's ilomation

For the SDF to register, they need to read
through the first page before completing the
menu items on the left side of the page.
Click on NEXT to begin with the registration

process.

Each section will have to be completed in full. Dropdown boxes have been added for the SDF’s

convenience, and where applicable, a selection has to be made from the given.

Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Microfinance Sector

N v
.C.ir.i

Skills Development Facilitator - Registration Form

gantication Typs * Tations 1D *
[ South Afncan Ideniiy (6002210100007
N Date of Bih *
[21 Fotwuary 1580
Tia*
iy
Fist Name * Mgl Hame Last Name *
[Anusha [ T —
Pogalation Group * Gandar * Digabity Statys *
| Black Indian | Asian Fomale Nano.
Home Language. Citizenship
[Engisn Souh Amica

Cancel Hegrsiraban

Afrikaans
English
isiNdebele
Gther
South African Sign Language
sePedi
seSotho
seTswana
seSwali
tshiVenda
Unknown
isiXhosa
xiTsonga
isiZulu

SAOQA Member ID
Passport Number or Foreign ID Number
Driver's License
Temporary |D number
South African ldendity
Unknown

Student Humber

‘Work Permit Number
Employee Number

Birth Certificate Number
HSRC Register Number
ETQA Record Number
Refugee Number

Sight (even with glasses)
Hearing (even with h. aid)
Communication(talk/listen)
Physical (movefstand etc)

Intellectual (learn eic)
Emaotional (behav/psych)
Multiple

Disabled but unspecified
None

Male

Dl (54 plus other)
Cther

Pemanen! Resident
South Afreca
Linkngwn

Above is the registration form where the SDF will start by completing his / her Personal Details.

On the left of the form is a list of menu items of all the sections that will have to be completed:

=  Personal Details
= Contact Details
= QOther Details
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=  Account Details

At the bottom of the above page the SDF will find the NEXT tab, once he / she has completed all of the
Personal Details information, proceed to click on NEXT to take you to the Contact Details page.

Once the SDF clicks on CANCEL REGISTRATION, this will cancel the process and take you back to the

main LOGIN screen.

2.2 CONTACT DETAILS

‘Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Microfinance Sector

Skills Development Facilitator - Registration Form

Personal Details
Contact Details E-mail Address
Other Details

Account Details

Gell number *

Fax number
011123 4567
087080470

g
Mpumalanga
Limpopo

Western Cape
Eastem Cape
Morthern Cape
Free State
Kwazulu/Natal
Morth West

Cily of Tshwane Metrope |

| Gauteng |

Copy to Postal Address.

6
anusha@remotenet net 0720281832 [0870204701
Phyiscal Address * Postal Address *
272 Kruger Avenue [P 0 Bos 2888 Gauteng
Lytileton Manor [The Reeds
Centurion [Genturion [City of Tshwane Metrope ==
0157 0158

Cancel Registration

Ekurhuleni Metropolitan Municipality
Emfuleni Local Municipality

Lesedi Local Municipality

Merafong City Local Municipality
Midvaal Local Municipality

Mogale City Local Municipality
Randfontein Local Municipality
Sedibeng District Municipality
'West Rand District Municipality
'Westonaria Local Municipali

City of Johannesburg Metropolitan Municipality
ity of Tshwane Mefropolitan Municipali

Above is the Contact Details form that has to be completed. On the left of the form the SDF will find the

menu items, where the Personal Details is now marked with a green tick denoting that this section is now

complete.

Proceed by completing all required contact details and to save your entry click on Next.

At the bottom of each form under the registration section the SDF will find the Cancel Registration tab. Once
this tab is clicked, the registration process will be cancelled.

To go to the previous page the SDF can click on BACK.

Proceed by clicking on NEXT to proceed to the Other Details page.

([
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2.3 OTHER DETAILS

Above the SDF will have to complete the Other Details form with the required information.

For the Last High School Attended, the SDF should proceed by clicking on SEARCH, this will bring up the
Search for School page, were the SDF can now type in the hame of the last high school attended and click
on SEARCH.

Once the Search tab is clicked as shown above, the built in programme will look up the name of the school
in a list form.

To select a specific school from the list the SDF can proceed by clicking on SELECT. Once the select tab is
clicked, the school name will be populated on the Other Details Form in the Last High School Attended

section.
Once the details of the High School have been inserted, the SDF can proceed by completing all other
information within the form. Once the SDF has completed all of the above, he has only one more step to

complete his registration process.

The last section to be completed is the Account Details section.

Proceed by clicking on NEXT.
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24  ACCOUNT DETAILS

Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Misrofinance Sactor

BANKSETA.

e WSPIATR for Pssse
he organisaton siatng 1t you are the SDF of the Organisation

The registration process has been completed
and the SDF has clicked on Register as
shown above, the system notification tells the
SDF that the registration process has been

Completed Successfully.

On the left of the form above the SDF can clearly see all completed section have been marked with a green

tick.

The SDF registration is now complete and the system has automatically generated an e-mail to the SDF,

informing him / her that his / her account has been created successfully.

The SDF can now log into the BANKSETA WSP / ATR online module and complete the self-same form for

his / her organisation.

Dear Anusha Baijnath

Thank you for registering as a Skills

Your account and profile were created successfully.

Please continue to link your profile to an organisation you wish to complile a WSP and ATR plan for. Please not that to link your profile to an organisation you
need the SDL{skills Development Levy) number and a confirmation letter from the organisation stating that you are the elected member to represent the

organisation as the Skills Development Facilitator
Your Login Details are as follows:

Username: 8002210180087

at BANKSETA.

Please use your username and the password you supplied to login.

