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1 OVERVIEW

Microsoft Dynamics 365 for Employer Management is designed to define critical data,
providing users with a centralized point of reference for efficient management of service
requests, production activities, and overall operations.

Employer Data Management (SDL employer file)

Skills Development Facilitator Registration (SDF)

Mandatory Grant submission.

Inter-Seta Transfers

Organising Framework for Occupations (OFO)

Sector Skills Plan (SSP) Research

=
|

Apps provide a collection of functionalities for accomplishing a specific class of activity, such
as managing your accounts and contacts. Click on the Employer management App.
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. App Launcher: The App launcher makes opening and switching between your
apps easy by highlighting your recently used apps and providing quick access
to your recent online Office documents.

. Collapse/expand button: Select this to collapse the navigator to allow more

room for the main part of the page. If the navigator is already collapsed, select
this button to expand it again.
Home

Recent records: Expand this entry to view a list of records you were recently
using. Select a record here to open it. Select the push-pin icon next to a
record listed here to added to your favourites (pinned records).
Favourite records: Expand this entry to view and open your favourite (pinned)
records. Use the Recent records list to add records here. Select the remove-
pin icon next to a record listed here to remove it from this list.
Dashboard
Employer Details — Organisations information
SDF Contact -SDP information
SDF Registrations — applications request
. Bottom Navigation - Work-area selector: Open this menu to move to another
work area. The current work area is named here.
11. Working area
12. Search
13. Settings
14. Login user Provider
15. Share
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Action

Launch the internal system:
e Open any browser of your choosing.
e Insert the following URL into your browser:

e https://sasseta-imis-aut.crm4.dynamics.com/

Click enter.



https://sasseta-imis-aut.crm4.dynamics.com/
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Action

You will be prompted to sign in with your SASSETA account.

o C(Click the e-mail textbox.
e Type in your valid e-mail address
e Pressenter

Action

e Click the Password textbox.
e Type in your password.
e Click the Sign in button.
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Action

Application Is Running:

Note that the respective application icon appears in the browser tab if the application
is running.

e Click the Employer Management app.
e The Employer Management form will be opened.

NAVIGATION MENU

Change area
Dashboard

SDF Registration
Mandatory Grant
Inter-Seta Transfer
OFO

SSP Research

Settings

ﬁ SSP Research

Action

The image above displays the navigation bar or menu.

Users can utilize the menu bar to navigate through the various sections of
the module.

It's important to note that when a heading from the menu bar is selected, it
will display the sub-headings of the sections, facilitating easy navigation.

5 SECTOR SKILLS PLAN RESEARCH

5.1.1 UPLOADING THE RESEARCH DOCUMENT
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Dynamics 365

Employer Managernent

£} Refresh ) Vissalize this view 5] Emallalink | ~ @ Run Repont -
Active Research [T Edit columns

Document Na... *  Created By ~ Asgigned To ~ by Created On | ~
Q) tieo Misngen (Auailabie 1232024
c‘ Kodiseng Nonyasa (Dffling 14222024
2172024
Ve
12172024
212024

12072024

Action

Click on the Sector Skills Planning Research side navigation bar on the menu
bar.
Active Research view will be displayed as shown above.

Action

e Fill in the details and click save.
e Click the Upload button to upload a document.

Note: Multiple researchers can collaborate on a single document simultaneously.
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5.1.2 PROCESSING THE RESEARCH DOCUMENT

Desktop Research (20 Min)

Active for 20 minutes

+" Research details

captured Yes

~" Draft SSP Attached Yes

Mext Stage »

Action

Below is a business process flow which is used for Processing the Sector Skills Planning
Research Document.

Click on the Desktop Research on the process flow to start processing the
application.

Click on the Research details captured and select yes.

Click on the Draft SSP Attached and select yes.
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Assign Sector Skills Plan Research (SSP)

You have selected 1 Sector Skills Plan Research (55F).
To whom would you like to assign it?

Assign to User or team

User or team 2" Researchers = /O

Cancel

Action

Click the Assign button to notify the team of researchers who need to review the
document.

Select the Assign to textbox and select user or team.

Select the User or team textbox and select user or team.

Note: The assigned user or team will be notified, and this can be tracked on the timeline.

Qualitative Research (= 1 Min)

Auctive for less tham one minute

" Qualitative Research

Completed Yes

- Date 12172024

~" All inputs given from

Yes
focus groups

>
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Action

e C(Click on the Qualitative Research Completed and select yes.
e C(Click on the Date and select the date.
e C(Click on the All inputs given from focus groups and select yes.

'E:".:;, Chaeck A ccess Hd Process

O,

CTrunalitative Research (< 1T PWTir)

SActive for less thham omne miinute

~—" Cualitative Ressarch

Completad ves

" Date V201, 2024

~— Al inputs given from
focus groups

wWes

;e >

Assign Sector Skills Plan Research (SSP)

You hawve selected 1 Sector Skills Planm Research (55P).
To whorm would you like to assign it?

Assign to User or team

User or team Ao SSP Managers % P

Cancel
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Action

Click the Assign button to notify the team of managers who need to review the
document.

Select the Assign to textbox and select user or team.

Select the User or team textbox and select user or team.

Click Next to proceed to the Consultations Stage.

Note: The assigned user or team will be notified, and this can be tracked on the timeline.

