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1. Introduction  

1.1 Purpose of this document  
The purpose of this document is to ensure that SASSETA internal users and SDF’s are 

equipped with all the information pertaining to the SASSETA Indicium system. This manual 

will assist users to perform their specific tasks on the system. 

2. Log-in page 
The SASSETA Indicium system can be accessed with the following link: 

http://197.98.24.145/SASSETAIndicium/Account/Login.aspx . The SASSETA Indicium link 

will navigate to the SASSETA Indicium Landing Page. 

 

3. Maintenance – Skills Maintenance  
This section allows SASSETA internal users to maintain the skills module system 

functionalities. 

 

 

 

 

 

Steps Action Screenshot 

1 Click on the Maintenance 
tab  

 

2 Select Skills Maintenance 
from the menu bar  

http://197.98.24.145/SASSETAIndicium/Account/Login.aspx
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3.1 Letter Creation  
This section deals with the WSP and SDF letter creation. The system has been customised to allow 

SASSETA users to create their own letters every financial year.  

Steps Action Screenshot 

1 Click on Letter creation 

 

WSP Letters 

2 Click on the “Create New” 
button to create WSP letters 

 
3 Select the Financial year 

value 
 

4 Select the “WSP” value from 
the CRM Letter Grant Type 
dropdown list 

 

5 Select the Letter type that 
needs to be created 

 
6 Select the desired Letter 

Salutation 
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7 Complete the remaining 
free-text fields and save the 
created letter 

 
SDF Letters 

8 Click on the “Create New” 
button to create WSP letters 

 
9 Select the Financial year 

value 
 

10 Select the “WSP” value from 
the CRM Letter Grant Type 
dropdown list 

 

11 Select the Letter type that 
needs to be created 

 
12 Select the desired Letter 

Salutation 
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3.2 Query Reasons 
 This section deals with the creation of Query reasons. 

 

13 Complete the remaining 
free-text fields and save the 
created letter 

 

Steps Action Screenshot 

1 Click on Query Reasons  

 
2 Click on Add Query Reasons 

 

3 Select the Financial Year 
value and complete the 
remaining free-text fields. 
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3.3 Rejection Reasons 
 This section deals with the creation of Rejection reasons. 

 

 

3.4 Creating an Organisation 
 This section deals with the creation of Organisations. 

Steps Action Screenshot 

1 Click on Rejection Reasons  

 
2 Click on Add Rejection 

Reasons 
 

 
 

3 Select the Financial Year 
value and complete the 
remaining free-text fields. 

 

Steps Action Screenshot 

1 Click on Organisation  

 
2 Click on Create New  
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3.5 SDF Application Evaluation 
This section allows SASSETA users to evaluate SDF applications. 

3 Select the Financial Year 
value and complete the 
remaining free-text fields. 

 

Steps Action Screenshot 

 
View SDF personal details and Organisation Letter of Appointment 
1 Click on the Skills Menu tab 

 

2 Select SDF from the sub-tab 

 
3 Search for an SDF using one 

of the search criteria  

 
4 When the SDF record is 

returned, click on it until it 
is highlighted and select the 
Action icon 
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5 You can view the SDF 
Person Details. 

 
6 You can view the 

Organisation Details of the 
company they registered 
for. 

 
7 You can also view the 

uploaded Letter of 
Appointment by clicking on 
the hyperlink 

 
 
Accepting SDF Application 
8 Click on the Skills Menu tab 

 
9 Select Organisation from the 

sub-tab 

 
10 Search for an organisation 

using one of the search 
criteria 

 
11 When the organisation 

record is returned, click on it 
until it is highlighted and 
select the Action icon 
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12 On the Organisation sub-tab 
select Associate SDF to 
update the SDF’s status. 

 
13 Select the SDF you want to 

approve for that 
organisation and click on the 
Edit button 

 
14 Select the SDF Status and 

Role, then click Save 

 
15 The system will give you an 

option to either email a 
letter to the SDF or 
download it. 

 
16 The SDF Approval letter will 

be sent to the SDF 

SDF Approval 

Letter.msg  
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4 Register as an SDF 
This section allows SDF’s to register their profiles in the SASSETA Indicium system. 

Steps Action Screenshot 

Step 1: Applicant Details  

1 Click on Register as a new 
SDF hyperlink 

 

2 Select the profile you wish 
to register for 

 
3 Click on the Register button  

4 Complete the Applicant 
Details page  

 
5 Click the Save and Proceed 

button 
 

Step 1: Organisation Details  

6 When the Applicant Details 
page is completed, the SDF 
will have to link themselves 
to an Organisation on the 
Organisation Details page. 

