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1. Application Link 
Click here for the test link. 

Login Screen 
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2. Registering a New User 
The below login screen will appear, 

The icons highlighted in yellow below are links to an online User Manual and training video – How to 

create your user account (YouTube video). 
 

Click on Register a New Account. 
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Complete all the required fields. * Indicates that the fields are compulsory and 

that you will not be able to proceed if the fields are not completed 

 

IMPORTANT – Password should be 6-20 characters long and should have specialcharacters such as! 

@#$% as well as numeric numbers 
 

Once all the required fields have been completed click on REGISTER 
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IMPORTANT! YOUR NAME & SURNAME NEEDS TO BE CAPTURED EXACTLY AS PERYOUR ID 
DOCUMENT 

 

The below system-generated message will pop up, indicating you have 

successfully registered. 
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When you are done with your registration you will receive an email from noreply@teta.org.za 
with your username and encrypted password. 

 

 

3. Stakeholder Login 

Login as a stakeholder using your credentials. If you are not registered, then you should register 

as a user first before you apply to be a registered SDF. 

Once you have logged in, the following screen will appear and click on “I am applying to be 

registered SDF of the company.” 

mailto:noreply@teta.org.za
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The following screen will appear, click on Link Company to my Profile. 

The following screen will appear, Type in the SDL/N/X number and click on the 

search button. 
 

Select role – Remember ONLY one Primary SDF role can be selected. 

• Primary SDF 

• Secondary SDF 

• Admin 

Once you have entered your SDL/N/X number and clicked on the search functionality, the company 

details/Information will appear. 
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* Select the role for which you are applying. 

* Choose where you have saved your certified ID copy and upload it. 

* Choose where you have saved your SDF appointment letter and upload it. 

When all has been completed click on Link company at the bottom of the screen as indicated below. 
 

A system message will appear that you have been linked to a company but need to 

wait for TETA for approval, then click OK. 

 

You will receive an email informing you that you have requested to link your 

profile to a company. 
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For existing SDF your Status will be Resubmit where you will be required to 

submit your appointment which is date from the 1 February 2024. 

You will click on Open to be able to resubmit. 
 

The following screen will appear, you will see that your ID copy from the previous 

year is there, where you can click on the link to view/download the file. Click on 

choose File to upload the new appointment letter. 
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You will select the file you want to upload and click on Open. 
 

The file name will appear next to the choose file button and click on Resubmit. 

You will receive an email stating that you have submitted your application, and 

you will receive an email from TETA once done with the evaluation process. 
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The link company request will be sent to TETA for verification and approval. 

A TETA agent will login and verify your application. 

The landing page will appear, and they will click on WSP/ATR module. 
 

 

 
The following dashboard will appear, click on either Employer SDF/administrators 

or SDF Access Request (RO). 
 

 

 
The following screen will open, and the application will appear showing it Pending 

approval, the click on Open. 

 

This screen will open, and the TETA agent will be able to view the applicant’s 

profile and all the attachments. 
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Should all be in order click on approve or query applications should ID copy or SDF 

appointment letter is not in order. 
 

If the attached documents are not in order, the agent can click on query 

application and a pop-up screen will appear and they will write a reason as to why 

they are querying the application. 
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The Link status will change to Access Query and the status reason will also appear. 

And click on Close. 
 

The SDF will receive the following email from TETA about their application being 

queried and the reason. 
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Once the SDF has de-linked the queried company and re-submitted the correct 

documentation, they will receive another email that they have requested to be 

linked to a company. 

 

 
Now a TETA agent can login again and approve the application. Upon approval of 

the access request, the SDF will receive an email that the company is now linked 

to them. 
 



The SDF log back into the system to continue with the Mandatory grant and click 

16 | P a g e 

 

 

on access and work as the company-appointed SDF. 
 

 

 
The company that is approved and linked to your profile will appear under your 

profile with the approval status. 
 

Click on the Open button and click on the create new application button. 
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This pop-up screen will open, and you will ask if you are transferring from another 
SETA and which forms you want to submit. 

 

 
When you select No you not transferring from another SETA. The SDF has an option to select 
whether its ATR only, WSP/ATR or WSP only forms you would like to submit. 

Select WSP/ATR and click on Create Application. 
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Once done, the following screen will open, you will have the following TABs: Employer Profile, Bank Info 

and SDF’s that you will populate within the WSP/ATR forms that TETA has provided. 

You also have the SARS SDL Deposits and CRM tabs which you can view. 
 

You have a option to make the company a Holding Entity (Parent Company). Click on Set Company as a 

Holding Entity. 
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A message from the system will pop up telling you that you company is been set a Holding Company and 
click on Okay. 

 

You will now have an option to add a subsidiary Company, which a new tab will be added named 

Subsidiary Entities. 
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Click on the Subsidiary Entities tab, and the below will open where you have the option to view your 
application, if your organization does not have subsidiary companies then you can click on Set Company 

as a Single Entities. 
 

Once done, the Subsidiary Entities Tab will not be available. 
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Now you will click on WSP/ATR tab and click on Open Application. 
 

