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1. Application Link
Click here for the test link.
Login Screen
.\ S, ey
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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).

AT

— (\ Sy ol
. ‘k‘) Somename e eafiy

Click on Register a New Account.

- : f . [ S s i |
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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
¥

New Accennt Registration

Breilfgglg

Identty Type igentty Numiet
The Fest Name Last Name

O-nad Acklties Condym emisl Adtrass Prrancs

| N

IMPORTANT — Password should be 6-20 characters long and should have specialcharacters such as!
@#5% as well as numeric numbers

Mezzge from the Hyviem

Paivword valsfatson feibed. A Pasiword ool be & te 20 sharacters i ogthe Contatn stloat | mameeic vales.

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
New Account Registration
Identity Type Ibariity Nummse
Fasspon Number or « { g | NEROUSE30
Tite Fast Name Last Name
'-'i. ll-i-umnu ] X Smin i'
e.mal Address Confem eumad Address Provece
u.'.muv\(m:u_d»_i- o.ze |' ku_u,wj.j,trmlmm oo s y [ - i )
Uswrmarme Paswword Conbim Fassmord

1 ’ .
| Goodnass24 I | wosasenrares sesaranrereet ]

Securty Queston
Wihies brres o thes s ~ | 015

Secunty Answer N

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

Meusage from the Systom
Thank vou for registering an account on TETA Clarity 4,0, Your account has been created successfully.

Please use the username and the password vou supplied on registration to login onto the system.
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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.

Clarity SETA System Account Registration

® | © Reph T %
= -~ epl y Reply All Forward
noreply@teta.org.za =/ Y Py i3

To © Lose Kubay Toe 1/9/2024 93

Dear Goodness Smith

Thank you for registering an account on TETA Clarity 4.0 MIS Administrator, Your account has been created successfully and should be able 10

access the Portal
Your Login Details are as foilows:

Username: Goodness24

Password: ***esesssassnansnes
Please use your usernarme and the password you supplied to login into the system

Kind Regards

TETA Clarity 4.0 Management Infarmation System

. BT,
v
o

)

misert 1L e 1) sweny Authatty

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

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 “l am applying to be
registered SDF of the company.”
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Er £ Mool Goodeeess Sireh

Wolcome to Clarity 4.0

The following screen will appear, click on Link Company to my Profile.

1w applytog for » Durvacy Tate apglsiig o e peglinesed we ae ¥ s applring 1o be 2 regieiersd S Tt spplying ws fhee Projes

l Workglace SKile Plan aod Anuusl Traising Repart Portal

© worpembed Rakond 10 oy poelibe

» - Left Comgpuary u t2t Predile

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

Workplace Skills Plan sod Aususl Tralalog Report Portsl

SUUNX Number Raa Carsted 10 copy SOf Appourtment latter
| o 1 | Ghoosn Fle | No the choten Chooss Fils | No Nk (hosen
| v

SOLNX Nuzber Regitrazion Nusther e Code
Coutaet Nasee  Conteet Emnat Costact Con

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

e  Primary SDF

e Secondary SDF

e 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.

Workplace Skills Plan and Annual Tralaing Report Portal

Link a company to sy profile

= Consad 10 cogry ) SDF Apponiment kttar
- —n [ ] 1 Chouza Fio | aamiszon lotior pof ‘ Choose Fie | admission lettor pot
Iu:ouuccmu | Primary SDF | B S

Cumgpany Detaihs

LE000300 g | 20003304055 S0 Cade | T Taxss

Test Live Fest Live ! I
4 Clawdin | infoif redech co.xa Contxct Cell | oyrmassa:
12 wew Adddron 12 mew Provisce Ganteng

Newsran Newtows

Jahssacsbiury Jokansebury

(LB} n @

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 are linked to the selected conspasy. Yoar application s pending until fimal approval from TETA. You will recetve an e-mail notifying you about the outcome.

Ok

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

profile to a company.

Profile Link Request
© ! & R e .
ook letaoroz ®  © Reply 5 Reply Al foward | i@
To © Lolse Kubayl Wed 1/10/2024 7554

10 January 2024
Dear Goodness Smith

LOCODOO00O
Test Live

Your request to link your profile to Company Test Live on the TETA Portal has been sent to TETA for approval. Please note that you will receive an
emall notification once TETA has evaluated your application to link your profile to the company.

