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1 INTRODUCTION

1.1 Purpose of this Document

The purpose of this

document is to ensure that Skills Development Facilitators (SDFs) are equipped with all

the information pertaining to the MQA Indicium system. This will therefore permit the facilitator to register as

an MQA Indicium S

DF and will enable the SDF to comply with the submission of the Workplace Skills Plan

(WSP) and Annual Training Report (ATR), by the legislative due date (30 April 2015).

1.2 Scope of the Document
This document will assist the SDF by showcasing his/her roles and responsibilities in the Mining
Qualification Authority (MQA)

1.3 Terms and

Definitions

The following terms are used in this document

| # | Term / Acronym

1  Indicium Latin for Information — name of the system developed for MQA.

2 SDF Skills Development Facilitator

3 WSP Workplace Skills Plan

4 ATR Annual Training Report

5 | Lookup Field A field containing a set of values to select from, no other values than
these can be used

6  Free Text Field This field allows the SDF to enter any text

7  Numeric Field This field allows the SDF to enter only numerical values

9  Alphanumeric Field This field allows the SDF to enter alphabetical as well as numerical
values

10 Currency Field

This field gets noted in Rand value
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Below the SDF Registration Process that will be discussed in this document.
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3 INDICIUM ACCESS

3.1 Website
The MQA Indicium system can be accessed via the MQA website www.mga.org.za. The MIS Portal option
is available on the Information System Links section.

Information System Links

Bursary Management Porial

MIS Portal

WSP-ATR Porial

This link will revert to the MQA Indicium logon page

MQA Indicium .

o)
SETA Management System K%d

Login Information

NOTICE > All Usernames & Passwords are CASE SENSITIVE!
u:

3.2 Technical Information

3.2.1 Browsers
MQA Indicium is compatible with the following browsers:

1. Internet Explorer 2. Google Chrome 3. Mozilla FireFox

3.2.2 Network / Group Policies
Company Group and Network policies might block traffic. This will cause the offline application not to
function correctly. Please communicate the below to your IT department

When logging to the offline app, the system connects to the database for authentication purposes through a
web service that’s residing on http://indicium.maa.org.za/\WSPATRService/\WSPOffline.asmx

Traffic should be permitted to move through the above URL, port 80 and 443.


http://www.mqa.org.za/
http://indicium.mqa.org.za/WSPATRService/WSPOffline.asmx
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3.2.3 Hardware Requirements
Minimum requirements for hardware are as follows

o Windows 7 or above

e Service Pack 1

o Intel Celeron minimum but Core i-3 or better suggested
o 2GB RAM minimum but 4GB suggested

o Atleast 20GB free hard drive space

o Microsoft Office

o Adobe PDF reader

o ADSL or 3G. Dial-up lines are not recommended.

3.2.4 Forgotten Password
Once the SDF is registered on the system, it is possible to forget one’s password therefore Indicium has an
online ‘forgot password’ functionality. Please follow the following steps if you have forgotten your password.

Step Action / Screenshot
1 The SDF navigates to the MQA Indicium Seta Management System page.

MQA Indicium

SETA Management System

Login Information

NOTICE > All Usernames & Passwords are CASE SENSITIVE!
Username:

Password:

| Login |

Eorgot Password

Reagister an SDF

2 The SDF clicks on the Forgot Password link. Indicium will send an email with the username
and temporary password. Use these details as on the logon page.

MNOTICE = All Usernames & Passwords are CASE SEMSITIVE!
Username:

MQADD22

FPassword:

Login
3 Indicium will revert the Change Password page for the SDF to update the password to a new
password.

HANGE FASSWORD

Your Password has expired please enter new password

Mew Password:

Confirm Password.

|_. c Hange Password |

Back to Login
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Step Action/ Screenshot

Please note the following rules on Creating of Passwords:

Rule

The length of the password must be at least 8 characters long

Your password must contain one capital/lupper case letter

Your password must at least contain one digit number

Your password must at least contain a symbol “{\*&%$#@

The password expires after 30 days, and the SDF will be required to enter a new
password — each 30 days.

QB WIN =

The SDF then clicks on the Change Password button to save the password. Indicium will
navigate to the logon screen once the password has been successfully changed.

| Change Password |

4 Indicium will send the SDF an e-mail notification upon successful changing of passwords.

Dear Alize Groenewald

You have successfully reset your password. Please be advised that your password will expire after 30 days of
resetting it.

Yours sincerely

Skills Development and Research Department

09/02/2015 -
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4 SDF Registration

This section outlines the registration steps to be followed by the SDF.

Step Action/ Screenshot

1 The SDF navigates to the MQA Indicium Seta Management System page.
MQA Indicium A
SETA Management Sysiem @
Loc In

Login Information

NGTICE = All Usernames & Passwords are CASE SENSITIVE!
Username:

Password:

Lkogin |

Eorgot Password

Register an SDF

2 The SDF selects the Register an SDF option at the bottom of this page.

Login Information

MOTICE = All Usernames & Passwords are CASE SENSITIVE!
Username:

Password:

Login

Forgot Password

Reqister an SDF
3 Indicium opens the pop-up Registration window.

REGISTRATION

® SDF

| Register || Cancel |

The SDF has two options:
i. Cancel — click on the Cancel button to cancel the registration process and return to the
logon screen.
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Step Action / Screenshot |

ii. Register — click on the Register button to continue with the registration process.
4 Indicium opens the Applicant Details form for the SDF to complete.

Applicant Details

ID No

Alternate ID Type v
Title v

First Name

Middle Name

Surname

Initials

Date of Birth

Gender v

Equity v

Please note the following rules on this screen:

# | Field Rule

1 |IDNO A South African ID Number must have 13 digits. Indicium uses the
Department of Home Affairs rules to validate that the number you
entered is a valid SA ID Number.

This field is also used to identify persons with no South African ID.
Therefore you can add your passport number, or any other number
that you are using for identification in this field.

Indicium will not allow duplicate ID’s, therefore if you are registered
already Indicium will not allow you to register again with the same ID
No.

2 | Alternate ID Type | The SDF will use this field to indicate the type of number that was
entered in the ID No field where the number in the ID NO field is not a
valid SA ID Nr.

3 | Title Indicium will populate this field where the ID No is a valid SA No.
However, the SDF can update as well.

Indicium will not populate this field where the ID No is another type of
number and the SDF will need to update this field.

4 | Initials This is a populated field where Indicium will populate the field with the
first letter of the First Name
5 | Date of Birth Indicium will populate this field where the ID No is a valid SA No

Indicium will not populate this field where the ID No is another type of
number and the SDF will need to update this field.

6 | Gender Indicium will populate this field where the ID No is a valid SA No
Indicium will not populate this field where the ID No is another type of
number and the SDF will need to update this field.

7 | Telephone This number must be 10 characters, NO spaces

Number
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Step Action / Screenshot
8 | Cell Phone This number must be 10 characters, NO spaces
Number
9 | Fax Number This number must be 10 characters, NO spaces
10 | Physical / Postal | Indicium will populate the following field when a valid Code is entered:
code e Municipality
e Urban Rural
e Province
11 | Use Physical Select this box when the Physical and Postal Addresses are the
Address for same. Indicium will then copy the Physical Address to the Postal
Postal Address Address so that the SDF does not need to capture the information
gain.
12 | SDF Type When the SDF select Other (Please specify) from the SDF Type
field, Indicium will validate that the SDF enters a value in the SDF
Type Other field.
5 The SDF click’s on the Submit button to submit the information captured.
| Submit |
6 Indicium closes the Application Details window, and proceeds to sending an email to the email

address entered by the SDF on the initial logon of the Indicium system.

WSPno-reply @MQA . co.2a Sent: Mon 09/D2/201504:12 PM
Alize Groenswald; Valaine Nel; dirk@caimzone.com

Subject Acknowledgment of Skills Development Faclitator Registration

Dear Alize Groenewald

Thank wou for registering/ as a Skills Development Facilitator on the MQA MIS Portal.

Your login details for the MIS portal are as follows:

Username: MQAQ022

Password: Groenewald

Please note that the password is case sensitive and vou will be required to reset vour passw u log in
to the system for the first time after having received this e-mail. Click on the below li A Indicium MPlease

do not forward the email because it’s linked to vour profile.

Please contact the MQA SDR Department on skillsplanning@maqa.org.za or 011 547 2600 if vou did not request
to be registered on the MQA MIS Portal or vou are not sure whv vou received this e-mail
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4.1 SDF First Logon

The SDF is required to change the password upon first logon, in order to do this, the following steps are to
be followed

Step Action / Screenshot
1 The SDF navigates to the MQA Indicium Seta Management System page.