The following screen will open, where on the left side you will have the application summary. You will 

find the application closing date, how many days left till the application closes, the reporting period and 

the planning period for the application. 
 

If you are an SDF for multiple companies, you will have a drop down to select the company you want to 

apply to the WAP/ATR for. 
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On the right side of the screen, you have options to download the WSP/ATR excel template for bulk 

upload, Importing the WSP/ATR excel data, printing the WSP/ATR, requesting for Extension, generating 

authorization form, upload documents, edit stakeholder feedback and the submit button. 
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We have a note that informs the SDF’s that only the primary SDF will be able to submit the WSP/ATR 
forms, the secondary SDF and the Administrator will only be able to edit the forms but can’t submit. 

 

Below is the list of forms for the WSP/ATR submission, if you submitted your WSP/ATR the previous 

years, you would notice that we have less forms than the previous years, there are some that are no 

longer part of the forms that need to be submitted. (Form A6, WSP 2.04,2.10, 2.11 and ATR 1.5, 1.6) 
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Administrative Details. 

Form A1, Organization Details. 

 
Click on Open. 

The following screen will open, you will see two tabs, for organization details and Bank Info, and on the 

right side will have buttons to edit the tab fields. Click on Edit Organisation details. 
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The following screen will open, note that the SDL number is grayed out meaning that it can’t be editted. 
You will confirm if the details are the correct and if the are some changes you can edit and click on Save. 

 

It will re-direct to this screen. 

Note that since you haven’t confirmed the banking details, the field says No and still have the option to 

Upload banking details. 
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IF you click on Sign off Section without confirming the banking details, you will get the following message 
from the system. Click on Okay. 

 

 

 
If you need to upload a new proof of banking, click on Upload Proof of Banking. 
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The pop-up will appear and click on the choose file button. 
 

The following pop-up will appear, you will choose the file you want to upload and click on open. 
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The file name will appear and click on submit file. 
 

The proof of account link will now appear, where you are able to click on the link to view if you uploaded 

the correct file. 
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Click on Edit bank details, to edit and confirm your bank information. 
 

This screen will open, we have a note which tells you that TETA has the following banking details for the 

organization, if they are different then update to the correct details. 

we have a button that once you have confirmed that the banking details are correct you can select yes 

and after click on Save. 
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A pop-up message from the system, saying the details are saved successfully. Click on Ok 
 

It will direct you to the screen, the confirm banking details field now is True. 

Note that now that you have confirmed the banking details, you don’t have the option to upload proof of 

account anymore. Once everything is confirmed you can click on Sign off Section. 
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A pop-up message from the system come up and click on Ok. 
 

Now that you have signed off the form, the SDF who signed their name and the dates will appear on the 

field. The sign off field is now Yes. 

Once you have signed off, you can still click on re-open this section and update the forms if there are 

some changes that you need to do. 

Click on close once everything is done. 
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Now that you have signed off, the Organisation field will be populated with the SDF name and the date it 

was signed. 
 

 

 

Form A2, Organization Contact 

Click Open. 
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The following screen will open and click on Add a New Stakeholder. 

Note that you can add a minimum of three stakeholders, it will also allow you to have only one signitory 

captured. 
 

A system message will appear, click OK 
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The following screen will open. Populate all the fields and click on Save. 

 

The SDF details will appear below and click on Add a new stakeholder to add the another stakeholder. 
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Populate the fields below, and click on Save once complete. 

Note that when you select Other under designation, a field for other designation will appear you will 

type in the designation type. 
 

A pop-up message from the system will appear and click on Ok. 
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The stakeholder will appear on this screen and click on Add a New stakeholder to add the last 

stakeholder. 

Please follow the same procedure as when adding the other stakeholders. 
 

Once done add all three stakeholder, they appear as below and click on sign off section . 
 

A system message will appear and click on OK. 
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You have the option to re-open the section to edit or you can click on Close Form 

 

 

 

The next form is A3, Training Commette. 
Click on the Open button. 
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The following screen will open, 

Please follow the same procedure as form A2(Organisation Contact), once done with form A3 and you 

can click on the sign off button. 

Please note that you will be allowed to capture a minimum of five stakeholders, the system will only 

allow one Employer Representative can have a Yes and only one person on the Employee representative can 

have a Yes. 
 

Form A4, Primary SDF details 
Click on the Open button. 
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The following screen will open, click on Edit Profile to update the Primary SDF details. 
 

 

 
This screen will open, please populate all the fields and and click on Save. 
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A message from the system will pop-up and click on OK. 
 

It will re-direct to this screen below, where you click on sign off. 
 

 

 
A pop-up message from the system will come up and click on OK, 
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It will direct to this screen, you can re-open the form or close the form, click on Close form. 

 

 

 

Form A5, Research and Knowledge Questionaire 
Once done, the following screen will open, click on Open to complete form A5 
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The following screen will open, if you organization doesn’t have hard to fill vacancies, you can just edit 
the form and submit, but if the organization has hard to fill vacancies you can click on Add hard to fill 

Occupation. 