 
7 Click on the search icon to 

search for an Organisation  
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5 Access to the system 
This section allows the SDF to login to the SASSETA Indicium system. 

Steps Action Screenshot 

1 Once SASSETA has 
reviewed the necessary 
information that was 
provided and all 
is in order, SASSETA will 
inform the SDF that they 
have been awarded access 
to the system and may 
start completing the 20/21 
Mandatory Grant Forms. 

 

8 Input the Organisation’s 
SDL Number 

 
9 Click on the Search button. 

The system will return the 
existing organisation.   

10 Select the organisation and 
click the Select button 

 
11 Click the Next button. 

A Letter of Appointment 
needs to be uploaded to 
complete the registration 
process 

 

 When the document is 
successfully uploaded click 
on Finalise Application 
button. 

 

12 The SDF will receive an 
Acknowledgment of Skills 
Development Facilitator 
Registration email with their 
login credentials attached. 

 

13 Please note that this does 
not mean that access onto 
the system has been given 
yet. The Skills Advisor at 
SASSETA will have to go 
through all details and then 
either approve or reject the 
registration. 
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2 The SDF will access the 
login page to enter their 
login credentials. 

 

SDF Dashboard 
3 The SDF Dashboard will 

display all the companies 
the SDF has registered for. 

 
4 Click on any row of 

Companies listed on the 
dashboard to access that 
specific organisation 
details. 

 

5 Click on the Action icon to 
open the organisation 
details 

 
 

6 Organisation Info page 
In this section the registered SDF needs to confirm the Organisation info on the Organisation 
Details page before accessing the Plan & Report tab. The system allows SDF’s to edit the data 
added. 

Steps Action Screenshot 

Edit Organisation Details 

1 Click on the Organisation 
Details tab  

2 Click the Edit button to 
complete the remaining 
Organisation details 

 
3 After completing the 

Organisation details, the 
SDF needs to confirm the 
details by ticking the  
“Confirm Organisation 
Details” checkbox 
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Create Organisation Contact persons 

4 Click on the Organisation 
Contact tab  

5 Select the Create button to 
create contact person 
details.  

6 Complete all the required 
fields and click on the Save 
button 

 
7 The saved records will 

display  

 
Complete Organisation Banking Details 

8 Click on Organisation Bank 
Details  

9 Complete all the required 
fields and tick on the 
“Confirm banking details 
updated” checkbox before 
saving the information. 
 
Note: It is compulsory to 
upload the Bank 
Confirmation Letter. The 
system will not allow you to 
submit your Mandatory 
Grant forms if the document 
if not uploaded.  

 
10 Click on the Save button 

 

Complete Organisation CFO Details 
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11 Click on Organisation CFO 
Details tab  

12 Click on the Edit button to 
complete the required fields 

 
Complete Training Committee details 

13 Click on the Training 
Committee tab   

14 Note: The Organisation 
requires more than 150 
Employees for the Training 
Committee details to be 
completed. 

 

 

Upload the required documents 
15 Click on the Document 

Uploads tab  
16 From the Documentation 

Type dropdown list, the SDF 
will select the document 
they want to upload. 
 
Click on the Add Document 
button  

 

17 Select the Browse button to 
upload a document saved on 
a computer.  

 
18 Click the Upload button  
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7 Completing Mandatory Grant Forms 
In this section the SDF will complete the MG forms under the Plan and Report tab 

Steps Action Screenshot 

1 Click on Plan and 
Report tab  

2 General Rules The following rules apply before creating the Plan and Report forms 
 

1 Organisation Details must be confirmed 

2 At least one person should be captured under Organisation Contact 

4 Banking details must be confirmed 

5 Training Committee (a minimum of 2 Employer representatives and 2 
Employee representatives must be captured as well as the SDF) for the 
current financial year (For Organisations that require more than 150 
Employees) 

 

3 Click on the Create 
Button to create the MG 
forms 

 
4 Click on the newly 

created Mandatory 
Grant record and select 
the View/Edit Plan and 
Report Forms button to 
proceed to the forms 

 
5 The System will prompt 

you to indicate whether 
this is your first-time 
mandatory grant 
application submission  