MQA Indicium

SETA Management Sysiem

MINING QUALITICATIONS AUTHORITY

Loc In

Login Information

NOTICE > All Usernames & Passwords are CASE SENSITIVE!
Username:
| |

L |

Password:

[

Login

Forgot Password

Register an SDF

2 The SDF enters the username and password that is sent in the acknowledgement and skills
development facilitator email, received upon the submission of registration.

W5Pnoreply@MOA co.za Sent: Mon 09/D2/2015 04:12 PM
To! Alize Groenawald; Valasing Nel; dirk@crimzone.com
Co
Subject Acknowledgment of Skills Development Facilitator Registration

Dear Alize Groenewald

Thank wou for registering/ as a Skills Development Facilitator on the MQA MIS Portal.

Your login details for the MIS portal are as follows:

Username: MQAQ022
Password: Groenewald

Please note that the password is case sensitive and vou will be required to reset vour passw u log in :
to the svstem for the first time after having received this e-mail. Click on the below li A Indicium #Please |

do not forward the email because it’s linked to vour profile.

Please contact the MQA SDR Department on skillsplanning@maqa org za or 011 547 2600 if vou did not request
to be registered on the MQA MIS Portal or vou are not sure why vou received this e-mail_
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Step Action / Screenshot |

Note the username will remain the same but the SDF will need to change his/her password after
a period of time.

3 The Indicium usernames and passwords are case sensitive!

NOTICE = All Usernames & Passwords are CASE SEMNSITIVE!
Username:

MOADD22

Passwaord:

Laogin
The SDF needs to click on the Login button once the Username and Password is entered.
4 The SDF needs to enter a NEW Password, and CONFIRM the password.

HANGE FASSWORD

Your Fassword has expired pleaze enter new password

MNew Password:

Confirm Password:

| ‘Change Password |

Back to Login

Please note the following rules for creating passwords:

Rule

The length of the password must be at least 8 characters long
Your password must contain one capital/upper case letter
Your password must at least contain one digit number

Your password must at least contain a symbol “(\*&%$#@

The password expires after 30 days, and the SDF will be required to enter a new
password — each 30 days.

QAW =

The SDF then clicks on the Change Password button in order to save the password. Indicium
will navigate to the logon screen once the password has been successfully changed.

|. E.f.t-ange .F-'assw nrd|

5 Indicium will send the SDF an e-mail notification upon successful changing of passwords.

1 Team E-mail

WSPno-reply @MQA.co.za
Alize Groenewald

Canfirmation of the new password

Dear Alize Groenewald

You have successfully reset your password. Please be advised that your password will expire after 30 days of
resetting it.

Yours sincerely
Skills Development and Research Department

09/02/2015
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4.2 Register Organisation on SDF Profile

The SDF must now register on his/ her profile, the organisations he/she required to access. In order to do
this the following steps must be followed.

Note: The below steps can be followed in order to link all the required organisations to the SDF’s profile

Step Action / Screenshot
1 The SDF navigates to the MQA Indicium Seta Management System page and enter your login
details and click on Login.

MQA Indicium

SETA Management System

MINING QUALITICATIONS AUTHORITY

Loc In

Login Information

NGTICE = All Usernames & Passwords are CASE SENSITIVE!
Username:

Password:

| Login |

Forgot Password

Reqgister an SDF

2 The SDF enters the generated Username and New Password, and then proceeds to clicking on
the Login button.
3 Indicium reverts to the Skills dashboard
MQA |ndiCiU m /7-7\\ We\cume,Al\ze-FenmvEﬁ
SETA Management System g’%—'
Skills

WELCcOME TO MQA INDICIUM!

MINING QUALITICATIONS AUTHORITY

Flease selecta menu option above to continue.

4 The SDF clicks on the Skills menu option.

MQA | n diciu m Welcome, Alize - Pending SDF
Log out
o)
SETA Management System Z—Q:J
L e quaumicaTions AutRRIT
ks y

WEeLcoME To MQA INDICIUM!

MINING QUALIFICATIONS AUTHORITY

Please selecta menu option above to continue.

5 Indicium opens the page with two options:
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e Organisation

e SDF
Note: To change the view of this screen in order to display these options at the top, simply click
on the black button showcasing a white arrow.

. - Welcome, Alize - Pending SDF
MQA Indicium 2 e
SETA Management System . b

nnnnnnnnnnnnnnnnnnnnnnnnnnnnn

Skills
S:;Ir:e;sation - SETA MANAGEMENT SysTEM O
SDF A
2
6 The SDF must click on the SDF menu option.
Skills
Skills ==
| jsation A
SDF

7 Search for the SDF details by completing one of the filters on the page which opens on the right
side of the screen. Once a filter is completed, click on the Search button

Skills ==
o ] First Name .
Surname Eéroenewéia
ID No
Province [ ';'j
CE‘;archl ,
8 Indicium will return the SDF details.
First N\ame  Surname ID No Action
Alize Groenewald 7910160083038
9 To access the SDF, select the row and then click on the Action button.
First Name Surmame ID No
10 Indicium opens a page with the SDF’s personal details. This page allows for the updating of any

personal details. To enable the fields, click on the Edit button.
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Step Action / Screenshot |
Skills =>SDF ==

‘PEEGnDeElE T Person DeraiLs - Auze Groenewaro 7910160088088
Organisation Details ,
Committee Approval Letter Upload | @

Verification Letter Upload

ID No 7910160088088
Alternate ID Type Fassport Mumber
Title Ms

First Name Alize

1 The SDF must select the Organisation Details option from the menu.

Skills ==SDF ==

3 etter Upload
Verification Letter Upload

12 Indicium will open a page on the right hand side allowing the SDF to search for the organisations
required.

Onrcamsanion DeraiLs - Auze Groenewaro 7910160088088

Organisation = o

SDF Role v

Letter of Appointment: Select upload | Choose File | No file chosen
|.Saue-|

13 The SDF clicks on the magnifying glass to open the Organisation search screen.
The SDF searches for the Organisation in order to link to this profile by adding the L number of the
organisation in the SDL Number field and then clicks on the Search screen.

SDL Number

S;arch D

.Select-H.Cancel |

14 Indicium returns the results for the criteria used. The SDF will select the organisation (Indicium
will highlight the organisation), and then click on the Select button.
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Step Action/ Screenshot

Orcanisation ID

SDL Number [L350733343

i. Search'i

Organisation Legal Name Organisation Trade Name SDL Number

15 Indicium adds the details of the organisation in the Organisation field. The SDF now needs to
select the Role from the SDF Role lookup field.

Onrcanisation Derais - Auze Groenewaro 7910160088088

SDF Role

Letter of Intent: Select upload i Chagsa B | Na file chosen

| Save |

Please note the following rules for the SDF Role:

# | Option Rule

1 | Primary SDF The Primary SDF has FULL access in that he/she can view,
edit, update, capture, delete on the Organisation where the SDF
has Primary SDF role access.

2 | Secondary SDF The Secondary SDF has VIEW access only to the Organisation
where the SDF has Secondary SDF role access

3 | Secondary SDF The Secondary SDF Capturer has VIEW access to the

Capturer Organisation, however will be able to capture the WSP/ATR

only where the SDF has Secondary SDF Capturer role to the
organisations they are linked to.

16 The SDF needs to upload the Letter of Intent by clicking on the Choose File button.
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Date:
Step Action / Screenshot |
Orcamsanion Derais - Auze Groenewarn 7910160088088

s AMPLATS MANAGEMENT SERVICES-AMPLATS MANAGEMENT SERVICES

17

18

19

20

Save |

Organisation

SDF Role

Letter of Intent: Select upload

| Primary SDF

x|

_Choose File |

file chosen

The SDF will select the signed Letter of Intent from the location where it is saved and clicks on
the Open button to link it to the Organisation.

Organize +

7 Favorites
P Deskop

A Libraries
o Music

B videos

I Desktop »

New folder

& Downloads
% Recent Places
|7 Documents
b= Pictures.
8 Computer

&, Local Disk (C)
(= HP_RECOVERY ([~ ¢ |

4 Name

B5 MQA_WSP-ATR 2015 Im testxism
|| PSETA Notesat
H7] 2015 ATR BeneficiariesTrained_Templateadsc E

(] MQAvsd

got Password Guidelines.dock
d password resets.doex

ing Pretoria Lhead.dotx

s on how to complete bulk imperts for the Annexure A forms.docx
Skills Manual and WSP forms MANUAL_PSETA_2015_2016.docx

ing_ORG_SDF_REPORTS Part 3 20141218.docx
ing_SDF Process 1 - 7.docx

v

File name: |

v |AllFiles -

oy [

A successful upload shows a green upload line, a red line will be displayed if Indicium did not
successfully uploaded the letter. The SDF then clicks on the Save button to complete the

process.