Kind Regards

Kindly do not reply to this message as this is an unattended mail box.

Should you not complete the registration process and receive confirmation thereof, you will have to

redo this section.

3. LINK ORGANISATION TO SDF PROFILE

WSP and ATR Submissions My Proms

Link Orgnisstion .

¢ + There are no Organisafions finked to your profie
= Please dlick Link Organisation on the menu to st:
At Now Organiaation

art the linking process

Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Microfinance Sector
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Once the registration process has been completed and the SDF logs back into the system the page / menu

above will appear. The SDF now has the following options:

»= Link an organisation to his / her profile.

= Add a new organisation to his / her profile.

To proceed click on Link Organisation under the Menu.

WSPand ATR
Submissions Logout

¢ Link Organisati
nk Organisation + There are no Organisations linked to your profile

* Please click Link Organisation on the menu to start the linking process
Add New Organisation

==

Trade Name SDL Number Status

Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Microfinance Sector

WSP and ATR
Submissions

Please nofe:

+ Enter a valid SDL Number to link to your Profile.

+ Upload a signed confirmation letter from the Organisation by an executive officer staling that you are th

~ The system will only accept Word/PDF documents only.

+ I you enter a valid SDL Number and the system states that the Organisation was ot found on the sys!
onto the system

Add New Organisation cted SDF for the Organisation.

em, then proceed to add the Organisation

SDL Number 123456789 3

Company Name [Quick Loans PTY

Company Size ‘Small Gompany (11049 - |*

Company is a Subsidiary [No ~]*

Confimation Letter Browse . |*

SDF Function -

Primary SDF

Secondary SDF "
Link

Cancel

The SDF must complete the form above,
using the SDL Number of the
organisation. When the SDF enters the
SDL number the system pulls through
some of the information such as the
Company Name and Company Size
(Small Company 1 - 49, Medium
Company 50 - 149, Large Company
150+ employees).

The SDF can browse for the

Confirmation Letter that confirms that the

Company is a Subsidiary of a larger organisation or that it is not. Whatever the case, the company needs to

state such on a Company Letterhead and this letter needs to be uploaded via the browse function. The SDF

completes this section by selecting the Primary or Secondary SDF function. Click on the LINK Tab.
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Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Microfinance Sector

WSP and ATR

Submissions My Profile Logout
Link Organigation —
Add New Organisation Trade Name | $DL Number Status
Quick Loans PTY L123456789 Access request sent to BANKSETA for approval Open

Message from the System

The organisation has been linked to your profile successfully. Flease
note that you will receive an e-mail Once your access request has
been approved/rejected.

If the system notification appears, this means that the organisation exists on the system. The SDF must
proceed by completing the organisation details into the system.

Dear Anusha Baijnath

You have successfully linked the following Organisation to your profile.

Quick Loans PTY - L123456789

Your details have been submitted to BANKSETA who will verify your details and furthermore confirm that you are the appointed SDF to complete a WSP/ATR for the Organisation.
Once this verification and confirmation process is successful, you will be notified by email and you will be afforded access to the WSP and ATR forms for the Organisation.

Kind Regards

Kindly do not reply to this message as this is an unattended mailbox.

Once the SDF has linked an organisation, the SDF will see the Organisations linked to their profile.

Workplace Skills Plan and Annual Training Report

Enabling Skills Development in the Banking and Microfinance Sector

[rS—— ==

Guigk Loans PTY LizadseTag [rs— Qo )

Click on OPEN to view the Organisation. Above the SDF can clearly see that the selected organisation has
been successfully linked to his / her profile. The SDF will now have to wait for BANKSETA to grant access

to continue with the completion of the WSP / ATR Plan. If access has been granted, the status will change.

Once BANK SETA approves the SDF for the selected organisation, the system status will then read ACCESS
GRANTED as per the screen above.
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W3P and ATR Submisaions

SDL Mumber | L123456720 Trade Name Quick Loans PTY

Home
SDF | Madeieine Petzer

‘Organization Detalle SDF Functions ary SDF
Confirmation letter Open flle

Status poess Granted
Date Applied for access 22 March 2017 11:08
Financisl Dirsctor Date Access Granted

Organisation Contact

Bank Datalls

Approved By
Training Commitiee Detalts
seoondary SOF List of Levies paid by SARS to BANKSETA

Transaction Date |vuu | Mandatory |L-ry[nlllur| pald ta SETA Mandstory Grant Critsria Met

Subaidiary Organisation(z)

Exit Organiaation

The SDF can now start completing the Menu Items on the left.

Above the SDF can now view the following information:

= The SDL Number of the organisation

= Trade name of the organisation

= The name of the primary SDF

* Function of the SDF

= Confirmation Letter which can be viewed

= Status of the SDF linkage to the organisation
= Date application was made for access

From the above screen the SDF will also be able to view all previous levies that was received by BANKSETA
by the specific organisation.

Also included on the above screen is a new MENU, which the SDF can utilise to edit and update all the

organisational details of the organisation that he/she is linked too.

** The SDF is to note, if he / she is capturing a brand new organisation that is not included in the

database, the following steps will have to be followed.

4. UPDATING / CAPTURING A NEW ORGANISATION

If the SDF finds that the system did not find his selected organisation, he/she should proceed by clicking on
ADD NEW ORGANISATION, and proceed to capture the details of the organisation on the plan.
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Emall Corpany {1 to 40 employsss)
Meduim Company (50 fo 148 employees)
Larg mpany (150 + employees)

Workplace Skills Plan and Annual Training Report

Enabling $4ills Development in the Banking and Microfinance Sector

- Monetary Intermediabon
- Dizcount Houses; Commercial & Other Banking
- Buikling Society Activities

- Cther Financial Intermediation NEC

- Lease Financing

- S=curities Dealing

- Agtivities ancilliary to Financial Mediation

- Mire Financing

BgrSETA

Click on NEXT to save and complete this section.