Kind Regards
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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.

Workplace Skills Plar and Anauasl Training Report Portal

Compunter lnked tn my profile

# + Liok Company 10 ey Profile

Compary Size SOt Legal Name Trace Neme 20F Rode Status Acson
Livge Compeny LESOTITOTS Dearrg Congany Deerwd Company Promay SOF ACOHss Trantad Open
Serapll Gongony LOO2000000 Tist Live That Livi Adrrentiatin Rersagterit @

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.

Workpiace Skills Plan and Annueal Trainiog Report Portal

Orrganiaacion Uuk properties

¥ Fupetiins Adnannt s ADF Apperattssert letier Choow File | Nu e chissen Corttlind ID Cogny Click to view dawnlead file
bzt st Sttt Dwts 29 Janiwwy 2024 8 33
Stau Reaue 0Lk appoedmmt Ko
SDENX Nerdser Leoeoauto Rasutation Nusibe 2080 22084085 S Code 1221 TANXES
| Entity NKunee Test Live Trade Name Test Live
Comtart Nane Clamdin Cortmr ol il Bredech (oo Cantart Cell oKITIN 2
Telepibonse Nannber 0155545544
| Mmicsl Addrees 12 ew Poctal Addrens 12 aew Provace Gautsug
Newrann Newtows
Jshannerbarg Tohannethurg
012 TN

Closs
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You will select the file you want to upload and click on Open.

: [ x ’
e m v & R
—n v V5w ' @
L 2 [
e R & Hudt! Mrrie Mouse
B b et Acsmus ezt lorme -
™ ke B Cagaiyes Sapent |
D 10 Oty 8 Lowvwr hgretren s Ny Prerve
W Coy B tuDenupenne ’ & .
§ Cooeverss B b Ome_1704_20001520 : &
|| ® Cnesense B TETA DYUCOLTICNATY SRANT 2001328 ‘ '
ryren oW "
B lvsen ks \ “ . v
e S pteriece kit L
B e Macoutis _ Awatu i NasTeta N |
Otmining [ N e ' - 4

he save asrvmrer wete A e

! .wl I eutne mn 20 Jorsdty 200 1933

oo 25 Copy ek b viow i alend file

| W B Pt et
ey rpatiatan, ¥ aste LRI 58 lu‘M T TAN
Tost Live Taade Nane | Yo Live |
e — Pomamade LASEEE | ke — AT
Coute) s Clmedie Ottt Enuil B ) G Ol L
RO ERad At o e = ~ e
it Veader ALisaassss
b= F - '
Trrest Akt 2 zem Pl Ak me 12w | Prerans | Gateny
Nradien Nrvtonn
| Aebazssctary | Ackssmuritrarg
LM Hu i

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.

Workplace SKils Plan and Annusl Tralning Report Portal

| SDF Flasetion At SOF Ajpotttunest It | Cloave File | sdsissas letter pdf Certufid I Coppy Click to view/damrninad file
| - {
Statw [ Quaitme ixtns Dt | 29 JMnusey 2024 16:33 |
AL | p & = 1
Ststus Ressen | Aew AT 1"
Cosspauy Details
SDUNXMumber | Lz Regitrmpn Numter | T8 = Sie Code 71371 TAXIY
D — brdrarue gy e e d o — B ————— e 2 o o e -
gy Mt | Tont Live Trade Nestw Tost Live |
Comowt Nemm | Clamtia Comtact fimvad Il bresech ca3s Comtaet Coll oMITINISD
————— e — e e
Teloptions Nusibue | 0115858558 |
Playieal Abtrens | 12 oew Powtsl Adbaas 12 2ew Morune Cautesy
| Newtoun Newtonn
| Jethimancslery Johannesdary
| o012 HT)
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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.

> " 4
3 I I

D

The following dashboard will appear, click on either Employer SDF/administrators
or SDF Access Request (RO).

I :

-

VSEATH Dushbinard

Frano Yem Thavter

Comglris WA Agpic anton Srrasdown

=
|

The following screen will open, and the application will appear showing it Pending
approval, the click on Open.