6 Click on the Save 
button to proceed to 
the forms  

7 If you select “Yes” you 
will be asked if you are 
sure this is your first-
time mandatory grant 
application submission. 
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7 The landing page will 
display the Planning 
Grant and 
Implementation Grant 
forms 

 

 
6 Click on the Select 

button to complete 
each form 

 

7 The compulsory forms are listed below per Organisation size 

Planning Grant 

# Form  Description Due Date  Compulsory 

1 A  Administrative Details 30/04/2020 Y 

2 B  Finance Details 30/04/2020 Y 

3 C1  Employment Summary 30/04/2020 Y 

4 C2 Employee Provincial Breakdown 30/04/2020 Y 

5 D1  Scarce Skills (Hard to fill vacancies) 30/04/2020 Y 

6 D2 Critical Skills (Top-up) 30/04/2020 Y 

7 E1 Strategic Objectives 
30/04/2020 Y – except for small and 

medium private companies 

8 E2 List the Training Priorities 30/04/2020 Y 

9 E3 Planned beneficiaries of training 30/04/2020 Y 

10 E4 
Planned Adult Education and 
Training 

30/04/2020 Y – except for Private 
companies 

11 F 
Planned Beneficiaries of Pivotal 
Training 

30/04/2020 Y  

     

Implementation Grant 
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7.1 Planning Grant 

7.1.1 Form A: Administrative Details 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

12 G1 Actual Training 

30/04/2020 Y 
 
*Only if the previous WSP 
was submitted. 
 

13 G2 Completed AET Programmes 30/04/2020 Y – for public companies 

14 G3 Expenditure of Training 30/04/2020 Y 

15 G4 Impact Assessment 
30/04/2020 Y – except for private 

companies 

16 H1 Actual Pivotal Training 

30/04/2020 Y  
 
System must check if form 
F (Planned Beneficiaries of 
Pivotal Training) of 
previous submission was 
completed 
 

17 H2 Expenditure of Pivotal Training 30/04/2020 Y 

18 I Variance Report 30/04/2020 Y 
 

Steps Action Screenshot 

1 Click on the Select 
button to open the form  

2 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form B: 
FinanceDetails. 
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7.1.2 Form B: Finance Details 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

 
3 Only when the record is 

saved successfully the 
Next Form button will 
be active. 

 

Steps Action Screenshot 

1 Note: Public entities 
must complete Section 
B: Training Budget. 
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2 Click the Save button to 

save your records 
successfully.  
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7.1.3 Form C1: Employment Summary 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
C2: Employee Provincial 
Breakdown 

 

2 Click on the magnifying 
glass icon to search for 
an OFO Occupation  

3 You may use one of the 
search criteria to search 
for the OFO 
Occupation: 

- OFO Code 
- OFO Description 

 
OR 
 
You may click on the 
Search button and the 
system will return all 
the latest OFO 
Occupations. 
 
Once you have 
identified the correct 
OFO Occupation, click 
on the record; the 
record will be 
highlighted, and lastly 
click on the Select 
button.  
 

 

4 The system will adopt 
your selected records 

 
5 Click on the magnifying 

glass icon to search for 
a Geographical area 
should you wish to 
update the record 

 

6 Populate only numeric 
values on each 
“Gender, population, 
disability status, and 
age group” field 

 
7 Click on the Add button 

to save the records  
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8 The Bulk Import 

functionality may be 
used to load data in 
bulks on an excel 
spreadsheet.  
 
Once the Bulk Import 
button is clicked, a 
‘Download Excel 
Template’ hyperlink will 
be available to generate 
the excel spreadsheet; 
and you may save it on 
your PC to complete it 
offline.  
 

 
 

 

9 You may edit over the 
existing records – 
they’re available for 
your ease of reference. 
 
Leave the cells on Zero 
“0” if there is nothing to 
report. 
 
 

 
10 To upload the 

completed excel 
template you must 
return to the Form and 
select the Bulk Import 
button.  
 
Click on the Choose file 
button to upload the 
template. 
 
Wait for the upload to 
highlight in green, and 
then select Import 

 

11 Ensure that the 
template is completed 
correctly, if not, the 
system will reject the 
uploaded template and 
return an exception 
report.  
 
Click on the hyperlink 
to download the 
exception report and 
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7.1.4 Form C2: Employee Provincial Breakdown 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

 

 

7.1.5 Form D1: Scarce Skills (Hard to fill vacancies) 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

read the Error 
Description to identify 
what needs to be 
rectified. 