Consultations (< 1 Min)

Active for less thamn one minuts

~" Consultation

Completed Yes

" Date 1/21/2024

( Mext Stage >

Action

e Click on the Consultation Completed and select yes.
e Click on the Date select the date.
e Click Next to proceed to the Review stage.
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Active for 17 minutes

~" Rewview Completed Yes
~" CEQ Review Yes

~" Status Draft

~" Date 1/21/2024

< I

Action

Click the Review Completed and select Yes.
Click on the CEO Review and select yes.

Click on status and select the status.

Click on Date and select the Date.

Click Finish to proceed to complete the process.
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6 CONTACT INFORMATION

6.1.1 EMPLOYER DETAILS

Dynamics 365 Employer Mana

= 4 & Show Chant <+ New  [i] Delote { Refrash W thisview 03 Emal o Lin B Flow [ Run Repert
& Hom,
p Account - Employers [ Editcolumns 7" Edit Bers
) Recent

B pined Emplayers ~ SDL Nurmber Possible SDL Mumbser © Employer Type ~ SDF Primary contsct *
Fiew

L200Ta0182 LAOTEaET Development Enterpriss NGO Langa Senith
L54Ta9314 Education and Training
B soF 5 Miszi Security Guarding Son  LIG0772659 760772656 Education and Training
D¢ Applications Law Society Of South Al LAGOT1 1647 L4507 11652 Emypsboyer
B SDF Registrations SABELWE TRADING ENTERPI  L1G0B3IT118 Education and Training
12507430951 250743096 Empiloyer
SOLTBS5656
X-111110008 LO746728005 Education
LE30TAS2M
LS00TT5350 L30077535 Education

or 320720523 1320720528 Education

[ o Traervireg Instiout  LASOTE2105 LE50782105 Development Enterprise NGO
"- SDF Reghtration & 1260t 26

Step Action

1. SASSETA Receives employer list from SARS Monthly
Administrator loads the list of the system.

Click on the SDF registration on the menu bar and all the headings and the sub-
headings will display.

Click the Employers side navigation bar under contacts.

Employers view will be displayed.
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Organization Information

Employer * (3 Mifexi Security Guarding Services Cc

P First Name
Levy Type Levy Paying

EDL Mumnbar * LTEOTT2659 Sumame * Mzizi
Possigle SDL Number  L7GOTT2658 Celiphone Mumber  * 0128493379

Emplayer Type Email * mzizi@gmailcom

Number of Employess Designation * o

Organication

Registration Number Telephone number 0128493379
Type

Organisation Fax Number 0123659874
Registration Numbsr
Lavy Numbar \760772659 Training Budget
5 SRS Nurnber 9BTASEI2TAT

Total Personnel
Budget RO,874,685454
S1104 - NLA NATIONAL INTELLIGENCE AGENCY N
One Percent{3) of the
Personnel Training R4, 785,145
Budgst

Chambers Legal Activities

Legal Status Sole Proprietor
Total Planned Training
Darnarship Parastatal Budgst

Company/Crganizatio Additional Funding

Large (150 or larger) Planned R25,874,126

n Size

Accaunt Holckr

£ Bank tama

£ Account Tyes

B Aceount Number

£ Sranch Mame
inch Codle

]
Demals

Organisation Comact Details

Niww Orgasisation Co_ B add Evating Ongasisa.
] Firss Name ° - r Calt Phone Number

Fiacene

Grganisaticn Training Cammites

Ml Qrgaciation Traé O Aatesn " Fow

Coll Phone Numibar ~
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Primary SDF

SDF Primary contact

Secondary SDF

-+ New Contact

Registration T... ~ Created ... ~ Created ... ~

Documents

All SharePoint Document +  New T Upload

Modified ~ Modified by ¥ Created On Share

No data available

Action

e Select any record and the employer details will be displayed.
e The above image is how the record will be displayed.
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o Sekani Holdings

SANDBOX

Sekani Holdings Unphoyer

Account
Summary  Related

S4P Remmaech

) & oryca A i 3 fostal A B3 Johwrmesturg Me.
B o

Dashbosed

Gasteng

SOF Appicanons

B SOF Aegamations

WSP/ATR Submission

50 Laver Midennd 1682

©
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Action

e The account form will be integrated with the system the system.
Note: Fields with a lock-like key are automatically populated

e This is how a form will be displayed once integrated with the system.

6.1.2 SDF CONTACT

Dynamics 365 Employer Management

B Show Chart New B Dedote
Active SDF Contract Informations
National 1D No (SOF Cont... ¥ SOF Contact
9604070859081
860

£4010

Action

e Click SDF Contacts side navigation bar.
e The SDF Contact information view will be displayed.

Note: These are contacts that will be generated from the portal when an SDF
applies to become an SDF.
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New SDF Details
General  Related
seination
[ Wiureng Hey
T intermel S0F
Frimary
Matric

NOF Ll 4 (Bqubesient b Geacke 12 or $TD 1)

OFD Appilkcations

| T

Step Action

2. e Click on any of the records.
e The information populated from the portal form will be displayed.
e The above image is how a form will be displayed once filled in from the portal.
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7 SDF REGISTRATIONS

7.1.1 SDF REGISTRATION

Breatiie it | eretoret Heore & Somch SANDBOX oy thenowlos

= 5 Show Chat. -+ Mew  [i] Delete .} Refrach 1 5 Email a Link 2 Pow ] fun Repon

G Home Active SDF Registrations O3 Edit columns

) Racart
Reference ..~ SDL Number [Employer Name) - Empleoyer Nanme Registration Status ~ Full Name [SDF Contact) ~ Created On L~