Orcanisanion DeraiLs - ALze GroenewaLn 7910160088088

Crganisation

SDF Role

Letter of Intent: Select upload

[aeD)

) AMPLATS MANAGEMENT SERVICES-AMPLATS MANAGEMENT SERVICES

Primary SDF

| Choose File |€

v

Indicium will link the organisation to the SDF, displaying the details as follows:

Organisation Name
AMPLATS MAMNAGEMENT SERVICES L350733343

SDL Number

Status
Pending Pr

Role

Document Name

imary SDF Testing docx

The Status of the SDF for the organisations linked, will show Pending until the SDF has
completed the updates on the organisation and uploads the Verification letter. This will be

discussed further in this document.

Organisation Name

SDL Number

AMPLATS MANAGEMENT SERVICES L350733343

Status

\gending

Tole Document Name

fimary SDF Testing.docx
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4.3 Update Organisation Profile

Once the SDF linked the Organisation to the SDF profile, the SDF needs to ensure that the Organisation is
updated correctly. This section will guide the SDF on the sections that need to be updated and the steps
necessary to ensure that updates are done.

4.3.1 Organisation Details
The SDF needs to ensure and confirm that the Organisation details are up to date.

Step Action/ Screenshot
1 The SDF navigates to the MQA Indicium Seta Management System page, enters his/her login
details and clicks on Login.

MQA Indicium A

\
SETA Management System E%,

MINING QUALITICATIONS AUTHORITY

LoG In

Login Information

NGTICE > All Usernames & Passwords are CASE SENSITIVE!
Username:

Password:

| Login |

Forgot Password

Register an SDF

2 Indicium reverts to the Skills dashboard.
- - Welcome, Alize - Pending SDF
MQA Indicium Leaan
)
SETA Management System Tl
Skills

WeLcomE To MQA InDicium!

MINING QUALIFICATIONS AUTHORITY

Please select a menu opfion above to continue

3 The SDF clicks on the Skills menu option.

- . Welcome, Alize - Pending SDF
MQA Indicium i

o)
SETA Management System ‘{%‘
MINING QUACITICATIONS AUTHORITY
——
" Skills ’

WEeLcoME To MQA INDICIUM!

MINING QUALIFICATIONS AUTHORITY

Please select a menu option above to continue

4 The SDF must click on the Organisation menu option.
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Step Action / Screenshot |
Skills
Skills ==
i-Drganisaticrn IE
‘ sb
5 Indicium will open a form on the right hand side of the screen, allowing the SDF to search for the

organisation, completing one of the filters and clicking on the Search button. Alternatively, the
filters can be left blank and the Search button can simply be clicked

ORGANISATION

Legal Name

Trade Name

SDL Number
,.If:"_'f
Search |

6 Indicium will return the information according to the search criteria or will return all the
organisations linked to the SDF in the event that the SDF searched without criteria.

ORGANISATION

Legal Name |

Trade Name

SDL Number
Search

Legal Name Trade Name SDL Number SIC Code Parent SDL Number  Action

AMPLATS MANAGEMENT SERVICES AMPLATS MANAGEMENT SERVICES L350733343
| First || Previous || MNext || Last || Go to Page | 1 |Page1of1

7 To access the organisation details, select or highlight by clicking on the organisation name and
then click on the Action button.

Legal Name Trade Name SDL Number  SIC Code Parent SDL Number  Action

| First || Previous |I Next || Lasi || Go to Page |:_1 fPage1 of 1

8 Indicium opens the organisation profile, on the Organisation Details screen.

MQA Indicium 2 e

Shils

Fipsical Code 201 a0

9 To edit or update the organisation details the SDF will click the Edit button for Indicium to enable
the fields for editing.
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Step Action / Screenshot |

SETA DHET

Levy Number Type 0

SDL Number L350733343 L350733343

Legal Name AMPLATS MANAGEMENT SERVICES AMPLATS MANAGEMENT SERVICES
Trade Name AMPLATS MANAGEMENT SERVICES AMPLATS MANAGEMENT SERVICES

10 The SDF must check / update the Organisation details ensuring that all details are correct. Once
the SDF checks this information, the SDF is required to confirm that the details are correct by
selecting the tick box called Confirm Organisation Details and then clicking on the Save button

to save the information.
FsLdl FTovinee | GEUtEﬂg T

Confirm Organisation Details B ired

| Save | Eancel |
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4.3.2 Organisation Contact Person Details
The SDF needs to ensure and confirm that the Organisation Details are up to date.

Step Action / Screenshot
1 Follow steps 1 — 7 in section 7.1

2 To add or edit or remove the Organisation Contact Person Details, the SDF will click on the
Organisation Contact menu option.

Skills

Skills ==Crganisation ==

b
Child Organisations
Training Committee
Organisation CFQ Details
WSP & ATR Forms

3 To Create a new contact, the SDF will click on the Create button.

Orcamsanion Contact - AMPLATS MANAGEMENT SERVICES (L350733343) O

Create |JEdit || Remove |

MNote:

» Please note that atleast one "Senior Financial Representative / CFO', one "Senior Crganisation Representative /CED', and one 'Crganisation contact Person (other than SDFY are
required for SDF Verification process.

4 Indicium will open the Create Organisation Contact screen. The SDF must complete the fields
and click on the Save button to save the contact captured.

Create OrcansaTion ConTacT

Title v
First Name

Surname

Initials

Designation
Telephone Number
Cell Phone Number
Fax Number

E Mail

Postal Code

Postal Address Line 1
Postal Address Line 2

Postal Address City

Postal Province v
5 Indicium saves the information on the Organisation Contact screen.

Orcansation Contact - AMPLATS MANAGEMENT SERVICES (L350733343) ()

| Create || Edit || Remove

Cell Posial Postal Postal
First = x = Telephone Fax Postal
Tile |\ ome Sumame  Initials  Designation - Phone Number E Mail Coge Address Address  Address P

Number Line 1 Line 2 City

Training
Manager

[ First |[ Previous |[ Next |[ Last |[ Go to Page |[1 .__F'agei of1

Mrs Alize Groenewald A

0124561236 0121213456 0124569874 agroenewald@diss.coza 0081 :2?38(” P O Box Pretoria Gaute

Note:

+ Please note that at least one "Senior Financial Representative / CFO', one “Senior Organisation Representative /CEQ, and one ‘Organisation contact Person (other than SDF} are
required for SDF Verification process.
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Step Action/ Screenshot
6 To Edit the specific contact details, select the contact from the list and click on the Edit button to

open the contact details page. Update the details required and click on the Save button.

Orcansation Contact - AMPLATS MANAGEMENT SERVICES (L34

“Creai| £ |

. Cell
First - - : Telephone Fax
Title Surname Initials  Designation Niabor Phone N

Name
Number

First || Previous || Next || Last GD[DF‘Qg&'H |Page 1 0f1
| L

7 To Remove the specific contact details, select the contact from the list and click on the Remove
button to remove the contact from the contact details page.

Orcansation Contact - AMPLATS MANAGEMENT SERVICES (L34

First

L Name

Surname Initials Designation

| First |W:‘reuious i| Nexﬂ| Last || Go to Pég& i'1 _]F'age‘l of 1
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4.3.3 Organisation Bank Details
The SDF needs to validate the banking details currently on the MQA records.

Step Action/ Screenshot

1 Follow steps 1 — 7 in section 7.1
2 To validate the Organisation Bank Details the SDF will click on the Organisation Bank Details
menu option.
Skills

Skills ==Crganisation ==

Crganisation Details -
Organization Con

Training Committee
COrganization CFO Details
WSP & ATR Forms

3 The SDF needs to ensure that the details reflected on Indicium is correct as this will have an
impact on the Grant Payments.

The SDF can only view the details.

OrcanisaTion Bank Derais - AMPLATS MANAGEMENT SERVICES (L350733343)

Name of Account Holder
Bank Name

Account Type

Account Number
Branch Name

Branch Code

Last Date Updated

Last Updated By

Verification Status
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4.3.4 Linking Child Organisations
The SDF needs to ensure that all the Child Companies are linked (if applicable).

Step Action / Screenshot |

1 Follow steps 1 — 7 in section 7.1
2 To link the Child Organisation Bank to the organisation (Parent Organisation), the SDF will click
on the Child Organisations menu option.
Skills

Skills ==0Organisafion ==

Organisation Details
Organisation Contact

Orga IIIIIIIIIII : [etails

0 ee
Organisation CFO Details
WSP & ATR Forms

3 To link a Child Organisation the SDF must click on the Link Child Organisations button.
CriLo OrcanisaTiONS - A

—

“Link Child Organisations ave || Remove || View Child |
Mo Records have been found for your search...
4 Indicium will open the window for the SDF to search for the company that is required to be linked

to the SDF. The SDF will complete one of the search criterias and click on the Search button for
Indicium to return the information.