Total Aannsvators 1

fegistration Stats Date

Number

Martme e o Access Request Pendng 10 Jan 2024
TestUve LOO0000000 2003323343405 Goodness Sty NFSE0533S  Admesstran !
Agpeoval 07.54

Chamnbey

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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Empioser AllminlstratornSDF
= o - Appeove

Goodness St

Profile

SDF Access I

Histoey

Link Properties

@ « Query Apphication

Accens Regeest. Pending Apgroval
10 Jamuary 2924075

Adbmantistr ator

| l"n-)ﬁ-h PR LLT LT
Ve s et

| Comtpet Xane Maphats
P!

 Mee Nusiber 011355888

13108

MaphatsC Earinury.ea

Test Live
m Marttime Chamber
| Contaes Cell

L LM E S

Should all be in order click on approve or query applications should ID copy or SDF
appointment letter is not in order.

Emplover AduinistratorsSDF

Goodness Smith

SOF Access Prolile History

Link Propesties

& - Clowe

w - Approye

@  Query Applicatico

prre— | Accoss Roquant. Pruniling Ajpeoral
Stares Dase 10 Janwars 2004 0754
SOF Fimemae 1 Adeiniitsates

Chelc 1o view de:

0 File

| Clek to v downdoad Fide

SDLN0, | L8000 Tatery N Test Liv Trade Nt | Tust Live

Eepsanon Namhet ‘ 100NN TS
T3 ik i {

Cesraet Name | Mapaun

Phone Nershay | orsssesss

1w

Hiwtaargza

| Marttime Chamber
- W
| OTINY)AS2

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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Access Decline Reason

Reason

SDF appointment letter is not in order|

Cancel

The Link status will change to Access Query and the status reason will also appear.
And click on Close.

Lmpleyer Admsnivtraters'SDY

- & - Choase

Qocaness Smih

E0OF Access

Cick 10 view downboad #ile |m~. ~ Click to view download File

The SDF will receive the following email from TETA about their application being
gueried and the reason.
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Portal Access Queried

o & 5 Reph 5 Reply All - Forwary o
noreply@teta.org.za ® ricd Miaiiid @
To @ Loise Kubayi Wed 1/10/2024 532 )

10 January 2024
Dear Goodness Smith

LOOOOOC0D0
Test Live

We regret to inform you that your access to the system to complete the MG Application on the TETA Portal has been put in query status. Please
find the reason below from the administrator

SDF appointment letter is not in order.
Kindly log back anto the system to de-link the queried company to he sble to re-submit the corrected document (s)
Kind Regards
TETA Clarity 4.0 Management Information System
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.

TETA Company Link Access Approved

¢ €5 Rep! %y Reply All —» Forwa
noreply@teta.org.za ® ) FHepty ! yA I
To © Loise Kubayi Wad

10 January 2024

LOOOO0D0000
Test Live

Dear Goodness Smith

We are happy to inform you that your request to access the TETA Portal has been Approved for the organisation above.

Kind Regards

15|Page
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The SDF log back into the system to continue with the Mandatory grant and click
on access and work as the company-appointed SDF.

Welcome to Clanity 4.0

1wt apphiog fir o Durser L am applriag to be tegletrred o os 1 am apphs lisg (o bw 3 reghitesnd ST 1 s2s xppls lug as e Progect
Avsersar Mederator of e vampany Adminletvator an Sekalf of oy romgpan)
(./: g L! L ) L: l
| it wpplytag for « DI A Gy

My Comueny Apptiutiung, Aggruved Profies 8y AL uuTT Mariageries

Appiiwtion Re ST scoveditsthon Acrrm waed wurk o the compan) Avoess sait work as the Csatrsoning

: AT representulive
wpperiuted SOF Party Poujwct Adusnlstratne

e ~ @ »~ @ =~ @

@

The company that is approved and linked to your profile will appear under your
profile with the approval status.

Workplace Shill Flau snd Aunusl Tralulng Report Forval

Campanies Neked tn my prnfie

w - Lk Company % 1y Profils

Legal Name Trade Marmw BOF Role Stars Acton

Sl Cozmpany L220020030 Tont Law Toat Low Adrervatrats Aczens Crarted Opex

Click on the Open button and click on the create new application button.