4.1 ORGANISATION DETAILS
SDF will have to link the SETA that the organisation belongs to. Make selection from the dropdown

provided.

Home WP and ATR Submissions Wy Pratle Logaut

500 Humber [ Lizsssion T ame Gk Lows 7Y

Comgany Size*
[Quick Leanz FTY [Small Company (11549 ]
[ p——
Ban Dot SDL Number® Ragistration number
L123456789 2014012537108
Financial Director
Primary SETA *
Traming commities Datsn [BANKSETA -
soconcary soF SDL Number of the Hoiding company

Trads Name *

‘subiaiary organisationz) O

Ext Organlestion

Above under the MENU, the SDF can commence with the Organisation Details and proceed down the

menu making sure that all details have been captured and completed in full.

Proceed by clicking on Organisation Details under the menu. Most of the information pulls through onto
the system already. Click on UPDATE to complete this section. Once this is done, a system message will
be displayed informing the SDF that the organisation details have been updated successfully. Click on OK

to proceed.

Subsidiary: a company controlled by a holding company.

Here the system is asking the SDF if the organisation that he / she is linked to, is linked to a Holding
Company (Parent Company).
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If the SDF selects YES, proceed to complete the SDL number of the holding company, but if the SDF
selects NO, the SDL number for the holding company can be left blank as this is not a compulsory section.

SDF to click on UPDATE to save the information that has been captured.

Proceed by clicking on Organisation Contact under the menu.

4.2 ORGANISATION CONTACT

Below the SDF is completing the Contact Details of the organisation for which he / she will be completing
the BANKSETA WSP / ATR Plan.

The above will have to include the following contact information of the Organisation:

= Telephone and Cell Numbers

= Contact person at the organisation

= Both physical and postal details

» Province details

= As well as the municipality that the organisation falls under.

The SDF is to note that all compulsory fields are marked with a red * and has to be completed.

Once all of the above information has been completed, click on UPDATE to save the information.

After each completed section the system notification will appear informing the SDF that the details have

been saved successfully. Click on OK to proceed.

Click on Bank Details under the menu to proceed.
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4.3 BANK DETAILS

Under the Banking Details this is a read only section where the information will be pulled t by the delegated
BANK SETA staff on the main MIS using the proof of banking details supplied by the SDF at the end of the
WSP / ATR.

My Profile Logout

SDL Number | Lrzassoras | Trade Name | quick Loans PTY

Account Holder Name

(Quick Loans PTY

Organisation Contact

Bank Details

Account Number

Financial Director 1234567290

Training Comittee Details [ACSUILRN 22
[Business Account

‘Secondary SDF nch Gode
(432005
Proof of Bank details

Exit Organisation B
Click here to view document

‘Subsidiary Organisation(s)
rowse... | Submit File

Change

If the organisation had previously submitted a WSP / ATR this information would have automatically been
populated. The SDF will be able to view the banking details information and cannot edit the first page.

WSP and ATR

Sbmissions My Profile Logout

SDL Number ‘ L123456789 | Trade Name ‘ Quick Loans PTY

Home

Organisation Details Changing banking details wil require proof of banking details to be submitted and the banking details will need to be approved by

Please note
BANKSETA
Organisation Contact Bank Name Account Holder Name

Bank Details
Financial Director

Training Committee Details

‘Secondary SDF

Subsidiary Organisation(s)

Exit Organisation Cancel change

When clicking on CHANGE on the previous screen, the system takes you to the 2" page for the Banking
Details that allows the SDF to change the Banking Details and UPDATE. Once this is done the system
message will request that you upload the proof of banking details and accept the CHANGE. The banking
details however needs to be verified by BANKSETA with the supporting evidence of the proof of banking

details.

To proceed to the next section click on CFO / Financial Director under the menu.
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4.4 CFO / FINANCIAL DIRECTOR

Below the SDF will have to complete the Chief Financial Officer’s details of the specific organisation.

Once all the information is completed in full, click on UPDATE to save the information.

Once the SDF clicks on UPDATE, the system natification appears informing him that all information has

been saved successfully. Click OK to proceed.

Proceed to Training Committee section under the menu items.

4.5 TRAINING COMMITTEE

The SDF can under the Training Committee page see the listed members of the committee.
This information can be edited or deleted, by using the tabs on the right of the above screen.

Above in the training committee main page the SDF is able to view the list of already added training

committee members. You can edit the information or delete a committee member.

To add a new member to the list, click on ADD, and proceed then by inserting the member’s details on the

Add Training Committee Member page.

Once all information has been added, click on SAVE.
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Prone Numbsr Cet Number

Below is a sample email.

Mon 2015/11

mis@b

Once a Training Committee Member is captured on the

Training Committee

e system, an email is sent out to him / her informing him / her
Dear Anusha Binath that he / she has been added to the training committee for

You have been added as a member of the Training Committee for the following Organisation.

the specific organisation.

Smart Loans PTY Ltd - 1123456789

Kind Regards

Kindly do ot rely ko this message as this s an unattended mall o, Proceed by clicking on Secondary SDF’s under the menu

items.

4.6 SECONDARY SDF’s

oL Number [Lizsssorss = | cutLoans 1Y

Home.