 
12 Only when the record is 

saved successfully the 
Next Form button will 
be active. 

 

Steps Action Screenshot 

1 Note: The total in this 
section must correlate 
with the total in Form 
C1. 

 

2 First select the record 
you want to edit, then 
select the Edit button to 
update the form 

 
3 Populate the numeric 

values and select the 
Update button to save 
the records. 

 
12 Click the Next Form 

button to proceed to 
the next form – Form 
D1: Scarce Skills (Hard 
to fill vacancies) 

 

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
D2: Critical Skills (Top-
up) 
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7.1.6 Form D2: Critical Skills (Top-up) 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

2 If you have nothing to 
report on this form tick 
the ‘No Scarce Skills’ 
checkbox; however, the 
‘Reason for not having 
scarce skills’ field is 
required   

3 Else, if there is 
information to report, 
complete the required 
fields and click Add to 
save your records 
successfully.  

 
4 Click the Next Form 

button to proceed to 
the next form.  

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
E1:  Strategic 
Objectives 

 

2 If you have nothing to 
report on this form tick 
the ‘No Critical Skills’ 
checkbox; however, the 
‘Reason for not having 
critical skills’ field is 
required  
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7.1.7 Form E1: Strategic Objectives 
This form is compulsory, except for small and medium private companies.  

 

 

3 Else, if there is 
information to report, 
complete the required 
fields and click Add to 
save your records 
successfully.  

 
4 Click the Next Form 

button to proceed to 
the next form.  

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
E2: List the Training 
Priorities  

2 Complete the form by 
listing the strategic 
objectives 

 
3 Click the Save button to 

save your records 
successfully.  

 
4 Click the Next Form 

button to proceed to 
the next form.  
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7.1.8 Form E2: List the Training Priorities 
This form is compulsory for both Public and Private entities, and all organisation sizes.  

 

 

7.1.9 Form E3: Planned Beneficiaries of training 
This form is compulsory for both Public and Private entities, and all organisation sizes. 

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
E3: Planned 
Beneficiaries of training  

2 Complete the form by 
listing the training 
priorities 

 
3 Click the Save button to 

save your records 
successfully.  

 
4 Click the Next Form 

button to proceed to 
the next form.  

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
E4: Planned Adult 
Education and Training 

 

2 Select the Socio-
economic status value 
from the dropdown field 

 
3 Click on the magnifying 

glass icon to search for 
an OFO Occupation  
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4 You may use one of the 
search criteria to search 
for the OFO 
Occupation: 

- OFO Code 
- OFO Description 

 
OR 
 
You may click on the 
Search button and the 
system will return all 
the latest OFO 
Occupations. 
 
Once you have 
identified the correct 
OFO Occupation, click 
on the record; the 
record will be 
highlighted, and lastly 
click on the Select 
button.  
 

 

5 The system will adopt 
your selected records 

 
6 Click on the magnifying 

glass icon to search for 
Municipality should you 
wish to update the 
record 

 

7 Select the Type of 
Intervention value from 
the dropdown field 

 
8 Populate the Name of 

Intervention field 

 
9 Populate only numeric 

values on each 
“Gender, population, 
disability status, and 
age group” field 

 

10 Click on the Add button 
to save the records  
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8 The Bulk Import 
functionality may be 
used to load data in 
bulks on an excel 
spreadsheet.  
 
Once the Bulk Import 
button is clicked, a 
‘Download Excel 
Template’ hyperlink will 
be available to generate 
the excel spreadsheet; 
and you may save it on 
your PC to complete it 
offline.  
 

 
 

 

9 You may edit over the 
existing records – 
they’re available for 
your ease of reference. 
 
Leave the cells on Zero 
“0” if there is nothing to 
report. 
 
 

 
10 To upload the 

completed excel 
template you must 
return to the Form and 
select the Bulk Import 
button.  
 
Click on the Choose file 
button to upload the 
template. 
 
Wait for the upload to 
highlight in green, and 
then select Import 

 

11 Ensure that the 
template is completed 
correctly, if not, the 
system will reject the 
uploaded template and 
return an exception 
report.  
 
Click on the hyperlink 
to download the 
exception report and 
read the Error 
Description to identify 
what needs to be 
rectified. 
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7.1.10 Form E4: Planned Adult Education and Training 
This form is compulsory except for private companies.  