& Pinned
Contacts SOF-149 LS00775350 Phungula Incorpoates Declined Moo Mlangen Neo Mlange 2282004
@ Employers SOF-148 1630745224 Blue Security Query Langa Smith godiseng .. 2/28/2024
R SDF Contacts |550749662 rica Rensasance Securi  Pending KIGANYA MOTSUENYANE qodiseng 282024
L9071 1647 L J Pending MNeo Misngemn g g 21572024
L200708818 Tk nTn  Appeoved Poeo Miangend Ingrid Modi..  2F15/2024
1190837118 SABELWE TRADING ENT  Approved Muneng SF Portals-Sta... 232024
L7A5555000 imited Groug: Subrritted Langa Smith Poetols-Sea..  2M12/2004
LT45555000 ) o Approved Langa Smith # Poetals-Sta . 2122004
200769182 Regal Arcadia Subimitted Linga Smith # Portals-Stn.,  2M12/2004

L6307T45224 Blye Security & # Poetals-Sra . 222004

£
g

XAT1110008 2N2720204

LE50749669 # 3 Rendasance Secur Submitted # Portale-Sta..  2M2/2004

I SDF Registration =

Step Action

1. e Click SDF Registrations side navigation bar.
e The SDF Registrations view will be displayed.

Action

e Click on one of the SDF registrations to open it.

e Displayed image above is what the SDF registration information will look like.
This information is populated from the portal.

Note: On the right is a timeline that keeps tracks of all the notifications.

20| Page
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7.1.2 PROCESSING THE REGISTRATION DOCUMENT

For office use only

Evaluation complete Yes

Registration Status Approved

A Status Date 3/6/2024

Action

Below is a business process flow which is used for accepting or declining SDF
Registrations.

NB: As an Owner (you are automatically assigned to the record when you start working
onit)
e Click on the textbox next to Evaluation Complete and select Yes once you’'ve
verified the information on the SDF registration.
Click on the textbox next to Registration Status and select the registration
status.
The date will be automatically locked once an Administrator selects the
registration status.
e The date will be displayed as ddmmyyyy.
Note: All e-mails going out and in is tracked on the timeline
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8 INTER- SETA TRANSFERS

8.1.1 TRANSFER TO SASSETA

Dynamics 365 | Emplon 53 Search

= & [ Show Chart  + New [ Delete ) Refresh | Visualize this view %) Ernail a Link
@ Home r iy -

Active Inter SETA Transfers TE i 7 Editfiers | Filter by keywond
) Recent

£ 0 SOL mumber Trading Name ~ Status ~ . Created On | ~
e

nter SETA Transfes LI5B963147 Talerite PTY Submitted o M i 3/5/2024
L54T89314 Sakani Holdings Submitted podiseng Momyana 30472024
B fransfer 10 anather S 5T-1081 19586745859 testing Submitted gudizeng Nanyana ETrTrar]
195B6 745859 Testing Submatted # Portals-Stakehaldes Por. 322024
L95RET 45859 e Subamatted Fortals-Sakoholder Por. /22024
0123456789 DINED D PTY Submitted # Port ehalder Por 3722024
L0123456780 o Submitted # Porta Ll sldes Por . 3/2/2024
154789314 Lalente PTY Submitted # Portals-Stakoholder Por_ - 272372024

121 okay Subratted w sl Sekbwela 2RWH24

[-ml«-smmnﬁ« = I

Step Action

1. e Click the Transfer to SASSETA side navigation bar under Inter-SETA transfers.

e Active Inter SETA Transfers view will be displayed as shown above.

Emplayer's Details

Create Temporary

Trading Name
soL?

Core business of the
company/legal entity

SOL number T 1258963147
S Cade * & justice
Contact Person * Al Neo Miangeni
Telephone number T 0126587496

Email Address talente@gmail.com
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BOF Feedback

6} SDF Comments

Please attach company prefile and motivational letter

+ MNew~ T Upload
Mame ~ Path T ~ Madified ~ Modified by ~ Created On SharePoint ~
B ID Copy.pdi IST-1035_8BC1EACCA2BTEEL... 1/20/2024 12:59 PM SharePoint App 1/20/2024 1259 PM

B Qualifications_pdf

IST-1035_8BCTEACCA2BTEET... 1/20/2024 12:59 PM SharePoint App 1/20/2024 12:55 FM

Step Action

2. °

Click on any of the records.

This is how the information from the portal will be populated as shown above.

8.1.2 PROCESSING OF THE INTER-SETA TRASNFERS

Create Temporary
SDL?

O]

Receive Request (21 Hrs)

Active for 21 hours

~" Received Date 3/5/2024

~ Verified Application Yes

Mext Stage >
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Action

Below is a business process flow which is used for approving the Inter SETA Transfer.

Note that when you select yes on the Create Temporary SDL number this
automatically creates an employer for the SDF to proceed with other functions
on the web portal.

Click on the Receive Request on the process flow to start processing the
application.

The Received Date is automatically locked since it’s the day the application was
received.

Click on the textbox next to Verified Application and select yes.

Click Next to proceed to the approval stage.

Note: Owner should automatically be populated.
NB: The process is the same as the Transfer Out of SASSETA

e You cannot proceed to the next stage if application is set to ‘No’.