Workplace Shill Flau and Aunus] Training Report Forval

Coampanies Melod o my profile

w - Lk Company % a1y Profils

Legai Name Trade Marm

Sniel Cozrtpany LO20020000 Tont Law Toal Lo Adrrvarats Aczess Crartel Ope

16 |Page
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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.

Create Application

Is this a company that has been transferred from another SETA?

o Y]

Which forms will you be submitting for this application

Create Application

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.

Create Application

Is this a company that has been transferred from another SETA?
| No V]

Which forms will you be submitting for this application

v

WSP and ATR
WSP only
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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.

Warkplace SKith Portal

204

| LegE tame
Trovse M
Coraayy 320

| Acnive Deriet
:

e

LeNTI Ty

Dz Campary
Dwrm; Canpasy
Larpe Condany

J004 5

. SALS SO Dwpesits  CLITNT SELATIOM SME' MANAGE MEWT

Eatenrason Goanted

® - Wi Companr o & Fickiag Feat

LAETITETR2S

[E_ 2abepy B2

LA e

a

0 Apr 2023 16
Hap AN WW
JFAFRTRw
20 May 2620 00.00

W Adr 28 02

- grrrere

v m—

v s moe

e

R

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

Warkplace SKith Portal

0L

| LegE \ame
Trose N
Coraany 320

| Acve Deneet
:

wWaHaTH

LANTITITY

Dwzrey Company
Dwrmo Canpany
Lavpe Conpary

J004 5

1 geper Pindite Tard wde

» SARS 50U Dapessitn

Sateretisr

CLITNT GIELATIOM SME" MANAGE MW Y

Cale STwratied

® - Mt Companr = 4 Fizkiag Feat

LAETITETR 2

[E_ e 20

18| Page

0 Apr 223 15

HAaranwm

FAFRTRN

20 Ny 2820 0000

M Ak 14 080

v grrrrre

v -

v sz

T —

P



Transport Education Training Authority B I_ e i Tec h

technologies

Dviven by Vision

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

Message from the System

Company has been set a Holding Company/Entity. Please add the company subsidiaries.

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

Werkplace Skilh Portal
L mpherer Prafos
/\ - Clese
“ o A Sutesary (ompas-
- St Company we 0 Sagie Enam
S0L LEsV0M -
Lagal Narve Owore Cumpany
Trade fawvve Dwmo Company

ovgduigwt Moutibe TR TR

2004 LETITOTR I W . WaAgr 2028 120 (v g
N LSV TOTR 23 o - He 2w R
EEE) LTINS o " 29 A0 201 2090 Cyo e
| | 203008 LSt TRt Ny - 29 ey 2020 0 0 v e a
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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.

| Warkplace Shilh Portal
fmphorar Prats
[ ® - 5ot Comapast w & Sangle Lants
| sex STy
! | 838t hamve Owne { wroany
| Towte Marwy Damrve Cravoany
| Corgany Sew Lage Company
: Acsve Deimt M

2 VY000 012472 lert s E“ Test carcn - ——

Once done, the Subsidiary Entities Tab will not be available.

Workplace Skils Pornal

Eamplever Fralle
5oL LeseTIary
Logw “are Draeres Campany
Trete lisrrer Dwire Company
Cormey, S0 Lage Company
AcTiss Peroa sy
WAATH Longsopes Folie Dt ko SNy SANS SO Depenits.  CLIENT SELATIONSHIP® MANAGEMENT

xtemanm Grssted Dale Sutyrstise
itzels LESITITITR S Rl ta R =Y
I LOSETITET-32 K Yor WA a3 I l-&l}'
AN LN " v I8 Apr 2037 0000 LRSI
e (ST MR 22 e et 20 A 2001 02 00 L e g
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Now you will click on WSP/ATR tab and click on Open Application.
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Workplace Skils Perual

Eamplever Frolle

WSATH

L LoSeTITarY
Logw ‘e Deerey Camprany
Tiwte e D Company
Cormey, S0 L ge Conpany
ATies Pt wee

Longsoyes Foolie Dk ooy

STF . SANS SOU Dwpesits.  CLIENT SELATIONSHIP® MANAGEMENT

& e Camgpurry a8 Hobbeg Fmes

itze28 LTI 2 " ‘o p——
1334 LONETITITE-34 ™ o WA 2823 133 -
$1 05 s ] (€ aabe iy Bl N Bl I8 Apr 2027 M0 00 .y .
0202 e e et 20 A 20 00 R

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.