‘Organisation Details List of all the Secondary SDF linked to this Organisation

Organisation Contact Title First Name Last Name E-mail Address Statug
Bank Details

Financial Director

‘Subsidiary Organisation(s)

Exit Organisation

Above the primary SDF can view the Secondary SDF’s main page.

Every time that a new SDF registers onto the online WSP / ATR system and links himself / herself to this

specific organisation, their name will appear under the above list.

Proceed now to the Subsidiary Companies section.
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4.7 SUBSIDIARY ORGANISATIONS

SDL Number | Lrazessran Trade Name | ek Loans pTY
Home

orpmisionvots [ = e e
r————

Bank Details

‘Secondary SOF

‘Subsidiary Organisation(s)

Exit Organisation

Above the SDF will find the Subsidiary Organisation page.

If the SDF is loading / capturing a Holding company, and the subsidiary companies are listed against the

specific holding company, the list will appear on the above page.

Once the above is completed, the SDF can then click on Exit Organisation, as all the organisational

details have now been captured.

5. CREATING THE PLAN

WSP and ATR

Home Submissions My Profile Logout
Trade Name
SDL Number
Trade Name ‘ SDL Number SDF Function
Quick Loans PTY 1123456789 Primary SDF Open

Once the SDF clicks on Exit Organisation, the system will take you to the above page. Here the SDF can

proceed by clicking on OPEN.

WSP.and ATR
Home Submissions My Profile Logout

Trade Name
Quick Loans PTY
Active Period: 2018
SDL Number
L123456789

Closing Date: 30 April 2018

‘The WSP and ATR Plan for Period 2018 has not been created as yet. Please click >> Here << {o create the Plan.

Year Reference. Trade Name SDL Number Submitted Date Submitted

2017 L123456789-13 Quick Loans PTY 1123456789 False open

Close

That will take the SDF to the above page where the system gives him/her the following:

= The current Active WSP / ATR Period
= Closing date for the current WSP / ATR
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Above the SDF can view the instruction in red included in the page above, to proceed click on HERE, the

system will create all forms that are included with the plan that has to be completed.

System notification informs the SDF that the plan has been created successfully, click OK.

Message from the System

WSP and ATR plan for period 2018 has been created successfully

To proceed to the WSP / ATR plan proceed then by clicking on OPEN.

Once the system creates the forms included within the WSP / ATR an email notification will be sent to the

SDF informing him / her that the pan has been created successfully.

The Organisations Name and the SDL Number is included within the email.

Also included is instructions to proceed with the compilation of the WSP / ATR plan and submission must
be done on or by 30 April annually.
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6. COMPILE WORKPLACE SKILLS SURVEY / PLAN (WSS / WSP)

6.1 SMALL ORGANISATIONS (1 —-49)

The SDF will notice that the WSP looks much different. There are now only a few forms to complete. This
is called the Workplace Skills Survey, herein referred to as WSS.
On the left side of the page the SDF can view the following:

= The Organisations Trade Name

= Levy Number

= System Generated Reference Number
= The Period of the Report

= WSP Date Period

= ATR Date Period

= Submitted

= Completed Forms

= Closing Dates

= Day’s left to submit

All of the above gives the SDF a clear indication of always knowing which organisation he / she is working
with, in which period he / she is in, with the closing dates and the number of days left to submit.
To proceed from here the SDF can click on each line item on the contents page, this will activate the field

and the form will be generated.

For the WSS / ATR to be submitted, each section needs to be marked as completed.
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6.1.1 EMPLOYEE PROFILE (FORM A)

This section requires individual data to be captured for each employee. Job Titles in the organisation
should be mapped to the Organising Framework of Occupation (OFO).

|Gt ot | ot | gyt Sbin | o sty ey bona | |

[Rp——

On the top of each form created within the WSS plan the SDF will be able to view the following details:

= The form section number

= Form section type

» |s the section mandatory

= Completed status

= Title of the form

= Notes for the content within the specific form.

The SDF can export the WSS Form “A” Template and after completion import it to the MIS. Click on
ADD to manually insert the data on the MIS.

After inserting all the information, click on SAVE.
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6.1.2 HARD TO FILL VACANCIES (FORM Al)
A Hard-To-Fill Vacancy (HTFV) refers to an occupation in your organisation that takes longer that 6 months
to find a suitably experienced and qualified candidate.

On the top of each form created within the WSS plan the SDF will be able to view the following details:

= The form section number

= Form section type

= |s the section mandatory

= Completed status

= Title of the form

= Notes for the content within the specific form.

This information can be edited or deleted, by using the tabs on the right of the above screen. Once finished,
MARK SECTION COMPLETE.

The SDF can export the WSS Form “A1” Template and after completion import it to the MIS. Click on
ADD to manually insert the data on the MIS.
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This information can be edited or deleted, by using the tabs on the right of the above screen. Once finished,
MARK SECTION COMPLETE.

6.1.3 SKILLS GAPS (FORM A2)

A Skills Gap refers to skills that an employee does not have to carry out job tasks competently. It is also
referred to as "top-up"” skills.

The SDF can export the WSS Form “A2” Template and after completion import it to the MIS. Click on
ADD to manually insert the data on the MIS.

On the top of each form created within the WSS plan the SDF will be able to view the following details:

= The form section number

= Form section type

= |s the section mandatory

= Completed status

= Title of the form

» Notes for the content within the specific form.
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This information can be edited or deleted, by using the tabs on the right of the above screen. Once finished,
MARK SECTION COMPLETE.

The next section to complete is the Annual Training Report (ATR). This section can be viewed

under point 7.