Legal Name

Trade Name

SDL Mumber L210740595

Search '

5 Indicium will return the results as per the search criteria. The SDF will select the company by
ticking the Select tick box and clicking on the Link Child Organisations button.

Legal Name

Trade Mame

SDL Number 210740595

Search

Select Legal Name Trade Name :E;ber
i ) HYDROSOL PLATINUM HYDROSOL PLATINUM

v TECHNOLOGIES TECHMOLOGIES Lo ]

Link Child Organisations kaﬂcel |
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Step Action / Screenshot |
6 Indicium will link the organisation selected in step 5 to the Main (Parent) Organisation.

CuiLp Orcanisations - AMPLATS MANAGEMENT SERVICES (L350733343)

| Link Child Organisations || Save || Remove || View Child |

Legal Name Trade Name SDL Number Link Start Date  Link End Date

HYDROSOL PLATINUM TECHNOLOGIES HYDROSOL PLATINUM TECHNOLOGIES L210740595 01/04/2014
| First || Previous || Next || Last || Goto Page |[1 |Page10f1

7 To View the specific child organisation, select the organisation from the list and click on the View
Child button to open the organisation details page of the child organisation.

ChiLo Orcamsamions - AMPLATS MANAGEMENT SERVICES (L

|_Ej_rillr:_(_fr-{i-la.arg:ﬂ_s;tions ||"“Save ||_Remm-'e (| View Child

Legal Name Trade Name SDL Number Link Start Date

Last || Go to Page |L]F’age1 of 1

| First || Pravious || Next

8 To Remove the specific child organisation if incorrectly linked, select the organisation from the list
and click on the Remove button.

ChiLp Orcanisations - AMPLATS MANAGEMENT SERVICES (L

SDL Number Link Start Date
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4.3.5 Training Committee
The SDF is required to capture the details of the Training Committee Members where the number of
employees in the organisation is more than 50.

Step Action/ Screenshot

1 Follow steps 1 — 7 in section 7.1
2 To add Training Committee Members to the organisation, the SDF will click on the Training
Committee menu option.

Skills

Skills ==Crganisation ==

Organisation Details
Organisation Contact
Organisation Bank Details

Ch d Organisatign

3 The SDF will click on the Add Training Committee Members button to open the Training
Committee window.

Tramme Commantee - AMPLATS MANAGEMENT

Add Training Committee Mer@

Mo Records have been found for your search...

4 Indicium will open the Training Committee window for the SDF to capture the information. The
SDF needs to click on the Save button to save the information captured.

Tramine CommanTeE

Title v
First Name

Surname

Initials

Training Member Ty pe v
Designation

Telephone Number

Cell Phone Number

Fax Number

E Mail

Name Of Union

Position In Union

( Save | Eaﬂcel
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Step Action / Screenshot |

5 Indicium will save the training committee member on the Training Committee page.

Traming Comarree - AMPLATS MANAGEMENT SERVICES (L350733343) (v)

| Add Training Committee Members |

First Name OF Position In

Name SHCHAIE SN %&;zﬂnu Member :IT.:lber ﬁz::lieh‘r]m ;al.i):nber St Union Union LiBE
Janiz Viljoen J Other 0124563214 0874561234 0125647896 agroenewald@diss.co.za Union 1 Union FPosition
| First || Previous || Next || Last || Go to Page |'I1 -|Page1of‘l
6 To update the Training Committee member, the SDF will select the member and then click on

the Update button to open the details of the member. The SDF must click on the Save button to
save the details updated.

Surname  Initials

Training Member Telephone Cell Phone Name OF Position In
Type

Number Number Union Union

| First || Previous || Next || Last || Go to Page |i1__!Page1oH
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4.3.6 Organisation CFO Details

1 Follow steps 1 — 7 in section 7.1
2 To add CFO Details to the organisation the SDF will click on the Organisation CFO Details
menu option.
Skills

Skills ==0rganisation ==

Organisation Details -
Organisation Contact

COrganisation Bank Details

Child Organisations

Training e

AT nl U mb i | A = Lol

3 The SDF will click on the Edit button to enable the fields for editing.

Orcamsation CFO Derais - AMPLATS MANAGEMENT SERVICES (L350733343)

Name of CFO

Surname of CFO

CFO Cell Phone Number
CFO Fax Number

CFO Email Address

4 The SDF must click on the Save button to save the details.

CFO Email Address

J_ Smncel |
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4.4 Create the Verification Report

In order for the SDF to be accepted, and to get access to the WSP/ATR forms, the SDF is required to
select the scenarios for the WSP/ATR submission as well as create, sign and upload the verification report
for the specific organisation.

Step Action/ Screenshot
1 Follow steps 1 — 7 in section 7.1

2 To create the verification report, the SDF will navigate to the WSP/ATR section by clicking on the
WSP & ATR Forms menu option.

Skills ==0rganisation ==

Organisation Details
Organisation Contact
COrganisation Bank Details
Child Organisations
Training Committee
OrganisatmorrEe.lle

vE ol O AT PRI

3 The SDF must select the applicable Financial Year from the lookup field and click on the Create
button.

WSP & ATR Forms - AMPLATS MANAGEMENT SERVICES (L350733343)

| View || Edit || Summary Repori |

Financial Year| 01 April 2015 — 31 March 2016 v (( Create | )

No Records have been found for your search...

4 Indicium will create the forms for the specific Financial Year selected.
Skills Year Form Type Linked Grant Status Duoe Date  Status Date  Submission Date
01 April 2015 = 31 March 2016 Forms Yes Created 30042015 11022015

| First || Previous || Mext || Lasf

| Go to Page ||1 |Page 1 of 1

5 The SDF will select the record created and click on the Edit button.

WSP & ATR Forms - AMPLATS MANAGEMENT SERVICES (L350
| Viev II Edit | JBummary Report |

Financial Year r j| Create |

Skills Year Form Type Linked Grant Status: Due Date Status Date  Sur..ussion Date

| First || Previous || Next || Last || Goto Page ||1 |Page 10f1
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Step Action/ Screenshot

6 The SDF must select the scenario for the WSP record created from the Submission Scenario
lookup list and click on the Save button.

Organisation Legal Name IAMPLATS MANAGEMENT SERVICES
e [01 April 2015 — 31 March 2016 ¥ |
WSP Status Created ¥
Form Type [Forms ¥ |
Due Date {30/04/2015
‘ Submission Scenario ’J :
s. o e . =
’ Child |
Syubmitted Date Consolidated |
Independent -
Approved By Parent |
Approved Date i
Rejected By

Rejected Date
| é-a;'!"éancel.i
Please refer to the Requirements document for the explanation of the scenarios.

7 The SDF now needs to navigate to the list of organisations linked to the SDF profile. This is done
by clicking on the Skills menu option, and selecting the SDF option from the menu options

Skills ==

Organisation -
sﬁqb )

8 The SDF will search for their own profile, and then access it (steps 7 — 10 section 6)
9 The SDF will highlight the company that requires the Verification Letter to be generated and
then clicks on the Generate Verification Letter button.

|- Remove 'Generat:-a Verification Letter

Organisation Nia.c .~ Status Role Document Name

|.Fir51 || Previous || Next || Last || Go to Page ||1 |Page10f1

NOTE: The Verification letter can only be generated once an Organisation conatcts, at least one
Senior Financial Representative or CFO, one Senior Organisation Representative or CEO, and
one Organisation contact Person (other than SDF) are uploaded for SDF Verification process.

10 Once the Verification Letter is signed, the SDF must upload this letter by following steps 7 — 10
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Step Action / Screenshot |

section 6, click on the Verification Letter Upload menu option,.

Skills

Skills ==SDF >»

Person Details
OrpaptsatiomErets

1 The SDF needs to select the Organisation for which the Verification Letter is intended for by
clicking on the magnifying glass next to Organisation.

Organisation & Fao )

Verfication Letter: Select upload | Choose File-| Mo file chosen

12 The SDF will search for the organisation completing one of the filters and clicks on the Search
button or alternatively the Search button is solely clicked on — Indicium will return the results per
filter criteria, or return all organisations linked to the SDF, if doing a blank search.

The SDF will select the organisation by clicking on the organisation name and clicks on the
Select button.

Organisation Legal Name

Organisation Trade Name

SDL Number

Search |

Organisation Legal Name iganisation Trade Name SDL Number

FirsL || Previous || Nexi || Last || Go to Page |1 |Page 10f1
| Select JCancel |

13 The SDF then uploads the Verification Letter by clicking on the Choose File button and follows
steps 16 — 18 in section 6. The SDF will save the upload by clicking on the Save button.