Work plane Shilh Pun 008 Avonsl Traneng Ropart Templos

3
bt g K 4 e s 4 ot B P X

o  Twmutond WUP AT Fact Tangtors s Sl Uptind
Ao Dyttinii & -~ Lagt TUP AT Dot Dew
- ® - Pizz Dpssdead WU ATR
R Py —
i o - o it T e
-
it Do s
e
[ L T
Lt S
o Ve Amarree
- ——
Ay Rt Dun U D TEA LY

. i e Agpe
wly {

Open

Cpoe

Ope=
Cpow
- e

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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{rterey At e e

Lt Dz
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W Basy 1004 1000

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.

Workploot Sk Pun and Avonsl Traneng Ropart Temples

Ol

Towwatnd WUP (TR Facet Tmngtarn s S48 Uptind
Legst TUF % Dum Dem

Pizz Dywadead WIP ATR

Pomgmast frmmmce

- i isn T .

o Dntent Do s
e bt e TemBles
o Yrmu Amarer e

m W Zewwary LA LV

.
O ¢ R ANy, £ o
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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.

Workplace Shibh P a0l Avsnsl Trnnmng Ropart Templose

Ok g I 41 b s 0 ot e WP Y a B
. e
o Tomwutond WP AT Facxt Taagtars s S8 Uptend
& lepe TOF OF Dus Den
» - Puzz Dpwadead WP AT
o Pogran twe——
o - b T e
D e
Lar atatts low T rallns
o Yrmu Amarere
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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.
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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.

Warkplacs Skills Plan sed Asausl Tramaag Report Template
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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.
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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.

Workphace Skills Plag and Ansusd Traising Report Template
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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.

Message from the System

Please make sure banking details are confirmed.

If you need to upload a new proof of banking, click on Upload Proof of Banking.

Workphace Skills Plan and Ansusd Training Report Template
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The pop-up will appear and click on the choose file button.

Attach proof of Banking Details

Proof of Ranking Details

Choose File |No file chosen

BreiTech

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.

Attach proof of Banking Details

“roof of Banking Details

' Choose File |My ID.pdf

Submit file

Close

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.

Workplace Skills Plan and Assual Training Report Template
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Click on Edit bank details, to edit and confirm your bank information.

Workphace Skills Plan aod Ansuad Training Regort Template
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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

Message from the System

Company bank details saved sncurshm

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.

Warkplace Skills Plan and Aanuad Tralemg Report Template
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A pop-up message from the system come up and click on Ok.

Message from the System

'i'miou marked as completed

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.
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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.
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A system message will appear, click OK

Message from the System

Stakeholder saved successfully.
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The following screen will open. Populate all the fields and click on Save.
Workplsce Sills Plas and Annusl Trslniog Repoet Template
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The SDF details will appear below and click on Add a new stakeholder to add the another stakeholder.

Workplace Shilhs Plan anst Aunwal Traluing Report Template
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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.

Warkplace Skills Plag and Aunusl Trabsing Report Template
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A pop-up message from the system will appear and click on Ok.

Message from the System

Stakeholder saved successfully.
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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.

Workplace Skills Flan and Aswnal Tralnlug Repoct Tessglate
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Once done add all three stakeholder, they appear as below and click on sign off section .

Warkplare Skills Plas sad Annual Trabnisg Report Template
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A system message will appear and click on OK.

Message from the System

Section marked as completed.

T
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You have the option to re-open the section to edit or you can click on Close Form
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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.

Weakplace Suills Plam andl Aunsal Traming Report Template
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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.
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A message from the system will pop-up and click on OK.

Message from the System

SDF details updated successfully.

Ok
h

It will re-direct to this screen below, where you click on sign off.
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A pop-up message from the system will come up and click on OK,

Message from the System
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It will direct to this screen, you can re-open the form or close the form, click on Close form.