 

 

 

 

 

 

 

 
12 Only when the record is 

saved successfully the 
Next Form button will 
be active. 

 

Steps Action Screenshot 

1 You will be prompted to 
complete the form first 
before proceeding to 
the next form - Form 
E4: Planned Adult 
Education and Training 

 

2 Should there be nothing 
to report on this form 
tick the ‘Nothing to 
Report’ checkbox, and 
click Save 

 
3 First select the record 

you want to edit, then 
select the Edit button to 
update the form 

 
4 Populate the numeric 

values and select the 
Update button to save 
the records. 

 
5 Only when the record is 

saved successfully the 
Next Form button will 
be active. 
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7.1.11 Form F: Planned Beneficiaries of Pivotal Training 
This form requires Learning Programmes which are Professional, Vocational, Technical and 
Academic. E.g. NQF aligned or unit standard-based qualification. E.g. Artisan. It is optional for 
Companies with less than 50 employees and Compulsory for Companies with more than 50 
employees. 

Steps Action Screenshot 

1 Select the Socio-
economic status value 
from the dropdown field 

 
2 Click on the magnifying 

glass icon to search for 
the Occupation 
Category  

3 You may use one of the 
search criteria to search 
for the OFO 
Occupation: 

- OFO Code 
- OFO Description 

 
OR 
 
You may click on the 
Search button and the 
system will return all 
the latest OFO 
Occupations. 
 
Once you have 
identified the correct 
OFO Occupation, click 
on the record; the 
record will be 
highlighted, and lastly 
click on the Select 
button.  
 

 

4 The system will adopt 
your selected records 

 
5 Click on the magnifying 

glass icon to search for 
Municipality should you 
wish to update the 
record 
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6 Select the Type of 
Pivotal Programme 
value from the 
dropdown field 

 
7 Populate the Name of 

Pivotal Programme 
Intervention field  

8 Select the NQF value 
from the dropdown field 

 
9 Populate only numeric 

values on each 
“Gender, population, 
disability status, and 
age group” field 

 

10 Click on the Add button 
to save the records  

 
11 The Bulk Import 

functionality may be 
used to load data in 
bulks on an excel 
spreadsheet.  
 
Once the Bulk Import 
button is clicked, a 
‘Download Excel 
Template’ hyperlink will 
be available to generate 
the excel spreadsheet; 
and you may save it on 
your PC to complete it 
offline.  
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12 You may edit over the 
existing records – 
they’re available for 
your ease of reference. 
 
Leave the cells on Zero 
“0” if there is nothing to 
report. 
 
 

 
10 To upload the 

completed excel 
template you must 
return to the Form and 
select the Bulk Import 
button.  
 
Click on the Choose file 
button to upload the 
template. 
 
Wait for the upload to 
highlight in green, and 
then select Import 

 

11 Ensure that the 
template is completed 
correctly, if not, the 
system will reject the 
uploaded template and 
return an exception 
report.  
 
Click on the hyperlink 
to download the 
exception report and 
read the Error 
Description to identify 
what needs to be 
rectified. 

 
 
 

 
12 Only when the record is 

saved successfully the 
Next Form button will 
be active. 
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7.2 Implementation Grant 

7.2.1 Form G1: Actual Training 
This form is compulsory for both Public and Private entities, and all organisation sizes; however, 

only if the previous Mandatory Grant forms were submitted. 

Steps Action Screenshot 

1 Click on the Select 
button to open the form  

2 Select the Socio-
economic status value 
from the dropdown field 

 
3 Click on the magnifying 

glass icon to search for 
an OFO Occupation  

4 You may use one of the 
search criteria to search 
for the OFO 
Occupation: 

- OFO Code 
- OFO Description 

 
OR 
 
You may click on the 
Search button and the 
system will return all 
the latest OFO 
Occupations. 
 
Once you have 
identified the correct 
OFO Occupation, click 
on the record; the 
record will be 
highlighted, and lastly 
click on the Select 
button.  
 

 

5 The system will adopt 
your selected records 

 
6 Click on the magnifying 

glass icon to search for 
Municipality should you 
wish to update the 
record 
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7.2.2 Form G2: Completed AET Programmes 
This form is compulsory except for private companies.  