Verirication Lerter UrLoap - Avze Groenewarp 7910160088088

Organisation 2 AMPLATS MANAGEMENT SERVICES-AMPLATS MANAGEMENT SERVICES

Verfication Letter: Select upload | Choose File.
Save-| )

14 Indicium sends an e—mail to the SDF confirming the upload of the Verification Letter.
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Step Action/ Screenshot

e Valaine Nel; di imzone; com; matthew @orimzone. com
Subject: Acknowledgment of SDF Verification Letter

Dear Alize Groenewald

Please note that the Verification letter has been uploaded for the following
organisation

Company Name

AMPLATS MANAGEMENT SERVICES

Yours faithfully

SKILLS MANAGER

Sent: Wed 11/ 5 06:02.PM

SDL Number
1350733343
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5 WSP/ATR Offline Application Functionality

This section will guide the SDF in completing the Workplace Skills Plan (WSP) and Annual Training Report
(ATR) with the use of the MQA WSP/ATR Offline Application.

PLEASE NOTE: Although the financial year is selected for the submission of the WSP/ATR, the reporting
period for the report and plan are as follows:

¢ Annual Training Report (ATR): 01 January 2014 — 31 December 2014
o Workplace Skills Plan (WSP): 01 January 2015 — 31 December 2015

5.1 Installation of the MQA WSP/ATR Offline Application

In order for the SDF to submit the WSP/ATR by the deadline of 30 April 2015, the SDF is required to
implement the MQA Offline Application. The following steps must be followed in order to successfully
install the Offline Application

Step Action / Screenshot

1 The SDF will receive 2 files
i. MQAWSPATROffline.zip
i. MQA_WSP-ATR 2015.xIsm
2 Create a MQA Offline Application folder on the computer desktop (C:\Users\sdf\Desktop\MQA
Offline Application) and SAVE BOTH files in this folder.

= | = 23
g, s
iz | k- MOA Offline Apphcation » - | +5 | Search MQA Cffline Application 2
Organize = Include in library = Share with = Burn MNew folder B== » [ r_ﬁl
Mame Date medified Type

£ ites

@ T: B MQA_ WSP-ATR 2015 I test.xisr 10/02/20150535 ...  Microsoft
& Downloads B MQAWSPATROffline.zip 06/02/201511:16 .. WinRARZ

| Recent Places

3 Now, extract the contents of the MQAWSPATROffline.zip file in the same folder — right click on
this file, and select the Extract to MQAWSPATROffline\ option.
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Step Action/ Screenshot

Name : Date modified Type

5 MQA_WSP-ATR 2015 Im testxlsm 10/02/201505:35 ... Microsoft

| MQAWSPATROfflinezip 06/02/201511:16 .. WinRARZ

Open
B Bdract files..

" Extract to MQAWSPATROffling\

9 Scan with OfficeScan
Open with 2

Share with 3

Restore previous versions

Send to v
Cut

Copy

Create shortcut
Delete

Rename

Properties

€ | I | v

4 This will create a MQAWSPATROffline folder in the MQA Offline Application folder.

| v MOA Offline Application » - | +5 | | Search MQA Offline Application yel |
hd g Open = Share with « Burn MNew folder gz » [ @ be
-
R 4 'Ig
i Name Date modified Type |-

sktop 1 MQAWSPATROffline 13/02/201502:52 ...  File folder
wnloads B TWSPERTR 0TS Im testxlsm 10/02/201505:35 ...  Microsoft| |®
cent Places B MQAWSPATROfMlinezip 06/02/201511:36 ..  WinRARZ]
5 Access this folder and double click on the setup.exe file.
. b MQAWSPATROffline » - | +3 | | Search MQAWSPATROffline £
Sharewith » Burn MNew folder == il @
Name 2 Date modified Type
. Application Files 06/02/201508:36 ..,  Filefold
[ PATROffline.application 06/02/201508:36 .. Applicat
@e’cup.aé 06/02/201508:36 ..  Applcat
6 Click Run on the window to confirm the action.
rOpen File - Security Warning | = i

The publisher could not be verified. Are you sure you want to
run this software?

@ MName: ..fline Application\MQAWSPATROffline\setup. exe
Publisher: Unknown Publisher
Type: Application
From: C\Userstalizeg'Desktop\MQA Offline Applicatio...

Always ask before opening this file

publisher. You should onby run software from publishers you trust.

|@ This file does not have a valid digital signature that verfies its
How can | decide what software to un?
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Step Action / Screenshot |

7 The installer requires the SDF to Accept the terms in order to continue with the installation of the
first component needed of the Offline Application

-
For the following compenents:

Microsoft :NET Framework 4.5 (x86 and x64)

Please read the following license agreement. Press the page down key to see the rest
of the agreement.

MICROSOFT SOFTWARE SUPPLEMENTAL LICENSE TERMS |:|
.NET FRAMEWORK 4.5 FOR MICROSOFT WINDOWS OPERATING
'SYSTEM AND ASSOCIATED LANGUAGE PACKS

Microsoft Corporation {or based on where you live, one of its
affiliates) licenses this supplement to you. I you are licensed to
use Microsoft Windows operating system software (the

R N T R e T

View EULAfor prirting

Do you accept the terms of the pending License Agreement?

ALtk i, mAb A

If you choose Dont Accept, install will close. To install you must accept this
agreemert.

—
SI Aocerl ?Mw}

8 The installer opens the MQAWSPATROffline Setup progress bar to indicate the progress of
installing the .NET framework component.

-

B MQAWSPATROfline Setup =]
s& Ingtalling Microsoft .MET Framework 4.5 (86 and x&64)...
-
1
Cancel
9 DEPENDING on the User Account Control settings on your computer Windows will open a

window confirming the installation of this component — click YES to continue.

757 Do you want to allow the following program to make
Nl .
" changes to this computer?

% Program name:  dotMetFd5_Full_setup.exe
Verified publisher: Microsoft Corporation

File origin: Hard drive on this computer

':_:\__’:.' Show details " “

Change when these notifications appear

10a | Wait for this installation to complete.
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Step Action/ Screenshot
& MQAWSPATROffiine

W Installing Microsoft MET Framewaork 4.5 {86 and x64)...
-

10b | NOTE: On some computers the installer will request for a computer restart or reboot

| & MQAWSPATROffline Setup

N Setup must reboat before proceeding.
-

S

Choose "Yes'to reboot now or "No”to manually reboot later.

1 Click Install on the next window that opens
“ Publisher cannot be verified. |
|| Are you sure you want to install this application? %Jl

e:
MOQAWSPATROffline

From (Hover over the string below to see the full domain):
C\Users\alizeg'\Desktop\MQA Offline Application\MQAWSPATROffline

T
Unknown Publisher

P

[ Install Don't Install

While applications from the Internet can be useful, they can potentially harm your computer. If
you do not trust the source, do not install this software, More Informaticn...

12 The Offline Application window will open, ready for the SDF to logon with the current Username,
Password and SDL Number

13 The application is also available on the Windows start-up menu should the SDF require to go
back at anytime.
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Step Action / Screenshot o

@) Lync 2013
K_!I Microsoft Excel 2010 3

@ PowerPoint 2013 »

MQAWSPATROffline

rograms

m
o

Search programs ond files
g
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5.2 Use the MQA WSP/ATR Offline Excel Template

The information for the WSP/ATR Offline Application must be populated in the Excel template, in order to
import it into the Offline Application and send it -to the Indicium system. This section discusses the
different forms, fields and functionality.

PLEASE NOTE: You do not need to be online or connected to the internet to complete these forms

5.2.1 Biodata and ATR
The following information is required to be completed on the Biodata and ATR form

5.2.1.1 Fields
The following fields need to be populated on the Biodata and ATR worksheet. Please note the following:

¢ Field Type — Indicates the type of field / what is allowed to be used in that field.
e Compulsory — This will indicated whether you are required to complete this field or not. Y -Yes, N

- No
(#] FiedName | _ FieldType | Compulsory?|
1 ID No. / Passport No Alphanumeric Field Y
2 Industry No Alphanumeric Field N
3 Surname Text Field Y
4 Name Text Field Y
5 Year of Birth Lookup Field Y
6 Gender Lookup Field Y
7 Race Lookup Field Y
8 Disabled? Lookup Field Y
9 SA Citizen? Lookup Field Y
10 Province Lookup Field Y
11 Municipality Lookup Field Y
12 Highest Qualification Type Lookup Field Y
13 Employment Status Lookup Field Y
14 Occupational Levels Lookup Field Y
15 Job Title Free Y
text (80characters)
16 OFO Occupation Code Lookup Field Y
17 OFO Specialisation Lookup Field Y
18 OFO Occupation Lookup Field Y
19 Qualification / Learning Programme Type Lookup Field N
20 Specify if selected Skills Programme, Learnership or a NQF 5-10 Lookup Field N
Learning in previous column
21 Achievement Status Lookup Field N
22 Year Enrolled / Finished Lookup Field N
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5.2.1.2 Functionality
The following functionalities are on the page for Biodata and ATR worksheet.