 

You can select the Occupation Category, Occupation and why is this occupation hard to fill, if the option 

is not there, then select other and specify. After click on Save. 
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A message from the system will pop-up and click on Ok. 
 

Once the form is populated the information will display below. Click on Edit Form to edit the research 

and knowledge questionnaire. 
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Populate the form and Click on Save 
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After populating the form, the information will appear below. 
Click on Sign off Section once done editing the form. 

 

A pop-up message from the system will appear and click on OK. 
 

 
You have the option to re-open the section if you need to edit something on the form. 

Click on Close form if you done with editing. 
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WSP Form 
Form 2.02 Employment Summary. 
Click Open on form 2.02. 

 

 

 
The following screen will appear, the WSP form 2.02 has an import data from the previous year button 

that you will use to populate data from last year. 
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Once you have click on Import data from the previous year, the system will populate all the data that was 
populated the previous year. You will have an option to edit or remove some fields if need be. 

 

If you want to capture new data, you can click on Add Occupation to new occupations. 
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Populate the search occupation/specialization, which will populate the occupation/specialization, 
populate all the field on the and click on Save once done. 

Note on the population group for female or male you need to populate the fields and the total needs to 

add up and be the same, if not you will receive an error message about the number of the population 

ground and the age group not being equal. 
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The Occupation will appear below, and you can sign off the section. 
 

A message from the system will pop-up and click on Ok. 
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Form 2.03 Employment provincial profile. 
Click on the Open button. 

 

The following screen will appear. You will have the option to sign off the form and close once done, you 

will not be able to edit this form. 

Note: form 2.03 reads directly from form 2.02, this form gets auto populates with the data that you 

populate on form 2.02. So, the number of people which are in a specific province will appear on the form 

below. 
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2.07 Planned Beneficiaries of Training 
Click on the Open button. 

 

 
 
 
 
 
 
 

 
The following screen will appear, you have an option to download Excel sheet for upload once done 

completing the sheet, you have an option to import the sheet. 
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You also have an option to click on Add Occupation. 

 

Populate the search occupation/specialization, which will populate the occupation/specialization, 

populate all the field on the and click on Save once done. 

Note on the population group for female or male you need to populate the fields and the total needs to 

add up and be the same with the Age group, if not you will receive an error message about the number 

of the population ground and the age group not being equal. 
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The Occupation will appear below, and you can sign off the section. 
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A message from the system will pop-up and click on Ok. 
 

 

 

2.08 Planned Training Per Intervention 
Note that what you did on WSP 2.07 will be done on this same form, you will follow the same procedure. 
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2.09 Planned Training Budget. 
Click open on Form 2.09 

 

This screen will open, you can click on add data. 
 

 

 
The pop-up screen will open with a form that needs to filled, select the fund type. 
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Once selected you will type in the amount and click on Save. 

 

 

 
The budget will appear below, you can now sign off the section. 

 

A pop-up message from the system will appear and click on OK. 
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Click Close form to close your form. 
 

ATR forms 

Form ATR 1.1 
Click on the Open button. 

 

The following screen will appear. You will have to option to Import data from the previous year WSP. 

When you click on Import data from the previous WSP 

Once you have clicked on import data from the previous year WSP it will populate all the data the was 

populated on WSP 2.7 Planned Beneficiaries of Training previous year. 
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The data from the previous year WSP will populate. You have the option to edit and remove some of the 
fields if necessary. Once done you can sign off the section. 

Should you wish to add new Occupation manually or importing an excel sheet, please follow the same 

method as form WSP 2.7 
 

Form ATR 1.2 

 
Click on the Open button. 
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The following screen will appear. You will have to option to Import data from the previous year WSP. 

When you click on Import data from the previous WSP. 

Once you have clicked on import data from the previous year WSP it will populate all the data the was 

populated on WSP 2.08: Planned Training Per Intervention the previous year. 
 

The data from the previous year WSP will populate. You have the option to edit and remove some of the 

fields if necessary. Once done you can sign off the section. 

Should you wish to add new Occupation manually or importing an excel sheet, please follow the same 

method as form WSP 2.8 
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Form ATR 1.3 
Click Open on Impact Assessment. 

 

Click on Add data to create a Assessment report. 
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The form will open, please populate the form and click on Save. 
 

Once done click on Sign off section. 
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After you can click on Close form, you also have the option to re-open the form. 
 

Once you have signed off the sign off field will be marked yes. 
 

 

 
Click onUpload documents to be able to upload your document. 
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These are the options of documents that need to be uploaded, select the a document. 
 

 

 
Click on upload and choose the document you want and select the document and click on Open. 
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Click on Submit file once done uploading. 
 

 

 
The documents that you have upload will display on this screen, you will have link and the option to 

view/download once loaded. 

Click on Edit stakeholder feedback, to give feedback about your experience with Clarity and SDF forums. 
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Populate the feedback form and when done click on Save. 
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A pop-up message will appear and click on OK. 
 

Click on the submit application button. 
 

 

 
A pop-up screen will appear and click on the declaration check box, and click on submit application. 

You application you will wait for feedback from TETA. 
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