.[IApprnval (< 1 Min) ]

Active for less than one minute

" Status ’ Approved

& Date 1/23/2024

< I

Action

e Click on Status and select the Status of the Transfer.
e Click the finish button to save the record.

Note: The date will be automatically locked after the status is selected.
e The timeline keeps track of all communication.
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9 REQUEST OFO

9.1.1 OFO REQUESTS

Dynamics 365 En 9 P Zaprch

B showChat -+ New B Delete | (@) bl Wisualize thisview T Emasd a Link Flow @ Run Report H 12 Share
fome OFO Requests - 2 Editcolumns 'V Edifitecs | Filter by kmpworc
Recent
Fimiad SOL Number ([Employer) ~ HNarne (Employer) ~ Acton Requested = iy Owmer Croated Om L~
0FO Applications X-111110017 Sekan Holdings Add new ocougation @ rocdiserg oy 35/204

1200708818 T B H Adrministration Truss Atkd ew ocougation @ crorequea e, Ta/2024
i Search OFQ 200708818 T & H Adrministration Trust Add rvéw actupation dany_ 3442024
LTRS555000 Urdimited Groups Add new acoupation R 322024
L200TRa182 Feqal Arcadia Add now ocoupation OFC Request Te.. 2/29/2024
L783555000 Undimited Geoups Change ccaupation Portal-Suakeh. . 2/29/2004
17 Sekani Holdings Add new accupation Rasobved 24152024

Lo00TTS350 Phungula Incorpoarted Add new ocoupation Fasohed Meo Meangen. 2147024

LT6OTT2659 Mz Security Guarding Ser Add rew ocoupation Resohed o brusin Manye 2/5/2004

L200708818 T & H Adrrinistration Trust Change cooupation Subwnitted 1o . Huth Molete 13072024

L230732549 Vesta Villas Security Cc Add new ocougation Submutted to . ’ MEanper 1/2370024

< 9 Mathama Mays investmet Change acoupation Rasahod Moo MRanpei 12312024

o | —

Action

e Click the Request OFO side navigation bar under OFO Applications
e OFO Requests view will be displayed as shown below.

Reqguesting User™

Langa Sbu

Reqguesting Organisatiomn™

E madhliopa and Thenga Incorporated

Action Reguested™

Add mew ococupation

Job Title

Developer

O ccupation code to be mowved, deleted or changed

Unit Group MNumber to be removed or added
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Mame of ococupation to be added or new title or where change in alternative titles is required

Description of occupation to be added or changed

Creating Systems

Specialisation

Software Development

Alternative title

Coder

Motivation

A unique developer

Action

e Click on any of the records to view the OFO request details.
e The OFO request from the portal will be displayed as shown below.

9.1.2 PROCESSING OF OFO REQUESTS

Receive Request (20 Hrs)

Active for 20 hours

" OFO Code Identified? Yes

Next Stage >

Action

Below is a business process flow which is used for approving the Inter SETA
Transfer.

e C(lick on the Receive Request on the process flow to start processing the
application.

e Click on the OFO Code Identified and select yes once you have identified
the OFO code.

26 | Page
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e Click Next to proceed to the Close Request stage.

Note: All communication will be tracked on the timeline and the owner will
automatically be populated once an Administrator starts working on the record.

L
Close Request (< 1 Min)

Active for less than one minute

~" Status Resolved

-~ Date 1/22/2024

< I

Action

e Click on the textbox next to Status and select your Status.
e Click finish to complete the request.

Note: The date will be automatically populated once the status is selected.

9.1.3 SEARCH OFO

|<] < Find | Next

Major Groups

Code Description

2021- MANAGERS

2021- PROFESSIONALS

2021 TECHNICIANS AND ASSOCIATE PROFESSIONALS

2021 CLERICAL SUPPORT WORKERS

2021- SERVICE AND SALES WORKERS

2021 SKILLED AGRICULTURAL, FORESTRY, FISHERY, CRAFT AND RELATED TRADES WORKERS
2021- PLANT AND MACHINE OPERATORS AND ASSEMBLERS

2021 ELEMENTARY QCCUPATIONS

=T N T N VORI
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Action

e Click the Search OFO side navigation bar under OFO Applications.
e You will be redirected to the list of OFO codes.
e Click on the search textbox to find codes for the SDF.

9.1.4 PROCESS WHEN OFO IS NOT IDENTIFIED

— |

Receive Request {20 Hrs)

Aoctive for 20 hours

OFO Code Identified? Mo |~

MNMext Stage >

Step Action

1. Below is a business process flow which is used for approving the Inter SETA
Transfer.

Click on the Receive Request on the process flow to start processing the
application.

Click on the OFO Code Identified and select no.

Click Next to proceed to the Close Request stage.

Note: All communication will be tracked on the timeline.
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Export to PDF Hd Process ~~

A, Assign
22> Flow
5 Word Templates

Run Report

< Back

Run on Selected Records

ol

Request OFO

Action

e Click on the Run Report on the top right navigation bar.
e Select the report and press enter.
e Click on the textbox next to Status and select your Status.

Note: The date will be automatically populated once the status is selected.
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SAFETY AND SECURITY _
SECTOR EDUCATION AND TRAINING AU1

PomgrPomnt

Action requested by | Occupation Code | Un f Occupation to be
SETA Acrobat F0¥) fie wed/deleted/amended

Add new occupation THY Rl

MKTUIL s i)

C5¥ (omma deimted)

AHAL Bl with ety

D T

Action

e Click on the Save button.
e Click Excel
e The request will be automatically downloaded on your machine.