S

tep Functionalit

button.

Please enter search criteria for occupation:

page will open that looks as follows (please see below):

Please dick on Occupation for more information:

1 All fields indicated as a Lookup field, are fields with a lookup with specific values to use. The
SDF cannot change these, or use values other than what is in the list of lookup values.
2 The OFO Occupation Code field has a built in search functionality. When you click in this field, a

Search | Select Occupation

OFQ Major Group

111202
111202
111203
111203
111203
111207
121101

General Manager Public Service
Labour Inspectorate Manager
General Manager Local Authority
Local Authority Manager
Municipal Manager

Senior Government Manager
Account Systems Manager

4

OFO Submajor Group

OFQ Minor Group

OFQ Unit Group

OFQ Dccupation

Occupation Tasks

Please enter search criteria for occupation:

The SDF can search for the occupation by adding search criteria and clicking on the Search

{ Search , |

Select Occupation

OR select an occupation from the list for more information

Please didk on Occupation for more information:

111202  General Manager Public Service

111202  Labour Inspectorate Manager
111203 General Manager Local Autharity
111203  Local Authority Manager

111203  Municipal Manager

111207  Senior Government Manager
121101  Account Systems Manager
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Step Functionality |

When the SDF clicks on the occupation the information will be displayed as follows:

QOFQ Major Group
1 | MANAGERS

Managers plan, direct, coordinate and evaluate the overall activities of enterprises, governments and other organizations, or of organizational units within 1

OFO Submajor Group
11 I Chief Executives, Senior Offidals and Legislators

Chief executives, senior offidals and legislators formulate and review the policies and plan, direct coordinate and evaluate the overall activities of enterprise
OFO Minor Group
111 I Legislators and Senior Officials

Legislators and senior officials determine, formulate, advise on and direct the implementation of policies of national, state, regional or local governments or
OFO Unit Group
1112 I Senior Government Officials

Senior government offidals advise governments on policy matters, oversee the interpretation and implementation of government policies and legislation by «
OFQ Occupation
111203 I Local Authority Manager

Flans, organises, directs, controls, reviews and oversees the interpretation and implementation of local government policies and legislation.

Occupation Tasks

Advising national, state, regional or local governments and legislators on policy matters

Advising on the preparation of government budgets, laws and regulations, induding amendments

Coordinating activities with other senior government managers and officals

Ensuring appropriate systems and procedures are developed and implemented to provide budgetary control

Establishing objectives for government departments or agencies in accordance with government legislation and policy

Formulating or approving and evaluating programs and procedures for the implementation of government polices in conjunction or consultation with governn
Making presentations to legislative and other government committees regarding policies programs or budgets

Overseeing the interpretation and implementation of government policies and legislation by government departments and agencies

Recommending, reviewing, evaluating and approving documents, briefs and reports submitted by middle managers and senior staff members

The SDF will click on the Select Occupation button to select the occupation just viewed

Select Occupation

PLEASE NOTE In order to search for the OFO Occupation, the Job Title field must be populated
with a title.
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5.2.2Form 2: WSP
The following information needs to be completed on the WSP form.

5.2.2.1 Fields
The following fields needs to be populated on the WSP worksheet. Please note the following:

Field Type — Indicates the type of field / what is allowed to be used in that field.

Compulsory — This will indicated whether you are required to complete this field or not. Y —Yes, N

- No

ﬂ Field Name Field Type Compulsory‘?

Qualification / Learning Programme Type

2 Specify if selected Skills Programme, Short Course,
Other, Learnership or NQF 5 -10 in previous column.
3 Managers
4 Professionals
5 Technicians and Associate Professionals
6 Clerical Support Workers
7 Service and Sales Workers
8 Skilled Agricultural, Forestry, Fishery, Craft and Related
Trades Workers
9 Plant and Machine Operators and Assemblers
10 Elementary Occupations
11 Learners
12 Total training planned
5.2.2.2 Functionality

Lookup Field
Lookup Field

Numerical Field
Numerical Field
Numerical Field
Numerical Field
Numerical Field
Numerical Field

Numerical Field
Numerical Field
Numerical Field

Sum of numeric values
captured in the row

The following functionalities are on the page for WSP worksheet

Step Functionality

1

Y

< << <<=

< < < <

All fields indicated as a Lookup field, are fields with a lookup that have specific values to be use.
The SDF cannot change these, or use values other than what is in the list of lookup values.
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5.2.3Form 3: Scarce Skills
The following information needs to be completed on the Scarce Skills form

5.2.3.1 Fields
The following fields needs to be populated on the scarce skills worksheet. Please note the following:

o Field Type — Indicates the type of field as well as what is allowed to be used in that field.
o Compulsory — This will indicated whether you are required to complete this field or not. Y —Yes, N

- No
ﬂ Field Name Field Type | Compulsory?

Occupation and Specialisation Title Lookup Field 'Y

3  Occupation Code (6 digit code) Auto populate 'Y

Field

4 Reason for Occupation being Scarce Lookup Field 'Y

5 Hard to fill vacancies (humber) that you considered scarce during Numerical Y
20147 field

6 Add comments regarding the scarcity, i.e. which tasks/outputs that Free Text Y
are critical for the occupation are not being met or performed by
employees?

7 What type of learning programmes are you planning to address this Lookup Field 'Y
occupational scarcity?

8 NQF Level Lookup Field Y

9 If you are planning on importing this skill from outside South Africa, Numerical Y
please state number of people? Field

5.2.3.2 Functionality

The following functionalities are on the page for scarce skills worksheet

Step Functionality

1 All fields indicated as a Lookup field are fields with a lookup with specific values to use. The SDF
cannot change these, or use other values than what is in the list of lookup values.
2 The Occupation Code field will auto populate based on the value selected in the Occupation

and Specialisation Title.



Document: | SDF Training Manual
Client: Mining Qualifications Authority

Date: 05 March 2015 Page | 44

5.2.4 From 4: Non-Employees / Community
The following information is required to be completed on the Non-Employees or Community form

5.2.4.1 Fields
The following fields needs to be populated on the Non-Employees or Community worksheet. Please note
the following:

o Field Type — Indicates the type of field as well as what is allowed to be used in that field.
o Compulsory — This will indicate whether you are required to complete this field or not. Y —Yes, N

- No
Qualification / Learning Programme -
Type
4 Target Beneficiaries - Completed Lookup Field Y
5 Total Free Text; Numerical Y
field
6 Comments on Programmes Completed Free Text Field Y
8 Target Beneficiaries - Planned Lookup Field Y
9 Total Free Text; Numerical Y
field
10 Comments on Programmes Planned Free Text Field Y
5.2.4.2 Functionality

The following functionalities are on the page for Non-Employees / Community worksheet

Step Functionality

1 All fields indicated as a Lookup field, are fields with a lookup with specific values to use. The
SDF cannot change these, or use values other than what is in the list of lookup values.
2 The Occupation Code field will auto populate based on the value selected in the Occupation
and Specialisation Title.
3 NOTE In the Qualification / Learning Programme Type field has subsections
# | Subsection Comment
1 | ABET values These are fixed, and cannot be changed
Disciplines in which bursaries For this section, the SDF will select the discipline from a
are being offered lookup value field
3 | Other Community For this section, the SDF will select the discipline from a
Programmes(Specify) lookup value field




Document: | SDF Training Manual

Client: Mining Qualifications Authority

Date: 05 March 2015

Page | 45

5.2.5Form 5: Contractors
The following information is required to be completed on the contractors form.

5.2.5.1 Fields
The following fields need to be populated on the contractor’'s worksheet. Please note the following:

Field Type —

Compulsory — This will indicate whether you are required to complete this field or not.

- No

Indicates the type of field as well as what is allowed to be used in that field.

Y -Yes, N

ﬂ Field Name Field Type Compulsory?

13
14
15
16
17
18

19
20
21
22

Qualification / Learning Programme Type

Specify if selected skills Programme, Short Course, Other,
Learnership or NQF 5 -10 in previous column.