Werkplece Skills Plan sad Ansus] Training Report Tenglaie
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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.
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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.

Hard-to-Fill Vacancies

Occupation Category

| LEGISLATORS

Occupation

| 2021-111101-8 - Ward Commitliee Membet

Why is this occupation hard-to-fill?
l Other, specify

specify Other
Tesq{
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A message from the system will pop-up and click on Ok.

Message from the System

Saved successfully,

Ok »

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

Werkplace Skilh Plan soil Assual Traiing Report Template
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Populate the form and Click on Save
RESEARCH AND KNOWLEDGE QUESTIONNAIRE
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After populating the form, the information will appear below.
Click on Sign off Section once done editing the form.

- Chows o
» g OF Secnen

© - At Hard 1o i Orsapataon

Edt e

S A -
S R e ST AT NTFT Y e e S e

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

Section marked as comploth

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.

AQ b Y N A gt i ae sl

A Crpmaaon Dsae
A Ovpessatwe Cortaet
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200 Lvgrryrrerd Burrevary
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100 Faroe Traewrg Buoget
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1 Jarniwy N4 20 0 g~
13 Jaraary 094 3T (0 Open

£ Jaiwy 2004 0 07

1 Jarcary 20,

13 oy 04 2005 Oy

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.

Woekplace Skills Plas snd Assusl Trsising Report Template
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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.

BreiTech

technologies

Workpace Shills Man and Aonwwal Traismng Regort Template
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If you want to capture new data, you can click on Add Occupation to new occupations.

Waekplace Skills Plas sad Asuusd Tesising Report Tesplate
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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.
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A message from the system will pop-up and click on Ok.

Section validated and marked as completed
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Form 2.03 Employment provincial profile.
Click on the Open button.

® - Sefmut Appleatiae

Ayt b Do i [T
S|

U Segmad ONF Date Nagaed O

A1 Ogesaton Deten " e oo 13 Jerawy 24 20 Open
A2 Orpewsmen Contt o Shore Wcuse 12 dnruary 2024 2198 Oy
A3 Tawwg Comminee " Abmrwd Wouse 13 Jooary R4 2108 (yer
AL Prisary SOF Desn o Mot Heuse 13 Jeoudy 224 2107 Open
a5 7 rsd K £ Vou Mirrse Wz 12 Jaruary 204 3199 Uy
T
202 brwoyeerd Sarrrary Yo Nhere Ko 13 Jsrnsary 2024 21 9 Oy
T o Meran Heame 13 Jwrnsy 7024 20 2% Oy,
107 Prartsed Sescfowes of Tusrwy “ Oyeny
208 Parnwd Tiaresg Pt trierseeson e [rers
218 Marrwd Vg Ragel u Oy

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.

Warkplace SKills Plan aod Aunual Tratsing Regart Template

" —
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e —— e
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AL -l Qo

Wiad s Wity Mee | ey
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e s Woise 15 temaary 04 91 07 Dpen
e Wi Lse 13 damsary XG4 2010 Open

700 brwoyreet Sunvrary
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208 Parowd Tiaresg P iedeesunson

215 Parrwd Yoarg el

™ Mrve bse 13 Jansawy 3004 20 9

e

e
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Armiant freveme bemmin

2.07 Planned Beneficiaries of Training

Click on the Open button.

- Segued O

- Meree ooe 13 Jeruary 204 20 %% Open
Yon G W 12 darnary R4 2198 Oyen
™ Mo Wouse 13 Jooary R4 2108 Open
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208 Parewd Tiaresg Mot irterseeson

215 Parnwd Toweng Rucgel
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e Oyeens
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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.

BreiTech

technologies

Warkplocs Shills Floa sad Aanusl Traisemg lrpert Toampiate

il P -— t -~

P Taie " -

LR R e and — - - - e ——a -

- Ageed OF X hgwi 02 D gt €

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.

CONROn Speratss
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The Occupation will appear below, and you can sign off the section.

Warkplars WAl Flas snd Annnsl Tratamg Bopert Tronplons
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A message from the system will pop-up and click on Ok.