Q, Check Access Export to PDF 8d Process I @ Activity

e A int t
1/22/2024 # Portals-Stakehd HEnmen

Created On Owner

®

Close Request (5 Min)

=1 Email 2

Phone Call

Task

Alert Subscription
Booking Alert

[B ErrorDetails (8).txt .
Customer Voice alert

Invite Redemption

Portal Comment

SN
=
El
El
@&
=l
=

Session

Timeline

O Search timeline

Action

e C(lick on the + button from the e-mail header.
e Select Email
e The request will be automatically downloaded on your machine.
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- o B osend B Save @ SavedCose (D Refresh @ CheckAccess || Attach Flle [y Insert Template | ~  GF InsertSignature  Bd Process : 1= Shard

OFO Request - Lnsawed Mormal -~ Draft Nea Mlangeni
Email - Email ~ Priority Due Status Reason Crwmigr
Email  Related

@ nea Miangeni (Available) Attachment [}

Request OFD.xlsx
To ® pHeToHer 1 @ No
131123
- 1-1ot1
Bec

Subgect

Action

Select the DHET email.

Type in your subject

Click on attach file button.

Note that the attachment will be displayed under the attachment header.
Type in your description

Click the send button to send the e-mail

—
Close Request (< 1 Min)

Active for less than one minute -

~" Status

Submitted to D | S

--Select--
& Date Submitted to DHET
In Progress
=iy Resolved
Capturing
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Action

e Click on the textbox next to Status and click the Submitted to DHET status.
e Click the save button to save the record.

Note: The date will be automatically populated once the status is selected.

10 MANDATORY GRANTS APPLICATIONS

10.1.1 MANDATORY GRANTS APPLICATIONS

i Dynamics 365

Submitted WSP/ ATR

N & RefNov  SubmissionWind_. ~  SOLNumber (Employ.. ~ MName (Employ.. ~ SDFCont. ~  Company/Organization Size (Empl.. *  Practitio._ v
WSP/ATR Submission MG-99 01 Apl 201 Marc 1500775350 Phergula Incorp Neo Miange Smal (0-49) @ reon
X-111110017 Sekani Holdings Neo Miange Large (150 or kxrger)
1200769182 Regal Arcadia INGa St Smaoll (0-49)
12507430951 Sekani Holdings Niureng SF Large (150 or larger)
1190837118 SABELWETRADI..  Nkuneng SF Medium (50-149)
1150837118 SABELWE TRAD!, Phils Medium (50-149)

L750793562 KNO SECURITY A sel Seihwels  Large (150 or larger)

1550749665 Africa Reniasance. BV M Medium (50-149}

Action

NB: Once an SDF has been approved, they can apply for mandatory grants.
e Click Mandatory grants on the side navigation bar.
e The Submitted WSP/ATR view will be displayed.

B €1 €2 D1 D2 E1 E2 E3 E4 F G1 G2 GI G4 H1 H2 | Documents  Evaluation Checklist  Verification Toal Extensicn{s) Related -

Action

Open one of the submitted records.

Displayed above are the different forms that the internal team can use to
display the different forms.

A click on any of the headings will redirect to the specific form.
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Summary

Trading Name

B skill Development
Facilitator

& Extension Date

Submission Windaw.

B Trading Name

B Physical Code

Administrative Organization Details

Phungula Incorpoarted

A Neo Miangeni

o

B o April 2022 - 31 March 2..,

Financial Detaifs
Phungula Incorpoarted £ 501 Number

1682 £ Bank Name

Summary Extension(s)

8 Physical Code

o) Physical Address Line
1

B Physical Address Line
2

8 Physical Address Line
3

8 Physical Municipality
8 Physical Urban/Rural
a Physical Province

& Postal Code

& Postal Address Line 1
& Postal Address Line 2

B Postal Address Line 3

& Postal Address Line 3
& Postal Municipality

8 Postal Province

@ ©

Receive MG Evaluation (21 Hrs)

Documents  Timeline Related

1682 & Bank Name
50th Lever, Noordwyk, Midrand A Account Holder
B Account Type
Midrand
8 Branch Name
8 Other Bank
Johanpesbucg Matro B Finance Approval Date
Urban
Gauteng
1682
50th Lever, Noordwyk, Midrand

Midrand

Johannesburg Metro

Gauteng

ABSA Bank Limited

M Mokatse

Credit

Arcadia

none

12/4/2023

8 Postal Address Line 3
5 Postal Municipality

& Postal Province

For Manager only
a8 Manager

A status Approval
] Approval Date

& Comment

Johannesburg Metro

Gauteng
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Action

Displayed above is the information summary.

The form populated from the portal will be displayed with all the different tabs.
Note that the Summary, WSP and ATR will be populated from the populated
from the portal.

i Dynamics365 | Emplo ent 5 search SANDBOX newe @D ¢

B o BEswe & Save&Close New [ Deactvate [ Delete () Refresh €% Check Access
2 Home
[5) Recent s
MG-136 - saved MG-136  4/5/2024  Submitted ¥ Portals-Stakeholder Portal
Refho | CreamdCn  Swms

k> Finned Mandatory Grant Ovrar

WSP/ATR Submission WSP Process 7 O] O (@)
Active for 17 days Receive MG (17 D) Evaluation Appioval

B Mandatory Grants
Summary A B €1 C2 D1 D2 E1 E2 E3 E4 F GI G2 G G4 HI H2 | Douments Evaluation Checklist Verification Tool  Extension(s) Related
B Extension of WSP/A L =

Employment Summary New Employment Su B Add Existing Employm.