7 Select the Type of 
Intervention value from 
the dropdown field 

 
8 Populate the Name of 

Intervention field 

 
9 Populate the Name of 

Institution field 
 

10 Populate numeric 
values in the Completed 
field  

11 Populate numeric 
values in the Not 
Completed field  

12 This will be a required 
field if records are 
entered into the Not 
Completed field 

 

13 Populate only numeric 
values on each 
“Gender, population, 
disability status, and 
age group” field 

 

14 Click on the Add button 
to save the records  

15 The Import previous 
year’s data button may 
be used if there are no 
changes from the 
previous MG 
submissions 

 

Steps Action Screenshot 

1 Should there be nothing 
to report on this form 
tick the ‘Nothing to 
Report’ checkbox, and 
click Save 

 
2 First select the record 

you want to edit, then 
select the Edit button to 
update the form 
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7.2.3 Form G3: Expenditure of Training Budget 
This form is compulsory for both Public and Private entities, and all organisation sizes 

 

 

 

 

 

 

 

 

3 Populate the numeric 
values and select the 
Update button to save 
the records. 

 
4 Select the Next Form 

button to proceed to 
the next form  

Steps Action Screenshot 

Input the expenditure of training budget on the first section of the form 
1 Whichever Socio-

Economic status value 
was selected in Form 
G1, the available Actual 
Cost (ZAR) field will 
open.  

 
Input the expenditure of additional budget on the second section of the form 
1 Populate the Source 

field 
 

2 Populate the Amount 
field in the specified 
format  

3 Populate the Project 
field 

 
4 The Grand Total field 

will auto-populate the 
amounts entered   

5 Click the save button  

 
6 Select the Next Form 

button to proceed to 
the next form  
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7.2.4 Form G4: Impact Assessment 
This form is compulsory except for private companies. 

 

 

 

 

 

 

 

 

 

Steps Action Screenshot 

Select the available checkboxes  

 
1  

When “Other” checkbox 
is selected, a reason 
must be provided.  

 
2 Click the save button  

 
3 Select the Next Form 

button to proceed to 
the next form  
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7.2.5 Form H1: Actual Pivotal Training 
This form requires Learning Programmes which are professional, vocational, technical and 
academic. E.g. Formal qualification, Artisan. Optional for Companies less than 50 employees and 
Compulsory for Companies with more than 50 employees. 

Steps Action Screenshot 

1 Select the Socio-
economic status value 
from the dropdown field 

 
2 Click on the magnifying 

glass icon to search for 
the Occupation 
Category 

 

3 You may use one of the 
search criteria to search 
for the OFO 
Occupation: 

- OFO Code 
- OFO Description 

 
OR 
 
You may click on the 
Search button and the 
system will return all 
the latest OFO 
Occupations. 
 
Once you have 
identified the correct 
OFO Occupation, click 
on the record; the 
record will be 
highlighted, and lastly 
click on the Select 
button.  
 

 

4 The system will adopt 
your selected records 

 
5 Click on the magnifying 

glass icon to search for 
Municipality should you 
wish to update the 
record 
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6 Select the Type of 
Pivotal Programme 
Delivered value from 
the dropdown field 

 
7 Populate the Name of 

Pivotal Programme 
Delivered field 

 

8 Populate the Name of 
Institution field 

 
9 Indicate how many 

individuals have 
completed and/or not 
completed their 
training. 
If the Not Completed 
field is populated, the 
reason for non-
completion must be 
provided.  

 

10 Populate only numeric 
values on each 
“Gender, population, 
disability status, and 
age group” field 

 

11 Click on the Add button 
to save the records  

 
12 The Bulk Import 

functionality may be 
used to load data in 
bulks on an excel 
spreadsheet.  
 
Once the Bulk Import 
button is clicked, a 
‘Download Excel 
Template’ hyperlink will 
be available to generate 
the excel spreadsheet; 
and you may save it on 
your PC to complete it 
offline.  
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13 You may edit over the 
existing records – 
they’re available for 
your ease of reference. 
 
Leave the cells on Zero 
“0” if there is nothing to 
report. 
 
 

 
14 To upload the 

completed excel 
template you must 
return to the Form and 
select the Bulk Import 
button.  
 
Click on the Choose file 
button to upload the 
template. 
 
Wait for the upload to 
highlight in green, and 
then select Import 

 

15 Ensure that the 
template is completed 
correctly, if not, the 
system will reject the 
uploaded template and 
return an exception 
report.  
 
Click on the hyperlink 
to download the 
exception report and 
read the Error 
Description to identify 
what needs to be 
rectified. 