6.2 MEDIUM (50 - 149) / LARGE ORGANISATIONS (150+)

On the left side of the page the SDF can view the following:

= The Organisations Trade Name

= Levy Number

= System Generated Reference Number
= The Period of the Report

= WSP Date Period

= ATR Date Period

= Submitted

= Completed Forms

= Closing Dates

= Day’s left to submit

All of the above gives the SDF a clear indication of always knowing which organisation he / she is working
with, in which period he / she is in, with the closing dates and the number of days left to submit.
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To proceed from here the SDF can click on each line item on the contents page, this will activate the field
and the form will be generated.

For the WSP / ATR to be submitted, each section needs to be marked as completed.
6.2.1 A3 - NATIONAL PROVINCIAL PROFILE

Provincial details of the headcount within the Organisation detailing the provincial split for your
Organisation.

On the top of each form created within the WSP / ATR plan the SDF will be able to view the following
details:

» The form section number

= Form selection type

= |s the section mandatory

= Completed status

= Title of the form
= Notes for the content within the specific form.

Above the SDF is completing the provincial details of the headcount within the organisation, detailing the

provincial split. Proceed by clicking on the EDIT tab on the right of the above screen.
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WorkPlace Skills Plan

AS. Annual Skills Priorities

AB. Planned beneficiarics of education and training priorities
A7. Planned external beneficiaries for training

AB. Planned adult education and training

A9. Highest education

A11. Pivotal Plan

Daps Lamo sumat
0 Ceyaien

Above the SDF will have to complete the form by filling in the number of employees located in each
province for the specific organisation. Once the form has been completed, proceed by clicking on

UPDATE. This will save all information captured within the form. Continue by clicking on MARK SECTION
COMPLETE.

a Section wee
Ves Completed ves
Natona) Pravicis Frofle

Nartnern Cape Esetom cape Freestats | Gautong

pumatengs mpopo [vorwest | kwszumnate rana ol

.....

Closing Date
0 e 2018
Days Leftto submit

8 Day's et

Above the SDF can view a completed A3 form, where the completed status reads YES.

Once all of the above is completed, under the contents page the SDF can now view that form A3 is marked
with a green tick denoting that the section is now completed under the main contents page.

SDF can now proceed to the next form.
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6.2.2 A4 -CURRENT EMPLOYMENT PROFILE

Employment profile of the Organisation detailing OFO codes per position title, race, gender, and disability details, age, provincial

and municipality details.

o Sack nsan e on
e [a— [ e
- Sk nsn e on
[ca— o o o
st oot Sact s e on
o oo o o
— —

......

Closing Dite
30 gl 2018
Days Leftto Submit
05 Days Lett

The above section deals with the current employee profile of the organisation, detailing OFO codes, per

position title, race, gender and disability details, age, provincial and municipality details. The SDF will have

to complete the above information for each employee within the organisation. Click on ADD to proceed.
Make selections from the dropdowns provided for the following:

= Occupational Category
= OFO Code

= Province

= Municipality

For each of the above selections the SDF must add the number of employees

complete, click on UPDATE to save the data.

ender. and disabiy detas, age provnial and muniipalty detals.

H WS and ATR Submiesions oy Prome Logo
Form e Section I
Mandatory. ves Completed o
it Curtent Empiyes Proile
) e

LosTessz1
Company Size

Necusm Gomgany (80 to
140 arployess)
Refarence.
LoaTessazi-1
Feriod

0182018
Workpiace Skills Plzn
4 January 201831
Dacember 2018

o [+ [afa[afa]a [o
‘o ‘1‘5'5‘&'5‘& |n
o |2 [afs[2]o]2 [a

BB 0EEEED

2|2 o[z [afo[2 [2

NI
oaloala

0110 ]l [
+ 17 o]+ [alalo o

Closing Date
0 2018
Days Leftto Submit

03Dz Lat

. When the above section is

Above the SDF can view a sample of a completed A4 form. The above list contains the selected categories
as well as the number of employees in each province.

L

([
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In all the forms within the report the SDF can at EDIT or DELETE an entry, by using the tabs provided on
the right of the page.

Once the SDF has completed the above form to his satisfaction, click on MARK SECTION COMPLETE.

6.2.3 A6 — PLANNED BENEFICIARIES FOR TRAINING
Individuals planned for training detailing OFO codes, race and gender breakdown, disability, provincial,

municipality as well as PIVOTAL details.

The above section relates to the planned beneficiaries for training interventions. The SDF is to complete

the above section as per planned beneficiary training interventions.

To proceed with form A6 click on ADD.
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SDF to make selection from the dropdown included above. Above the SDF can view a sample of a
completed form. Selections have to be made from the following dropdown tabs:

= Occupation Category
= OFO Code

= Province

= Municipality

Once the selections are made in the above the SDF can proceed to fill in the numbers as per the following:

= Males
= Females
= Disabled

= Age Groups.
If the above is linked to PIVOTAL funding, the self-same section has to be ticked. Once this has been
completed, a search box will appear, where the SDF will have to select the programme from the list

provided.
To proceed with the form, click on ADD. Proceed by clicking on UPDATE to save the inserted information.

Above is a sample of the completed planned beneficiaries for training form. Once again the information

added can be edited or deleted at any time using the tabs on the right of the above page.
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The SDF will clearly be able to see the WSP / ATR status from the indication bar on the left side of the
screen.

Above is a sample of a screenshots of the search function of the pivotal programmes.

The SDF can make changes to the list at any time before submission. Mark Section Complete and
proceed with A7.

6.2.4 A7 - PLANNED EXTERNAL BENEFICIARIES FOR TRAINING
Section A7 deals with external beneficiaries planned for training detailing OFO codes, race and gender
breakdown, disability, provincial, municipality as well as PIVOTAL details (e.g. Learnerships). Proceed by

clicking on ADD to complete the data entry for Form A7.