[0 OFOCod. ~ Occupation v Municipality Affican ...~ Africa.. ~  African..~ Coloure..» Colour..v Colour.. ¥ India..~ India.~ India..~ Wh.~ Wh. v

0

Whia M Weie Famale  White Dicabled  Aga Group-LessthandS  Ago Group 31580 Age Greus -Grasier han 55

) [ 0 20 o o

Employment Summary Checklist

Comments

Action

Click on the C1 tab and the form will be populated from the portal as per the
images above.

Click on the different tabs to view other information like the provincial
breakdown, scarce skills, etc.

Note that you can evaluate as you go along the different forms under the
checklist.

You can put comments and select the record status.
Note that from C1 to F are the WSP forms
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Dynamics 365

Iy Home
W MG-135

> Pinned Mandstory Grant

WSP/ATR Submission

B Mandatory Grants
Extension of WSR/ATR

Summary A

Actual Training

[]  OFO Code (Occupati... v

2 Search

&' Save & Close New [3 Desctvate [ Delete

Receive MG (17 D)

B €1 C2 D1 D2 E1 E2 E3 B4 F 61 G2 G3 G4 H1 H2 |

Occupati ©  Type Of Interven... ~

Skills Pragramme

Narme Of Intervent... =

ERATED DEVE

e

O Refresh Q Check Access @ BrporttoPOF - BJ Proce

Documents  Evaluation Checklist  Verification Tool  Extensionis)

L. TUT

Mame of Institu...

SANDBOX. tevic @

R, asign 2 Flow & Word Templates

MG-135  4/5/2024

Faf N Crested O Status

@]

Approval

IMIS Dynamics 365

Related

t New Actus| Training 0 Refresh o Flow

Complet.. ~ Mot Comple.. ~  Reason for Non Campl

Still in Progress

Actual Training Checklist

Actual Trsiming in ordsr?

Comments

Werified

Step

Action

4.

Click on the G1 tab and the form will be populated from the portal as per the

images above.

Click on the different tabs to view other information like actual pivotal training,
abet completed, expenditure of training budget etc.
Note that you can evaluate as you go along the different forms under the

checklist.

You can put comments and select the record status.

Note that G1 till | are the ATR forms.

MG-136 - saved
Mandatory Grant

Summary A B 1z D

Name [Document Type) -
Proct of Trainng

Authonzation Page

Training Committes Minutes

Receive MG 17 D}

Dz E1 E2 E3I E4 F Gl Gz GI o4 H1

Is Required? ~

Evalustion

Documents  Evaluation Checklist

Document Attached?

verlfication Tool

MG-135

Ref Ho

41572024

Submitted | # Portals-5
Coeated Or 0

Status
Appraval

Extensioniz)  Related

+ MNewMandstory Grant.. 1 Add Esisting Mandato..

Werfied? ~

Mandatary Grant Application Documents

General  Related ~

Diocument Type

New Mandatory Grant Application Decuments - saved

Intarmation

Path T~ Madified ~

_FASTFOA225F3EC1 1904800003 ABTSES. . 472272024 2:56 PM

Modified by

Heo Miangeni

T Upload [ Document Location
Created On SharePoint

A/22/2024 2:56 PM
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(U
i

Action

Click on the documents tab and the form will be populated from the portal as
per the images above.

Click on each document to open it.

Note that when you click on each document, it will redirect you to the specific
document section as displayed above.

You can click on the document to view it and select yes from the verified
options.

Click save once done and move on to the next document and apply the same
steps.

10.1.2 PROCESSING OF MANDATORY GRANT APPLICATIONS

\

Receive MG

Completed =

v/ Send
acknowledgement
letter to applicant?

'/ Verified Application Yes

Set Active
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Dynamics 365 P Search

Employer Management

¢« B o Hsave @& Save&Close -+ New [ Deactivate

MG-55 - saved

(O Recent Mandatory Grant - Information Summary

[l Delete

() Refresh  Q Check Access

L)

B Export to PDF

MG-55  2/13/2024
ef No Created O

Ba Process

SANDBOX  termwicok @

1# Share

Query

Status

Kgodiseng Nonyana

Practitioner

5> Pinned
Receive MG
WSP/ATR Submission

Documents  Timeline Related

Summary  Extension(s)

®
Evaluation (26 D)

Approval

4

E Mandatory Grants

7 Extension of WSP/ATR {Timeline
arch timeline

Z Enteranote

Recent

Modified on: 3/6/202:

51 Email from: 2 IMIS Dynamics 365 Closed

View more

53 Email from:
CRM:0211438

A IMIS Dynamics 365 Closed

View more

Mandatory Grant £

MG-55: Action Required: Review Comments on Mandatory Grant Application CRM0211523
Dear Niuneng SF Congratulations! Your Mandatary Grant application has been approved. Further communication will be sent to you by the Skill Planning and Research team, Yours sincere..

>IG

Dear Israel Sekhwela You have been assigned a new mandatory grants record. Kindly take prompt action on the associated items. Click here. Kind Regards, CRM Admin

Step Action

Mandatory Grants.

application.

and select yes.

working on it.