Managers

Professionals

Technicians and Associate Professionals

Clerical Support Workers

Service and Sales Workers

Skilled Agricultural, Forestry, Fishery, Craft and Related Trades
Workers
Plant and Machine Operators and Assemblers

Elementary Occupations
Learners
Total Trained

Managers

Professionals

Technicians and Associate Professionals
Clerical Support Workers

Service and Sales Workers

Skilled Agricultural, Forestry, Fishery, Craft and Related Trades
Workers
Plant and Machine Operators and Assemblers

Elementary Occupations
Learners
Total Training Planned

5.2.5.2 Functionality

The following functionalities are on the page for Contractors worksheet

Lookup Field
Lookup Field

Numerical Field
Numerical Field
Numerical Field
Numerical Field
Numerical Field
Numerical Field

Numerical Field
Numerical Field
Numerical Field

Calculation
Field
Numerical Field

Numerical Field
Numerical Field
Numerical Field
Numerical Field
Numerical Field

Numerical Field
Numerical Field
Numerical Field

Calculation
Field

Y
Y

K< << << << << <<<< <=<=<=<=<=<

Step Functionalit

1

All fields indicated as a Lookup field, are fields with a lookup with specific values to use. The
SDF cannot change these, or use values other than what is in the list of lookup values.
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5.2.6 Form 6: Impact Assessment
The following information is required to be completed on the impact assessment form.

5.2.6.1 Fields
The following fields need to be populated on the impact assessment worksheet. Please note the following:

o Field Type — Indicates the type of field as well as what is allowed to be used in that field.
o Compulsory — This will indicate whether you are required to complete this field or not. Y —Yes, N

- No
ﬂ Field Name Field Type | Compulsory?

How many training interventions did you plan in the last reporting Numeric Field Y
year, as recorded in your WSP 20147

2 Total Interventions conducted as recorded in your ATR for the Populated Y
period 2014 Field

3  Deviation % Numeric Field 'Y

4 Please state reason for deviation if more that 40 %( if alignment of  Free Text Y
WSP vs. ATR is less than 60%) Field

5 Briefly explain how you measure the impact of training in your Free Text Y
organisation Field

6 Comment on the impact training has had in your organization over  Free Text Y
the last year Field

5.2.6.2 Functionality
The following functionalities are on the page for Impact Assessment worksheet

Step Functionality

1 All fields indicated as a Lookup field, are fields with a lookup with specific values to use. The
SDF cannot change these, or use values other than what is in the list of lookup values.
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5.2.7 Form 7: Finance Sheet
The following information is required to be completed on the finance sheet form.

5.2.7.1 Fields
The following fields need to be populated on the finance sheet worksheet. Please note the following:

o Field Type — Indicates the type of field as well as what is allowed to be used in that field.
o Compulsory — This will indicate whether you are required to complete this field or not. Y —Yes, N

- No
ﬂ Field Name Field Type | Compulsory?

Total actual payroll for the year 01 Jan 2015 - 31 Dec 2016 Currency Y
Field

2 Total actual skills development spend for the year 01 Jan 2014 - 31 Currency Y
Dec 2014 Field

3 % of payroll spent on skills development Numeric Y
Field

4 Total projected payroll for the year 01 Jan 2015 - 31 Dec 2015 Free Text Y
Field

5 Briefly explain how you measure the Impact of training in your Free Text Y
organisation Field

6 Projected % of payroll to be spent on skills development Free Text Y
Field

5.2.7.2 Functionality
The following functionalities are on the page for Finance Sheet worksheet

Step Functionality
1 All fields indicated as a Lookup field, are fields with a lookup with specific values to use. The
SDF cannot change these, or use values other than what is in the list of lookup values.
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5.3 Use the MQA WSP/ATR Offline Application
The SDF must use the Excel template in conjunction with the WSP/ATR Offline Application to complete the
WSP/ATR forms for the submission due on 30 April 2014. Please note the following:

e Be online or connect to the internet first before logging on to the Offline Application

will be sent to Indicium

The Excel templates can at any stage be imported into the WSP/ATR Offline Application
Use an Excel template per company that needs to be submitted
The data can be sent to Indicium at any stage, but please note that only the records without errors

The data can also be re-sent to Indicium at any stage, but please note that the set of information

sent to Indium must include the original data. Indicium will overwrite the previous upload.

Step Action/ Screenshot

1 Open the excel template, and click on the Enable Content button.

This will enable the excel

spreadsheet, rules and built in formulas, allowing the SDF to capture the information.

1 SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content
2 The SDF is required to complete the excel template for the following forms as per section 5.2
above:
e Biodata & ATR
e WSP
e Scarce Skills
¢ Non-Employees-Community
e Contractors
e Impact Assessment

e Finance Sheet
NOTE: The forms in this excel template contain formulas and macros. The SDF CANNOT
change anything set in the forms, this includes renaming of columns, re-ordering columns, adding /

removing of columns. The template must be used AS-IS.

3 Once the SDF is ready, the template can be uploaded / imported into the Offline Application in

order to check for errors and is then uploaded onto Indicium.

4 To continue with step 3, the SDF must to logon to the MQA Offline Application by opening the
application from the Windows start-up menu.

ﬂWSP ATROffline ;

JLILR}' INULES

mg Lync 2013

E'F‘I Microsoft Excel 2010

F' owerPoint 2013

AII ngrams
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Step Action/ Screenshot

The logon window to the offline application will open and the SDF will need to add their
Username, Password and L-number of the company that they are busy uploading.

5

Biodata & ATF WP | Scarce Skils | Non Emp | mpact | Finance Sheet |

Step Action / Screenshot

7 The data captured in the excel template must now be imported into the application. To do this,
click on the Data menu name and select Import from the options.
File | Data
p dicium
Export Error Report
8 Select the file from the location where it is saved.
=] |+ MOA OHline Application =43 )| rarh NQA Giffine Azplicacion
Ongorice = New foder . g 1 8
cbrinilll (e oo e 18
# Downloads L1 MQAWSP-ATR 2015 Template.dim. NGV ORIl Missft Escel M.
B Recent Places.
el
JI:Mw:
B
™ Computer
9 The data will be uploaded into the template, the progress bar will show progress of the import.
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Step Action / Screenshot
Data Import in progress, please wait... 100% e

The application will generate a error report errors occur.

Oops! The template has errors. The systern has generated an error report for you.
Fix all the errors on the error report and re-upload.

To download the error report click on the Data menu option and select Export Error Report.

Export Error Repo

10 The errors will also be indicated on the form itself, for example in this case on the Non-Employees
form

DO

File Data

| Biodata & ATR| WSP_| Scarce Skills | Non Employees | Contractors | Impact it | Finance Shest |

EmorDescription Programme Type Target Benefic TotalDone CommentsProgramr  TargetBenefic
3 Target Beneficiaries Done does not exist;T... [EElii=)
Target Beneficiaries Done does not exist;T... |[ABET 1
i zroet Beneficizries Done doss not exdst;T... |ABET 2
Target Beneficizries Done doss not exdst;T... |ABET 3

Target Beneficizries Done does not eist;T... |ABET 4

Disciplines in whi

oo o | o|o|lalo

Cther Community ...

These errors can be corrected on the excel template and imported again.
1 To send the information to Indicium select the Data menu and the Send to Indicium option.

A progress bar will indicate the progress of sending the information to Indicium.

Data Submissicn in progress, please wait... 2% | |

12 A results window will show the statstics of the information being uploaded.
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Step Action / Screenshot
| 5 Send to Indicium R

Send to Indicium Resulis

BioData WS5SP

Records without emors imported) 1 Records without emars {mported) 2
Records with emors {not imported) 0 Records with emors {not imported) 0
Scarce Skills Mon Employees

Records without emors (imported) 1] Records without emors (mported) 2
Records with emors (not imported) 0 Records with emors {not imported) 6
Contractors Finance

Records without emors {mported) 14 Records without emors (imported) &
Records with emors (ot imported) [1] Records with emors {not imported) 1]
Impact Assessment

Records without emors {imported) [

Records with emors (not imported) i}

13 The Application will open on the first form again after the SDF clicks on the OK button.
14 To exit the application click on the File menu and click on the Exit option — doing this will require
the SDF to logon again.
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5.4 Access to View data imported through MQA WSP/ATR Offline Application
To view the data imported through the MQA WSP/ATR Offline module the SDF will be able to check and
review the information imported.

Step Action / Screenshot

1 The SDF will be granted access to the WSP/ATR information once MQA approves the SDF
verification Letter.
2 The SDF will receive an e-mail communication confirming the approval once MQA approves the
verification letter
50 Matroosberg Road
Ashlea Gardens
Pretoria
0081
Tel: 0124820301
Cell: 0845552214
E-mail: agroenewald@dtss.co.za

13 February 2015
Dear Ms Groenewald

Current status of the organisation: Verification Document approved at MQA
This letter serves to inform you of the approval of the Verification Document for the above
mentioned organisation.

This entitles you to proceed with the online submission of your Source Data Spreadsheet/s, as
well as to generate your WSP-ATR PDF document from the system.