HHH ki b el bt
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Above the SDF can view a sample of a completed form. Selections have to be made from the following
dropdown tabs:

= Occupation Category
= OFO Code

= Province

= Municipality

Once the selections are made in the above the SDF can proceed to fill in the numbers as per the following:

= Males
= Females
= Disabled

= Age Groups.

Selection can be made if this is a pivotal programme using the search function.

Above is a completed sample of the A7 form, which has now been marked as completed.

Once all of the above is completed, under the contents page the SDF can now view that form A7 is marked
with a green tick denoting that the section is now completed under the main contents page.

6.2.5 A8 - PLANNED ADULT EDUCATION AND TRAINING

Above section A8 deals with the planned Adult Education and Training interventions, detailing OFO codes,
race, gender, disability, provincial, municipality as well as the PIVOTAL details.

Proceed by clicking on ADD.
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Above the SDF can view a sample of a completed form. Selections have to be made from the following
dropdown tabs:

= Occupation Category
= OFO Code

= Province

= Municipality

Once the selections are made in the above the SDF can proceed to fill in the numbers as per the following:

= Males
= Females
= Disabled

= Age Groups.

Selection can be made if this is a pivotal programme using the search function.

Above is a sample of a complete A8 form. Click on Mark Section Complete to update the contents page.

6.2.6 A9 - HIGHEST EDUCATIONAL PROFILE
Section A9, which deals with the Highest Education qualification of each employee within the organisation,

inclusive of race, gender and disability status. Proceed by clicking on ADD.

ccccc
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In the form below the SDF should select from the dropdown tabs the following:

=  Province
= NQF Level

Once the above is selected, proceed to complete the relevant numbers for the organisation for the highest

education levels in the different provinces for each race, gender and disability status.

Below the SDF can view a sample of a completed A9 Listing.

Click on Mark Section Complete to update the contents page.

6.2.7 Al10-DEVELOPMENT AND CONSULTATIVE PROCESS

Complete A10 and click on SAVE and Mark this section complete to finalise this section.
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6.2.8 All-PIVOTAL PLAN REPORT

Exit form WorkPlace SKills Plan
+# A3. National Provincial Profile

Trade name + A4. Current Employment Profile

Smart Loans FTY Ltd / A5. Annual Skills Priorities

SDL number
+" A6. Planned beneficiaries of education and training priorities
L123458789
R " ¢’ AT. Planned external beneficiaries for training
L123456788-17 +” AS. Planned adult education and training
Period # A9. Highest education
201812017

A11. Pivotal Plan
Annual Training Report

B2. Annual Skills Priorities

Workplace Skills Plan
1 May 2018 - 30 April 2017

Annual Training Report

1 May 2015 - 30 April 2015 B3. Training Beneficiaries Report
Submitted B4. Variance Report
False

B5. External Beneficiaries
Completed Forms
B6. Completed Adult Education and Training

TOF 14
i B7. Learning Programmes for the year ending
r— B&. Pivotal Training Report
30 April 2018 WSP and ATR Documents
Day’s Left to Submit Documents
170 Day's Left

Above the SDF can view the Pivotal Plan Report that the system has generated once the SDF completed
forms A6, A7 and A8. This is a view only report, no changes can be made here, if the SDF wishes to make

any changes he will have to go to the relevant form and administer the changes there.
Status on the indication bar now shows 50% completed.

The SDF has now completed the Workplace Skills Plan, the next section to be completed is the Annual

Training Report.
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7. COMPILE AN ANNUAL TRAINING REPORT (ATR)

7.1 SMALL ORGANISATIONS (1 - 49)
7.1.1 B1-ANNUAL TRAINING REPORT

Section B1, refers to Annual Training Report of all the training that has taken place in the previous financial
year. To proceed to complete the form.

Above the SDF can view a sample of a B1 form. For the form and the data within to be saved, the SDF
should click on SAVE.

The SDF can EDIT and or DELETE the above information at any given time and recapture if the

information was deleted.

7.1.2 DOCUMENTS

The SDF can now upload the Confirmation and Authorisation Letter to the MIS.

= |t i out uposces | [rorame | owsteses

.....
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7.2 MEDIUM (50 — 149) / LARGE ORGANISATIONS (150+)

7.2.1 B3 - TRAINING REPORT FOR EMPLOYED
Section B3 deals with individuals completed training detailing OFO codes, race and gender breakdown,

disability, provincial, municipality as well as PIVOTAL details.

manicipality 35 wel a5 PIVOTAL detsis

LegTe54321
Company Size

Neduim Comgany (30 to
140 =mployzss)

Reference

Invurulmurumg-mm IAIA}AIGIB}G}I Pvlwwwlw‘u‘nln‘« |ss |ﬁ Totai | otner
uuuuuuuuuuuuuuuu >
Namsgemert : oel
LoaT654321-18
Period
201872018
Workplace Skills Plan

1 January 2018 - 31
Decembar 2018

Annual Training Report

1 January 2017 - 31
Decembar 2017

Submitted
Faise
Completed Seations
GOF12

£
Closing Date
30 April 2018
Days Left to Submit
07 Day's Let

Above is a sample of the completed B3 form. The SDF first selected the following:

= Occupation Category

= OFO Code

= Province

=  Municipality
Once all of the above was added, he then proceed to complete and fill in the numbers for each gender
group, disabled and age groups, creating a completed form for the occupation category selected. Proceed

by clicking on ADD.