Practitioners receive the MG and evaluate it.
Click on the Receive MG on the process flow to start processing the

Note: When an MG is received, it can be tracked on the timeline.
e The practitioner is automatically assigned the record when they start

Click on the textbox next to Verified Application and select yes.
Click the next button to proceed to the Evaluation stage.

1. Below is a business process flow which is used for accepting or declining

Click on the textbox next to Send Acknowledgement letter to applicant

V'

Receive MG

Employment Summary  Employee Provincial Breakdown  Scarce Skills  Critical Skills

Evaluation Checklist for WSP

A: Administrative

Details

B: Finance Details

C1: Employment

Summary

C2: Employes

Prowincial Breakdown o

W
Evaluation (21D

Beneficiaries Planned Training Pivo...

Comments

Comments

Comments

Comments

Evaluation Checklist

Approval
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MG-55 - saved MG-55  2/13/2024

Mandatory Grant - ATR Information
fo)
& © O
Receive MG Evaluation (21D) Approval

Actual Training  Actual Pivotal Training ~ ABET Completed  Expenditure Training Budget  Impact Assessment  Evaluation Checklist

Evaluation Checklist for ATR

G1: Actual Training Comments

Ge: Completed AET

Programmes
Comments

G3: Expenditure of

Training Budget

G4: Impact
Assessment

Click on the Evaluation Checklist tab.

The form will automatically update as you navigate do a checklist on the
different forms for ATR and WSP

The above image displayed is how the form will be once populated.

Click on the Verification Tool tab.

Complete the form.

Above is how the form will be displayed once populated.

Once done with populating the form, you may proceed to the Evaluation stage.
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’.‘
u
Evaluation (21 D)

Active for 21 days

~ Evaluation Date 3/6/2024
~ Status Query

~” Send Comments Yes

~” Evaluation

Completed? Yo

~” Assign to Manager for

approval @ Kgod X A

< Next Stage >

Action

Click on the textbox next to Evaluation Date and select the date when you'll be
evaluating the application.

The date will be displayed as ddmmyyyy.

Click on the textbox next to Status and select a status.

Click on the textbox next to Send Comments and select a status.

Click on the textbox next to Evaluation Completed and select yes.

Click on the textbox next to Assign to Manager for Approval and assign a
manager only if the record is not in query.

Click the next button to proceed to the Approval stage.

: The Evaluation by textbox is automatically populated from the previous stage.
When the selected status is query, all the comments on the summary checklist
are sent with the e-mail.

The practitioner can assign the administrator to follow up with the SDF when
the Status is in query.

Action

e Click on the textbox next to Status and select a status.
e Click the Finish button to proceed to complete the approval.

Note: The Manager is automatically populated from the previous stage.
e Once the approval is done, it will be automatically populated under the
summary tab under the heading ‘For Manager Only’.
e All the notifications will be tracked on the timeline.
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Approval
Inactive B2 X

" Manager - @o Kgodiseng Nony

" Status Appmved

For Manager only

& Manager

@ Kgodiseng Nonyana (Offline)

& Status Approval Approved

&) Approval Date 1/16/2024

& Comment TESTING

Action

e Click on the textbox next to Status and select a status.
e Click the Finish button to proceed to complete the approval.

Note: The Manager is automatically populated from the previous stage.

e Once the approval is done, it will be automatically populated under the
summary tab under the heading ‘For Manager Only’.
e All the notifications will be tracked on the timeline.

If the Application is in Query then follow the following steps:

Step Action

1. e Repeat step 1till 5 but don’t select the assign to manager for approval.
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@
SIOMRTH

sarery Wsecomire

Private Organization

O Search views

All Mandatory Grants
Capturing Mandatory Grants
~ Private Organization
Public Crganization
Submitted W5P/ ATR
& Set as default view
) Reset default view

& Manage and share views

Action

e Select the Private organization/Public Organization as displayed above.

Private Organization - T Edit calumns

Ref Na Subrmission Windaw. - SDL Humber [Employers) - Hame [Employers] - SDF Cantact - Camp
12507430957 Sekani Hoidings Niunzng 5F Large (150 ar larger)
H-111110008 Heo M FTY LTD Taha famal Medium (50-1451

T Filber by

X-111110008 Meo M FTY LTD Taha Jamal Medium (50-149) [ TR T ———

01 April 2022 - 31 Mare.. 1200708812 T A H Administian Lzr (150 a0 arger) @ tioo Misngen:  Deciined

1 Al 2022 - 31 Mare.,  X-111110017 Sekani Hedings Large (150 o larger) Creaied

01 April 2022 - 31 Mare.. 12507430957 Sekani Foiding: Niuring SF Large (150 o larger) Createdt

D1 April 2023 — 31 Mar: L190837118 SABELWE TRADING E srael Sekisla Medium (50-143) @ Egodiseng M. Dedlinad

[ April 2022 - 31 Masc... LS50749669 Africa Reriasance Sec... magey, gew: Medium (50-149)
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Status ~ Created On | ~

Filter by

| Equals

| Query 2

|~ NS¢

ol

sarery Wsecomire

Action

Note that all the private organizations/public organizations will be displayed
under this view depending on what you have selected.

Click on filter by under the status column.
Select equals and select query.
Click on the apply button.