 
 
 

 
16 Only when the record is 

saved successfully the 
Next Form button will 
be active. 
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7.2.6 Form H2: Expenditure of Pivotal Training 
This form is compulsory for both Public and Private entities, and all organisation sizes 

 

 

 

 

 

 

 

 

 

 

 

 

 

Steps Action Screenshot 

Input the expenditure of pivotal training budget on the first section of the form 
1 Whichever Socio-

Economic status value 
that was selected in 
Form H1, the available 
Actual Cost (ZAR) field 
will open.  

 
Input the expenditure of additional budget on the second section of the form 
1 Populate the Source 

field 
 

2 Populate the Amount 
field in the specified 
format  

3 Populate the Project 
field 

 
4 The Grand Total field 

will auto-populate the 
amounts entered   

5 Click the save button  

 
6 Select the Next Form 

button to proceed to 
the next form  
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7.2.7 Form I: Variance report 
This form will display the comparison of individuals planned for training vs. individuals that have 
been trained per intervention for the financial year. 

If there is a variance between the two, a variance reason must be selected from the dropdown 
field. 

 

 

8 Submitting Mandatory Grant Forms 
In this section the SDF will submit the MG forms on the Mandatory Grant Application Forms main 

page.  

 

Screenshot 

 

 

Steps Action Screenshot 

1 When the last form is 
completed on either the 
Planning Grant or 
Implementation Grant 
section, the SDF may 
select Back to MGA 
Forms button 

 

2 Select the Submit MGA 
Forms button   

3 The system will check 
for compulsory forms 
whether they were 
completed or not 

 

4 The WSP/ATR status 
will be displayed   

 
5 The SDF will receive the 

Acknowledgment of 
WSP Submission email 
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9 Mandatory Grant Evaluation 
In this section allows SASSETA internal users to evaluate the company’s submitted Mandatory 

Grant Forms.  

Steps Action Screenshot 

1 Click on the Skills main 
tab 

 
2 Select Organisation 

from the sub-tab 

 
3 Search for an 

Organisation using one 
of the search criteria 

 
4 Click on the record that 

is returned and it will 
be highlighted.  

 
5 Click on the Action icon 

to open the company 
details 

 
6 Select Mandatory 

Grant Evaluation from 
the sub-tabs 
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7 Select the Financial 
Year that must be 
evaluated 

 
8 Indicate whether the 

company is Levy or -
Non-Levy Paying on the 
Radio button. 
 
Input comments in the 
Comments free-text 
field  

9 Complete the 
Evaluation checklist for 
uploaded documents. 
 
You may click on the 
hyperlink of each 
uploaded document to 
view the contents of the 
document. 

 



 
 

 
Page 46 of 47 

 

10 Complete the 
Evaluation checklist for 
ATR (Training 
Completed in year 
2019) 
 
You may click on the 
hyperlink of each form 
completed to view the 
contents of the forms. 

 
11 Complete the 

Evaluation checklist for 
WSP (Work Skills 
Planning in year 2020) 
 
You may click on the 
hyperlink of each form 
completed to view the 
contents of the forms. 

 

 
Status of WSP/ATR Submission 2020/2021 – Initial Evaluation 

 
12  

Dashboard status under WSP Plan and report must change to Query. 
Query e-mail to be sent to the designated recipients. 
All the information per form and document under the description for outstanding information must display 
on the letter. 
 
At the bottom of the letter, the overall comments under the initial evaluation must pull to the letter. 
 
The system is then to open the document upload tab only for 10 working days from the date of status 
change and then close. 
 
The query due date must then update on the dashboard 
 

 
 
When the submission is then again done – the query submission date must update. 
The submit button will be active. 

 
 
Status of WSP/ATR Submission 2020/2021 – Final Evaluation 

 
13 i. Final evaluation:  Approved 

 
Dashboard status under WSP Plan and report must change to Accepted. 
The status must then be updated in Great Plans. 
The system to generate the accepted letter as in skills maintenance setup (Refer to 3. Maintenance – 
Skills Maintenance) 
System should not allow any final evaluation until the initial evaluation – only when interim approval has 
been selected. 
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The evaluate button must grey out when this status has been selected. 
 

ii. Final evaluation:  Rejected 
 

Dashboard status under WSP Plan and report must change to Rejected 
All the information per form/document under the description for outstanding information must display on 
the letter. 
At the bottom of the letter, the overall comments under the final evaluation must pull to the letter. 
The evaluate button must grey out when this status has been selected. 

 