7.2.2 B5 — EXTERNAL BENEFICIARIES (INCLUDING 18.2 LEARNERS) OF EDUCATION AND
TRAINING

External beneficiaries completed training detailing OFO codes, race and gender breakdown, disability,

provincial, municipality as well as PIVOTAL details (e.g. Learnerships).
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Meim Conany B3 | cogary | o case | cumpaton | rovcs | samcpaity | rvorac | ovorad srogramms |8 [ 4 € [ [ 1 11 [w|w w[o o< |sss8 |56 | o | omer coumey
employzzs) M| Flom|F|ojm|Flom Flom|F|o
Reerence
aaaaa
e

20122018
Workplae Skills Plan
1 January 201531
Des

Report
1 January 201731

Dacember 2017

Submitted
Faise
Completed Sections
8oF12

)
Closing Date
30 4pel 2018
Days Left to Submit
97 Day's Let

5 | secion A
- compeea v
et Besiciaros(relsing 162 e o s and T

Proceed to the forms by clicking on ADD. Above is a sample of the B5 form. The SDF first selected the

following:

=  Occupation Category

=  OFO Code
=  Province
=  Municipality

Once all of the above was added, he / she then proceeds to complete and fill in the numbers for each

gender group, disabled and age groups, creating a completed form for the occupation category selected.

Once the above form is completed, click on ADD to save the information.

Proceed by clicking MARK SECTION COMPLETED.

7.2.3 B6 - COMPLETED ADULT EDUCATION AND TRAINING

Section B6, Completed AET training interventions detailing OFO codes, race and gender breakdown,

disability, provincial, municipality as well as PIVOTAL details

P ——
Form
Mandatory
Title

Trade name Notes.

sosa
oL umber

s

[PS——

148 employe=s)

Refrancs

=]

20182018
Warkplace Skills Plan
1.January 2018 - 31
Decembsr 2018
Annual Training Report

1 January 2017 - 31
December 2017

Submitted
Faise
Completed Sectians.
soF 1z

%
Closing Date
30 Apri 2018
Days Left to Submit
o7 DaysLst

e
& oure

B section AR
No Completed No
‘Compietad Adu Education and Traiing

OFO codes, race and g

 disabiy, provinodl, =5 PIVOTAL detalls

TaL empioyoa | aa|c|c|c|i i1 |w|w|w|o|o|o|< | |ss |Totm| omer
Progamme | |F|0|m|F|o|m[F|o|m|F |0 m|F 0| |5 = Counry
Mark sacton complets.

Cloae

Above is a sample of the B6 form. Click on ADD to finalise this form.
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WSP and ATR Submiszions

o
Gecupation Category * OFO Code * Provinge * Municipality *
| ]

Postal Code (i you do net imow your Municipality)

Trade name
ABSA

ENVOTAL
SDL Number
Log7as4321 Employed
Company Size.
eduim Company (500
140 emplayess)
Reference Blagk African
Log7854321-19

Black Afrioan

Black Coloured Biack Indian

|
]

Period

Il

20182018
Workplace Skills Plan
1 January 2018 - 31

Biack Coloured Black Indian

]
]

December 2012
Black African Biack Cojourad Biack Indian Wt Cther

Annual Training Report 7
1 January 2017 - 31
Decamber 2017

Submitted <35 3555

Faise | — | —

Completed Sections Qther Cou
80F 12
s

Closing Date
30 Aprd 2018
Days Laftto Submit ancan
07 Days Let

T

The SDF is to complete the following:

= Occupation Category

= OFO Code

= Province

= Municipality
Once all of the above was added, he / she then proceeds to complete and fill in the numbers for each
gender group, disabled and age groups, creating a completed form for the occupation category selected.

Once all information has been inserted, click on ADD to save the information.

7.2.4 B7-LEARNING PROGRAMMES FOR THE YEAR ENDING

Section B7, all learning interventions per sector skills plan and learning type.

WP and ATR Submiscions

o
=T Bl Setion W
Ext Fom Mangatory Yas Completed No

Title carning Programmes far the year endin

Tt Notes. tions per SSP and Leaming Type.
ABSA

SOL Number

Skills Pririty

LeaTesdazt [Maragemen: and Leade |

Company Size

Nzsum Gompany (8010 | TyzeslLesring ngmml:ql +

Reference

Humber of Leamers Gomy

Log7e54321-10  — pleted

Period

20182018 Total Training Spend
Workplace Skills Plan

3 danry 201531

Jecember
Annuzl Training Report ==
1 January 2017 - 31 canest
Decembar 2017

Submitted

Faise

Completed Sections

00F 12

4

Closing Date

30 April 2018

Days Laft to Submit

07 Day's Left

On the form above complete the following:
= Skills Priority
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= Type of Learning Programme
= Number of learners completed
= Total spent on training

SDF to use the dropdowns provided, to make selections. Once completed click on SAVE to save the data.

Homa WSP and ATR Sunmisaions My Prome Logout

O B - i
Extt Form Mandatory Yes Completed No
Title Leaming Programmes for the year ending

Trade name Notes Alllearming interventions par 5P and Leaming Type.

ABSA
SDL Number

LO87654321 Critical Strategic Skile Priorfty Linksd to ]'maoum-m: Frogramme ]n-nrnn.umnoumuhn |1ou1mnu3pem ] }
Company Size Management and Leadership skils developrment DecupationaliPrafessianal 1 10000.0000 Edit | Del

Meduim Company {50 to
149 employzes)

Referance Mark saction complats
Leava54321-18
Period

Close

201372019
‘Workplace Skills Plan

1 January 2013 - 31
Decembar 20128

Annual Training Report

1 January 2017 - 31
Decembsr 2017

Submitted
False
Completed Sections
QOF 12

5%
Closing Date
30 Aprl 2018
Days Left to Submit
07 Day's Left

Section B7, completed showing the list of learning programmes for the year. MARK SECTION
COMPLETE, and move on to section BS.