Private Organization * -

[l RefNo- Submission Window. ~ SOL Number {Employers) ~ Hame (Employers) ~ SDF Contact ~ Company, O

T2 Edit columnz

MG-24 01 Apni 2022 - 31 Marc... L2507430951 Sclcars Holdings: Neuneng SF Large {150 or angar|

MG-55 0% April 2023 - 31 Marc... L1D0EST118 SABEIWE TRADINGE... sraet Sekhwela Mediumn (50-149)

@ koosineng

T Edit filters

Status ¥~

Cuery

Guery

| L2 Filter by beyword
Created On L~
34/2024

2372024

Assign Mandatory Grant X

You have selected 2 Mandatory Grants. To whom would you
like to assign them?

Assign to Userorteam

User or team @z Ingrid Madibe x) £ 4
g . [

Action

Note that only the query records will be displayed as the first image above.

Select the records by clicking on them.
Click on the assign button.
Select user or team from the assign to textbox.

Search the user or team by populating her name.

Click on assign button.
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e Note that this will automatically be sent via e-mail to assigned user.

Alternatively
e The assigned practitioner can click on the export to excel button.
e This would download the query excel file on the practitioner’s machine.
e The practitioner can then email this to the administrator.

Once all the queries have been resolved, repeat step 4 by assigning to the manager
and proceed to step 5 to conclude the process.

10.1.3 EXTENSION OF WSP

Dynamics 365 | Emgloyer Management 2 Search

= < O ShowChart < New [ Delote
= Home . r
Active Extension WSP and ATRS
(& Recent
;:‘ Pinned Employers (W5P) ~ SDF Contact (WSP) Submission Window. (WSP) status ~ yner Created On | ~

WSP/ATR Suberission EXT-4 Riegal Arcadia Langa Smith 01 April 2022 - 31 Ma 23 Query 352024 312 FM
52024 137 PM
Ciwey 15/2024 1258 P,
Submitted 20241232 P,
Submitted 3572024 15T A
Appsowe 1472024 219 PM
Submitted 3472024 1256 .

Submitted

0209090900

2M 2024 116 P

Action

e Click the Extension of WSP side navigation bar under WSP/ATR Submission.
e Active Extension WSP and ATRS view will be displayed as shown above.

Iﬁeason for the Extension Request Details of the Organisation

Reason(s) for “ testing
extention Request Mandatory Grant

B Reference number T MG-97
& Financial Year 07 April 2022 — 31 March 2023
£ SDF Contact [ Meo Mlangeni

& Employer ¥ Sekani Holdings
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Action

Click on one of the Active Extension WSP and ATRS to open it.
Displayed above is what the Extension of WSP and ATR will look like. This
information is populated from the portal.

10.1.4 PROCESSING OF THE EXTENSION OF MANDATORY GRANTS

Active for 21 hours

~ Verified Application

~” Assign to Manager

Next Stage >

O,

Request For Extension (21 Hrs)

Action

Below is a business process flow which is used for accepting or declining
Mandatory Grants extension.

Note the owner is automatically assigned to the record once they start working
on it.

Click on the textbox next to Verified Application and select yes.

Click on the textbox next to Assign to Manager and assign a manager.

Click the next button to proceed to the Recommendation stage.
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Recommendation (< 1 NWMin)

Active for less than one minute EA Pl

~" Manager ' @o Israel Sekhwela |

" Assign to Senior
Manager m Neo Mlangeni (4

< MNext Stage >

Action

Click on the textbox next to Status and select a status.
Click on the textbox next to Assign to Senior Manager and assign a Senior
Manager.

Click the next button to proceed to the Approval stage.

Note: The Manager textbox is automatically populated from the previous stage.

)

Approval (< 1 Min)

Active for less than one minute BT >

~" Senior Manager @. Neo Mlangeni (4

~ Status QUEIT

< T
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[=ar Senior Manager only

Senior Manager @. MNeo Mlangeni (Available)

Senior Manager

Approwval Approved

Approval Date 1/13,/,2024

Comment

Action

e Click on the textbox next to Status and select a status.
e Click the Finish button to proceed to complete the approval.

Note: The Senior Manager is automatically populated from the previous stage.
e Oncethe approvalis done, it will be automatically populated under the General
tab under the heading ‘For Senior Manager Only’.
e All the notifications will be tracked on the timeline

11 SETTINGS

11.1.1 TEAMS

S Dynamics 365

Ak Skills Planning Users

) Recent
b*  Pirned L Team Name

Manage Windows

Manage Documents

BB Apphcation Docume..
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Action

Select Settings on the menu bar.

Click on Teams side navigation bar under Manage Teams.
Skills Planning Users view will be displayed as shown above.

Researchers - saved

Team

General Related

Team Name

" Researchers

MEMBERS

Members and guests

"

Add Existing User

Filter by keyword

Administratoer

&4 Business Linit

© israel Sextwela (Offling)
Full Mame T~ Business Unit ~

B3 sasseta-imis-dev

Kgodiseng Nonyana

sasseta-imis-dey

Description

Action

e Click on any team you want to add members to the team.
e Click on Add existing User to add a team member.
e Click Save

11.1.2 APPLICATION DOCUMENTS

SANDBOX  # e«

Active Mandatory Grant Application Document Types
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Action

Select Settings on the menu bar.
Click on Application Documents side navigation bar under Manage Teams.

MG Document types of view will be displayed as shown above (these are all the
documents that an SDF would need to apply for MG.

11.1.3 SUBMISSION WINDOWS

SANDBOX wvsembs

Select Settings on the menu bar.

Click on Submission Windows side navigation bar under Manage Windows.
The Active WSP Submission Windows view will be displayed as shown above.
These windows represent all the periods during which an SDF would need to
apply for MG