Yours faithfully,

3 To complete the WSP/ATR online, access Indicium and follow steps 1-7 in section 7.1.
4 To validate the Organisation Bank Details the SDF will click on the Organisation Bank Details
menu option.
Skills

Skills ==Crganisation ==

COrganisation Details
f Crganization Contact
| Organisation Bank Details
| Child Crganisations
: Training Committee

5 Indicium opens the WSP & ATR forms section on the right panel of the screen:
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Step Action/ Screenshot

WSP & ATR Forus - AMPLATS MANAGEMENT SERVICES (L350733343)

| View || Edit || Summary Report |

Financial Year| v || Create |

Skills Year Form Type Linked Grant Status Due Date  Status Date  Submission Date

01 April 2015 - 31 March 2016 Forms Yes Created 30/04/12015  11/02/2015
| First || Previous || Next || Last || Go to Page |'1 Page 10f1

6 The SDF will select the financial year that relates to the submission, which is on 30 April 2015.
Click on the View button to open the set of forms that must be completed.

WSP & ATR Forms - AMPLATS MANAGEMENT SERVICES (L350733343)

View | JHdit || Summary Report || Submit |

Financial Year| v || Create |

Skills Year Form Type Linked (Grant Status Due Date  Status Date Submi=-_.n Date

st || GotoPage [|[1 |Page 1011

| First || Previous || Next || La

7 Indicium will display the list of forms that need to be completed.
- . ‘Welcome, Alize - Primary SDF
MQA Indicium / Lesan
o)
SETA Management System Swiich Proflle
Skills
| Miain Page | WSP & ATR Forms

01 April 2015 - 31 March 2016

| Submit WSP/ATR |

¥ ] Description Due Date Select
1 Form 1: BioData & ATR Form 1: BioData & ATR 30/04/2015 |@|
2 Form 2: WSP Form 2! WSP' 3010472015 | Sefect |
3 Form 3: Scarce Skills Form 3: Scarce Skills 30/04/2015 | Select |
4. Form 4: Non-Employees / Community Form 4: Non-Employees / Community 30/04/2015 |ﬁ|
5 Form 5: Contractors Farm & Contractors 30/0422015 | Select |
6. Form &: Impact Form &: impact 30/04/2015 M
7 Form 7: Finance Sheet Form 7: Finance Shest 30/04/2015 |@|
8 Click the Select button to open the form and view the details.
- = Welcome, Alize - Primary SDF
MQA Indicium N et
SETA Management System ({gﬂ“ Switch Profils
MINING QUALIFICATIONS AUTNORITY
Skills
“Main Pags | V\_I'SF & ATR Forms
01 April 2015 — 31 March 2016
[ Submit WSPIATR |
# Form Description Due Date Select
bls Form 1: BioData & ATR Form 1: BioData & ATR 30/042015 @’
2 Form 2: WSP Form 2: WSP 30/0472015 | Select |

=

Earm 3 @rarra Shille Enrm ¥ Qrarra Qlille AMARNAE [eatnm |

9 The details that have successfully been sent to Indicium will be displayed on the online form.
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Step Action / Screenshot |
MQA Indicium ———
SETA Management System Switch Profile

MINING QUALITICATIONS AVTNORITY

Skills
| Back to WSP/ATR Forms Menu | Form 1: BioData & ATR
Total Rows: 1
fear - wsp WSsP OF¢
wsp = WsP wsp Highest 5 Job < ara oFo
e ity Do Municipality  Province QualType  Sreioyment  Ocoupafional gy Occupalion  specisation  Occupation
Directs an
‘Skilled technical organisation’s
and ccurity
e, academically functions,
qualfied Security Risk inluding
ACDDI23123 Kensy 1875 Female  Whie  ‘es Yes Moopuilen  Gauteng  SaonallONer peranent  workers hnor Securty pssessment plysical - ntemship el O
e management, securiy a
supervisors, safety of

foremen and employees,
superintendents facilties, an
assets

| First || Previous || Next || Last || Goto Page |[1 |Pagetort
o = = I

6 SUMMARY REPORT

The SDF can download a Summary Report by following the next steps:

Step Action / Screenshot |

1 report, access Indicium and follow steps 1-7 in section 7.1.
2 To validate the Organisation Banking Details, the SDF will click on the Organisation Bank

Details menu option.

Skills

Skills ==Crganisation ==

COrganisation Details
Crganization Contact
Organisation Bank Details
Child Organisations
Training Committee
Crganization CFO Details

3 Indicium opens the WSP & ATR forms section on the right panel of the screen:

WSP & ATR Forms - AMPLATS MANAGEMENT SERVICES (L350733343)

| View || Edit || Summary Report |

Financial Year| v |[ Create |
Skills Year Form Type Linked Grant Status Due Date  Status Date  Submission Date
01 April 2015 - 31 March 2016 Forms Yes Created 30/04/2015 11/02/2015

| First || Previous || Next || Last || Go to Page ||1 :|F'age 10f1

4 To validate the Organisation Banking Details, the SDF will click on the Organisation Bank
Details menu option.
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Step Action / Screenshot

WSP & ATR Forms - AMPLATS MANAGEMENT SERVICES (L350733343)

Financial Year| v !| Create |

Skills Year Form Type Linked Grant Status Due Date Status Dafe Submission Date

‘ Firsi || Previous || Next || Las!.“ Go to Page lE_lF‘age 10f1

5 Indicium opens the report in the browser for the SDF to view, the Create PDF button allows the
SDF to create the document.

| Create POF
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7 Uploading of Documents
The summary report with the signatures authorising the submission must be uploaded by following the next
steps:

Step Action / Screenshot

1 Follow steps 1 — 7 in section 7.1
2 To upload documents click on the Document Uploads section.

Skills

Skills ==0rganisation ==

Organisation Details
Organisation Contact
Organisation Bank Details
Child Organisations
Training Committee
Organisation CFO Details
Approved SDFs

NS P8

et
| Mliznt Balatinnchin Mananamant

3 The SDF must select the type of document to upload from the Documentation Type lookup field.

Document UrLoaps - AMPLATS MANAGEMENT SERVICES (L350733343)

Documentation Type Authorisation page
| New Document | |

Proof of training completed

Copy of cancelled cheque

Copy of bank Letter (Stamped by bank)
Caopy of bank statement

Signed WSPATR Report

IST Application

EMP 201

EMP 103

| Remove |

NOTE: It is important that the SDF selects the correct document type in order for Indicium to
recognize the document and apply the correct rules.

4 Once the documentation type is selected, the document must be chosen from the location where it
is saved by clicking on the New Document button.

Document UpLoapns - AMPLATS MANAGEMENT SERVICES (L350733343)

Reftaton | Authorisation page v |
{_New Document |
|. Remove |
5 This will open a window where the SDF needs to select the financial year. Click on the Choose

File button to select the document from its location.
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Step Action / Screenshot

Fnanca|year |01 April 2015 — 31 March 2016 ¥ |
Document Relates to Authorisation page
Comment
A
Document |_Chogalzjle_| Mo file chosen
Upload || Close
6 Indicium will show a green bar if the document has been successfully uploaded. Click on the

Upload button to save the document.

Senp Document

Financial Year |01 April 2015 — 31 March 2016 ¥ |
Document Relates to Authorisation page
Comment

P
Document Choose File

| Upload || Close |

7 Indicium will display the upload:

Financial Year Comment Original File Name
01 April 2015 =31 March 2016 Testing. docx

|.“|-:irst || Previous I Next || Last ||-G|3 to Page i|1; Page 10f1
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8 WSP/ATR Submission
To submit the WSP/ATR the SDF will follow the next steps:
Step Action/ Screenshot
1 Follow steps 1 — 7 in section 7.1
2 To add, edit or remove the Organisation Contact Person Details, the SDF will click on the WSP

& ATR Forms menu option.

Home

Skills ==0rganisation ==

Organisation Details
Crganisation Contact
Organisation Bank Details
Child Organisations
Training Committee
Organisation CFO Details
A

JSP & ATR Forms
Doct
Client Relationship Management

3 The SDF will select the year that relates to the submission which is due on 30 April 2015. Click on

the Submit button to submit the WSP/ATR.

NOTE: The Grant Status will change from Created to Submit. The Submission Date will be

updated with the date on which the Submit button was clicked.
NOTE: Once submitted, it is final. The SDF will not be able to change any information.

WSP & ATR Forms - AMPLATS MANAGEMENT SERVICES (L350733343)

| View | Edit || Summary Report |'

Financial Year v || Create |

Skills Year Form Type Linked Grant Status Due Date

Status Date

Submission Date

| First || Previous || Next || Last || Go to Page [1 |Page 10f1
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9 NOTES
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