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1 LOGIN 

 

 

Step  Action  

1. Launch the web portal: 

• Open any browser of your choosing. 

• Insert the following URL into your browser:  
• https://stakeholders.sasseta.org.za/ 

 

• Click enter. 
 

 

 

 

https://stakeholders.sasseta.org.za/
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Step  Action  

2. Application is Running: 
Note that the respective application icon appears in the browser tab if the application 
is running. 
It will display the following ‘Sign in with a local account/Sign in with an external 
account’ above. 

 

 

Step  Action  

3. • Click on the register button. 

• Complete the registration detail form. 

• Click on the submit button. 

 
Note: The register as textbox enables you to search for the specific role or 
category you want to register for in the system.  
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Step  Action  

4. • Open your e-mail. 

• Click on the registration completion link in your e-mail. 
 
Note: You will be redirected to the system, and the invitation code will 
automatically populate the invitation code textbox. 

 

 

 



6 | P a g e  
 

Step  Action  

5. • Click on the register button. 
 

Note: You will be redirected to the sign-in page, where you can sign in with your 
details. 

 

 

Step  Action  

6. • Fill in your e-mail, username, password, and confirm password. 

• Click on the register button. 
 
Note: You will be redirected to the home page where you can complete your basic 
details. 
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Step  Action  

7. • Fill in your basic information. 

• Click on the update button. 
 

 

2 FORGOT PASSWORD 

 

 

Step  Action  

1. • Click on the Sign In button. 

• Enter your username. 

• Click on the forgot your password button. 
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Step  Action  

2. • Populate your e-mail address in the e-mail textbox. 

• Click the send button. 

 
Note: You will receive an e-mail with a link to reset your password. 

 

 

 

 

Step  Action  

3. • Open your e-mails. 
• Click on the link you received on the e-mails. 

 
Note: You will be redirected to a page where you can reset your password. 
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Step  Action  

4. • Enter new password and click enter. 

• Re-enter password in the Confirm new password textbox. 

• Click on the Reset button. 

 

 

Step  Action  

5. • Click on the Sign in button. 

• Sign in using new password. 
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Step  Action  

6. • Populate the username. 

• Populate the Password. 

• Click on the Sign in button. 

 

3 SDF PROFILE 

 

 

 

 

Step  Action  

1. Note: Displayed above is the landing page after you’ve signed in. 
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Step  Action  

2. • Click on Organisation Management Heading. 

• Click on Manage SDF Details sub heading. 

 

 

Step  Action  

3. • Click on the new button. 
Note: You’ll be redirected to a form where you can fill in your basic SDF details. 
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Step  Action  

4. • Enter your details. 

• Click the submit button. 

 

4 ORGANISATION REGISTRATION 

 

 

Step  Action  

1. • Click on Organization Management Heading. 

• Click on Register organization sub-heading. 

 

 

Step  Action  

2. • Click on the new button. 

• Note that you’ll be redirected to populate your employer details and attach 
documents. 
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Step  Action  

3. • Search our organization SDL number.  

• Select your SDF Role. 

• Click the next button. 

 

 

Step  Action  

3. • Click on the Add files button. 

• Select the file that you want to upload—Note file attachment must be in pdf. 

• Click on the Add files button once you’ve selected your file. 

• Click the Submit button. 
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Step  Action  

1.  

• Displayed above will be a list of all the organizations you either linked to or 
requested to link yourself to. 

• You can search the specific organization you want in the search icon. 

 

5 MANAGE ORGANISATION 

 

 

Step  Action  

1. • Note: Once your application has been approved by the SASSETA team, you’ll be 
able to manage the organization. 

• Click on Organization Management Heading. 

• Click on the Primary organization sub-heading to manage primary organizations 

• Click on the Secondary organization sub-heading to manage secondary 
organizations. 
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Step  Action  

2. • Click on the manage button edit or change some organization details. 

 

 

 

Step  Action  

3. • Navigate through the different sections to update the details of the forms you 
require. 

• Once you are done with the form, click on the next button to move to the next 
form. 

• Note that once you’ve completed a section, the section will change to a green 
colour and the current form you are on will be in blue. 
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Step  Action  

4. • Once you are done updating the form, you can click the submit button. 

 

6 MANDATORY GRANTS 

6.1.1 MANDATORY GRANTS APPLICATIONS 

 

 

Step  Action  

1. • Click on the Organization Management Heading. 

• Click on the Mandatory grants Application Sub-heading. 
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Step  Action  

2. • Note that the submission window is automatically is populated according 
to the  

• Search for the employer. 