Message from the System

Section validated and marked as completed

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.

1) Busmanrs 2054 1044

3% cacistren liotan

At Osganaaton Detan Ve e Wasse 13 dany 224 200 Op=
A Orpmaton Comact Yo Wrra LAzt T davawy 2004 2106 Oy
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[ mttstey |
202 Urvweoyrreen Survmaty Yoo More Wouse Dlssay X241 N [
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2.09 Planned Training Budget.
Click open on Form 2.09

AN Ogenasscn Delan R Wrrm Mose 13 Jutaswy J004 J0 48 Ops:
Al Orgeeaston, Cotect - Abirrwe Mouse 13 Jarnaary 3004 21 18

A Traryg Comretes e Lirvee Msse 13 Jarsawy 2G4 21 08 Opon
A4 Py ST Detase e Arree Mouss 13 Jwrnswy 004 70 O Oyws
AS Reseath w0 Kacwinige Cumtormns . Marrse Mouse 13 Juewery 2004 74 10 Opwe

Wer T s Wt Pree Seney

107 Evgrovsent Sy Yei Meree Mune 13 Jaraswy 2024 21 18 Oy
301 Espoyme Provrow Prefde You Mrrwe Nouss 13 Jaenawy 204 20 29 Ly
207 Mot Beredmes of Tiarwy L2 hrrm Mane 13 Jenawy 004 20 N Opez
208 Pureed Teareg Fot rterventar s Mrrwe Mouse 13 Jernay 2004 2003 Opes.
290 Marred Toanrg Somm 2 ™ Open
[l bt |
10 Snomter of Actesl Hersbcarws e Opesn

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

Warkyilace Shills Plan sud Annual Traiuing Report Template

P~ e

Orwemiof
@ - Clas Fum
® - S O Sestun

O Add D
S

The pop-up screen will open with a form that needs to filled, select the fund type.

Fund Type

| v

| Industry Funded ($pany Funded)

Mandatory Grant Funds
Other Funding - Government, Donors, Other SETAS
TETA - Discretionary Grant Funds
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Once selected you will type in the amount and click on Save.

Fund Type
TETA - Discretionar v |

Amount

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

Warkplace Skills Plas and Annual Tralnlng Repert Trmplare

!
e 34}
ey ——| 1
® - Chose Fam
® - S Off Sertam

Q- Adt Duea

TETA - Duarenonary Grast Funds sy e

o0
TETA- Cmeratustary Crant Fisety 2000

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

Message from the System
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Click Close form to close your form.
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Workpdace Skills Plan snd Annnal Tratuing Repart Template

tetam VharhMace Skl Man bemmary o L
Texm Teshe Plamasd Timmeomg Boalgnt
Toaw Do
o Ve
Swction Mgand OO ™ WOF Jped OF Vowire Mo O Sgued OF 12 Desrnary 3634 21034
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TETA - Dscntrinuary Gt Pty 2000

ATR forms

Form ATR 1.1
Click on the Open button.

T 1, Nurnber of At Ecnafciades
12 Berwiciatus Coryteted Traniyg Pur indarrention

13 Imgact Lacicsovent

Docummst Description

Docimmet Comprebscny
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1wh030

Tradtny Carvrdtas minates (Mol rigamed for wrl Comparves| Comgadaary Tramiyg Corrantiis rerudan N2 sosarid b smad cosgurdus) Comgpabion) fars i s e

o madure and lange oedian el lege y apboded

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.

WorkpEace SKills Plan and Ansuasl Training Report Template

Sectcn Anaual Trasing Nepatt Formy 11

Foem Trlle Nusthier of Acsaad Banefiitarin
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O - lmper d i i WaP

Employment Status
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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

' tacce Annaal Tratnleg Repert [Tum 1
;lnm .\...mr Al Tesi e " \ E
[ e spmicn [ gt
- i Of S *
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Mert Seicas 2020

MANAGERS Vanager 12095  Evgrosed Ganoen) [ 1 0 T ) P -
Mezasariates 1
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"

MANAGERS Seniie :g,',..&wm :::;‘:"'uu e o vt o 0o 3 s KEEENO ¢ : ¢ [0 t 0t o N e e

Nanage .. Merkpaty

Form ATR 1.2

Click on the Open button.