7.2.5 B8 -PIVOTAL TRAINING REPORT

WSP N0 ATR Submissions Wy Prome Logout

Form E | Sestion | R
Title FIVOTAL Training Regar:
Notes

Cetspory | OFC | Gocupetion | Province | Municipalty Socko Economic | PIWOTAL Programme. alele|e|r i) |w|w|w|o|e|o|< |5 |ss |Tot
Gods. atatus. o|M|F|D/mF(om(F o/mF|oss |55 =

SDL Number Managers | 121200 | O Hesem alz‘ulfw; Town Mesopoitan | n,...,:: Dipioma: Crecit

Lea7a54321

Company Size

cioss.

Meguim Company (5010
140 emplay=ss)

Reference
LoE7654321-19
Period

201372018

Workplace Skills Plan

1 January 2018 - 31
Decamber 2013

Annual Training Report

1 January 2017 - 31
December 2017

Submitted
False
Completed Sections
100F 12

%
Closing Date
30 April 2018
Days Left fo Submit
97 Day's Left
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Above the SDF can view the Pivotal Plan Report that the system has generated once the SDF completed
forms A6, A7 and A8. This is a view only report, no changes can be made here, if the SDF wishes to make

any changes he / she will have to go to the relevant form and administer the changes there.

The next section to be completed is the Documents that need to be uploaded.

Workplace Skills Plan
& Al National Provincial Profile

0L N

e

T  ns g

VggemQoresny (5015 | A1, Devalomart and ansutaiv Proces
employees)

e At PNOTAL Plan

LeaTes4321-18 Annual Training Report.

Period # B3. Training Repart for Employed

ing Report fo

LI EDE s & B8 Complated Adult Education and Trainin

1 sy 201531
Sl 201 + BT. Learing Program

BG. PIVOTAL Report

1 January 2017 - 31 Documents

Deceme: 2017

] « Documents
Fae

Complsted Sections.

120F 12

g
Glosing Date

30 g 2018

Days Leftto Submit

o7 Days Let

7.2.6 DOCUMENTS

Form WSP and ATR Documents
Completed Kz

T Srowse.._| Resuomit il

SDL Number Authorization Letter ‘cilkto Downicaaisw o |resuomitrme

LeaTes¢az
Company Size
Meduim Company (50 to

Upload addiional documents

Reference [

LaaTesesi-1e Documnt Description
Period

20182018

Workplace Skills Plan

1 January 2018 - 31 [

2017-31 Cancel upload

1.3
Dcemer 2017

nnnnn
Submitted

False
Completed Seations.

MnoF1z
924

Closing Date

30 Apri 2018

Days Left to Submit

87 DaysLeft

In this section the SDF will have to upload the WSP / ATR Documents

= Proof of Banking Details
= Consultation Letter
= Authorization Letter

The Authorization letter will have to be downloaded, completed and the completed form will have to be

uploaded into the system.
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Submit WSPIATR

Exit form

Trade name

Smart Losns PTY Lid

SDL number
L123459788

Reference
L123456780-17

Period

20182017

Workplace Skills Flan

1 May 2016 - 30 April 2017
Annual Training Report
1 May 2015 - 30 April 2018
‘Submitted

False

Completed Forms

140F 14

Closing Date

30 Agril 2018

Day's Left to Submit
170 Day's Left

* Please note: No amendm

nents are permitted once the WSF and ATR Plans have been submitted

Company Name Smart Loans PTY Ltd SDL number L123456788
Reference L122456788-17 Period 2015
Proof of Banking Details

Consultation Letter

Authorization form

Date Created 11 November 2016 1853 SDF who created the plan Mrs Anusha

1 have complated the whole WSP and ATR and would like o submit

Cancel

To submit a file the SDF should first click on BROWSE, and when the windows browser opens, select the

file form your desired location. Once the file is selected, click on OPEN, and then proceed to submit file.

Above the SDF is to note that he / she has now completed his / her WSP / ATR report and the self-same

report is now ready for submission. Proceed by clicking on SUBMIT WSP / ATR on the left menu.

8. SUBMISSION

Once the SDF clicks on the submission tab, the above screen will appear. The SDF is to note that once the

report has been submitted, no amendments will be allowed.

Thu 2015/11/12 2:30 PM

mis@bankseta.coza

N

To

Submission notification

Anusha Baijnath

Dear Anusha Baijnath

This is a notification from BANKSETA that a WSP and ATR Report for Organisaion Smart Loans PTY Ltd - 1123456789, Period 2016 has been Submitted to

BankSETA on the 12 November 2015 14:30.

Kind Regards

Kindly do not reply to this message as this is an unattended mail box.

Proceed here by ticking in the
box, declaring that you have
completed the whole WSP /
ATR and would like to

submit.

* Please note: No amendments are permitted once the WSP and ATR Plans have been submitted

Once all of the above is
complete, click on SUBMIT
PLAN.

TodgBm e The SDF can now view that his / her plan
. preee—e e —— has been submitted, and is awaiting

I heve completed the whale WSP and ATR and would like to submit

approval by BANKSETA. A print

Cancel
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function has been added for the SDF, where he / she is able to print out the complied report for his / her

reference.

The SDF will receive email notification that the report has been submitted including the date on which it

was submitted.

This brings us to the end of the BANKSETA online WSS/ WSP / ATR registration module.
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