• Click on the submit button. 

 

 

 

Step  Action  

3. • Displayed Above is the view of all the MG records you applied for. 

• Click on the view details button if you just want to view the application. 

• Click edit to add/change some information on the record. 
• Click on the submit button after populating the information you want. 
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Step  Action  

4. • Click on the Add record button to create a new entry. 

• Notice that the form for the specific section will appear. 

• You will be prompted to fill out the form. 

• After filling out the form, click Submit. 
 
Alternatively, you can download the template, which will open an excel file. 

• You can populate your details on the excel file. 

• Save it on your machine. 

• Click on choose file to upload back into the system. 

• Choose validate and Import to import the excel data into the system. 
 
Alternatively, you can click on “download Employment summary.” 
Note that this will open the excel file submitted from the previous year. 

• Update/Populate the excel file. 

• Click on choose file to upload back into the system. 

• Choose validate and import to import the excel data back into the 
system. 

 

• Proceed to click the Next button after completing each section. 

• Be aware that there are validation rules on each form. If incorrect 
information is entered, an error message will be displayed. 

• The system can detect if it is your first time applying for an MG. 

• For first-time MG submissions, the system will automatically hide the 
ATR. 

• For second-time ATR submissions, the system will display the ATR. 
 
NB: C1, G1, AND H1 have the download previous year form, validate, and import, 
choose file, and download template. E3 and F have the download template, 
choose file and validate and import. So, the same concept is applied. 
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Step  Action  

5. • Click on the Edit button to add the documents. 

• Click on the Add files button. 

• Select the file that you want to upload—Note file attachment must be in 
pdf. 

• Click on the Add files button once you’ve selected your file. 

• Select the yes button once you’ve attached the document. 
• Click the submit button. 

7 MANDATORY GRANTS EXTENSION 
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Step  Action  

1. • Click on the Organization Management Heading 

• Click on the Mandatory grant Extension sub- heading. 
 

 

 

 

Step  Action  

2. • A list of your Mandatory grants will be displayed, and you can click on the edit 
button to request an extension of the specific Mandatory grant. 

• Click on the Organization Management Heading 

• Click on the Mandatory grant Extension sub- heading. 
 

 

 

 

Step  Action  

3. • Click on the Request Extension button. 

• Click on the Mandatory grant Extension sub- heading. 
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Step  Action  

4. • Populate the detail reason and Click on the next button. 

• Note that the attachment is optional, but should you have supporting 
documents, then they should be attached. 
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Step  Action  

3. • Click on the Add files button. 

• Select the file that you want to upload—Note file attachment must be in 
pdf. 

• Click on the Add files button once you’ve selected your file. 
• Click the Submit button. 

 

 

Step  Action  

4. • Displayed above is the view of the extension requests with their statuses. 
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8 TRANSFER INTO SASSETA 

8.1.1 TRANSFER INTERSETA APPLICATION 

 

 

Step  Action  

1. • Click on the Organization management Heading. 

• Click on Transfer into SASSETA sub-heading  

• Click on the New Request Button to make the transfer. 
 

 

 

Step  Action  

2. • Populate the Trading Name field and click next. 
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Step  Action  

2. • Populate the form and click next. 

• Note that on the SIC Code and currently classified SETA you’ll be able to 
search in the search icon textbox. 
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Step  Action  

3. • Click on the Attach button to upload documents 

• Repeat the process for all the 5 attachments –  

• Note file attachment must be in pdf. 

• Click the Submit button. 

 

 

 

Step  Action  

4. • Refresh the portal. 

• Note: The status will be displayed on the view once approved from IMIS. 

• Click on the dropdown to view details. 
• The Comments from IMIS will be displayed in the comments section. 
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9 REQUEST OFO 

9.1.1 REQUEST OFO APPLICATION 

 

 

 

 

Step  Action  

1. • Click on the Organization Management Heading. 

• Click on Request OFO sub-heading 

• Click on “OFO Version 2021” link download the OFO codes template (Note 
that this will automatically load on your machine. 

• Click on Request Button to request the OFO Code. 
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Step  Action  

2. • Populate the form and click next. 
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Step  Action  

3. • Click on the Attach button. 

• Select the file that you want to upload—Note file attachment must be in pdf. 

• Click on the Add files button once you’ve selected your file. 

• Click the Submit button. 
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Step  Action  

4. • Note: Once your OFO Request has been allocated, it will be displayed on the 
OFO View. 

• You can click on the view details to view the feedback. 

 

 

 

 

 