11 Nurdw of Actced Benefcaries " Lokse Musmayi 31 Jorniary 2004 1128 Ogen
12 Dermiclaces Conpisted Tiaming Per miarvermion " Opes
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BODET cortlcate o Excepsion ote@icn o ANset COBEE certifcale ar Dxcopdon corkfosm or AR ged Compunes ot i
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The following screen will appear. You will have to option to Import data from the previous year WSP.
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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.

Wrkpdare ARIS Plan abl Annasd Tramwng Repart Tongate

g el Trwmiey Eopers [
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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 2.8
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Form ATR 1.3
Click Open on Impact Assessment.
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Click on Add data to create a Assessment report.

Werkphace Skills Man and Assszl Trammg Reporr Tomplate
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The form will open, please populate the form and click on Save.

Placement
[ J

Leaming Programme Type
[ Bursary v] -

No of Learners

3

Training Reported
reported

Percentage Spent

[3

Once done click on Sign off section.

Werkphace Skill Plan 3ad Asssal Trammg Reparr Tomplate
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After you can click on Close form, you also have the option to re-open the form.

Workplacs Skl Plan sod Asnual Traming Report Template
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Once you have signed off the sign off field will be marked yes.
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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.

Document Upload form

Select the document to Upload

]‘ ~

1 Signed Authonsation Form for small, medium and large - compuisory
Training Committee minutes (Not required for small companies) Compuisory form medium and large
BBBEE cerificate or Exception certificate or Afidavit
Inter-SETA transfer form (ISTO1
Approved WSP and ATR from afibther SETA
WSP/ATR Approval letter
Proof of Training

Click on upload and choose the document you want and select the document and click on Open.

Vow it Ve

‘w.ﬂlwc-'r-c..,l 1R300 VITAN  Thesww 4110 Oy

Sebrrt Bhe s b poed

f@-l.]mum--
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Click on Submit file once done uploading.

Select the document to Upload
] Proof of Training v

Select file 1o Upoad
| Choose File | WSP_ 1y 4 paf

Submit file
L

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

view/download once loaded.

Application Dooumonts

Document Title

Document Description

Documoent Compulsoty

Click to View/Download

Signed Authorisation Form for small, medium and large - Isory Slgned Authorisation Form for small, medium and large - y Compulsory File
3 - ; ; ) v ) 3
Training Committee minutes (Not required for small companies) Compulsory  Training Committes minutes (Not required for small companies; Compuisory Sampuisony fot medhim end args Click to View/Downloa

form medium and farge form medium and large

BEBEE certificate or Exception certificate or Affidavit

Inter-SETA transfer form (I5T01)

Proof of Training

Cerlificates or St

Inter-SETA transfer form (IST01)

t of Resulls ( al

BBBEE cerlificate or Exception cerificate or Affidavit

AN,

il

Click to View/Download
Compulsory

File
Compulsory (Qnly It Tranaferred from Glick to View/Download

another SETA) Flle

Click to View/Download

and Proof of Payment)

Compulsory File

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.

StakeHolder Feedback

Did you attend the SOF Forums?
| ves

vI

Does your chamber offer support and guidance when needed?
[ Yes %
Did they capacitate you to submit?
[ g

Is the online system usar friendly?
[ v)

Would you suggest any systam improvamenis?
= “]
Are you willing to take TETA previously funded leamers for workplace experience and intemship programmes?
[ N v]

Can TETA engage your organization regarding placements?
e v]

General Comments

Save
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A pop-up message will appear and click on OK.

Message from the System

General comments updated successfully,

- Cline
Downlond WEP ATR Exced Teesplor fir S Lighoad
Toport WSP ATR Eseri Data
e Davalcad W ATR
Krars Lawnaan
; Ashranastes form

o Uphosd Dot
o - Eulit SdloFlalder FenfBiad

o - Stes Ayl muen
:

| U Jumaary 041002

CRSTE e Al

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.

WSP / ATR Application Submission

Please note that once you submit this Application, you will net be able to make any changes 1o the data you have captured.

aI declare that all information captured is true and complete, | would like to submit this application.

Submit Application
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