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1. New user Registration

1. Navigate to https://portal.hwseta.org.za/hwseta/wssdraftupload
2. Fillin your email address, first name, and last name and click “Submit”.

Empowering
people to'help
others

E Ml
First Name

Last Natrw

3. After clicking “Submit”, you will need to reset your password by clicking on the “Password Reset” link.

New Account

Please reset your password by clicking on the below link to gain
access to your newly created profile.

< Password Reset
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4. Enter your email address and click “reset password”.

Bridging
the skills
gdp

Your Emaill

5. An email will be sent to you with a secure password reset link.

) f

KZN and Free Limpopoand  e-mail the Report
Head Office Gauteng Eastemn Cape  State Mpumalanga HWSETA Corrupfion

Bridging
the skills
&P

An email has been sent with credentials to reset your
password

Back to Login
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6. When you receive the e-mail from erp@hwseta.org.za, click on “this link” to reset your password.

Password reset

i~ Reply Gy Reply Al » Fonward

E ERP Helpdesk

A possword reset was requested for the SEP sccount linked to this email.
You may change your HWSETA account password by follovwing this link.

Note: if you do not expect this, you can safely ignore this email,

ERP Helpdesk

Emall: erp@hwsets org. 29
Wb i

Tel: +27 (11) 607 6900
Haob;

7. When you receive the e-mail from erp@hwseta.org.za, click on “this link” to reset your password. Enter your
password by typing it into the password textbox and confirm your password by re-typing your password in the
confirm password textbox and click “Reset Password”.

G

Western KZN and Free Limpopoand  e-mail the
Head Office Gauteng Cape Eastem Cape  State Mpumalanga  HWSETA Corruption

Bridging
the skills
gdp

Your Email

test@test.co.za

Your Name

FirstName LastName

Password

®

Confirm Password
®
Reset password Back to Login

8. You will now be automatically logged into the HWSETA portal. Go to “WSS Record Creation” to continue.
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2. Existing user
1. If you are an existing user and you have navigated to https://portal.hwseta.org.za/hwseta/wssdraftupload,
and you have filled in your email address, first name, and last name and clicked “Submit”.
2. The system will inform you that the email address you are registering with is already registered on the
HWSETA system. You can log on to the system by clicking on “Login”.

B

Empowering
people to help
others

E Ml

First Narre

Last Natre

the skills
gdp

Account Exists l‘
An account with the email test@test.co.za is already registered
on the HWSETA system.

Please login to continue or alternatively reset your password at the below link

& Reset < Login

3. Enter your username and password and click “Login” to login to the HWSETA portal. Go to “WSS Record
Creation” to continue.
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3. Existing user — Forgotten Password
1. If you are an existing user and you have navigated to

https://portal.hwseta.org.za/hwseta/wssdraftupload, and you have filled in your email address, first
name, and last name and clicked “Submit”.

Empowering
people to'help
others

PSS e

Register account for WSS submissions

EMaei

First Nasre

Last Natrw

2. The system will inform you that the email address you are registering with is already registered on the
HWSETA system. You can reset your password by clicking on “Reset”.

the skills
gdp

Account Exists l‘
An account with the email test@test.co.za is already registered
on the HWSETA system.

Please login to continue or alternatively reset your password at the below link

< Resget < Login
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3. Enter your email address and click “reset password”.

the skills
gdp

Your Email

Reset pasvaord

) f

Western KZN and Free Limpopo and  e-mail the Report
Head Office Gauteng Cape Eastem Cape  State Mpumalanga HWSETA Corruption

Bridging
the skills
&P

An email has been sent with credentials to reset your
password

Back to Login
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5. When you receive the e-mail from erp@hwseta.org.za, click on “this link” to reset your password.

Password reset

i~ Reply Gy Reply Al ¥ Fonward

E ERP Helpdesk

A password reset was requested for the SEP scoount linked to this email.
You may change your HWSETA account password by follawing bhis link.

Note: if you do not expect this, you can safely ignore this emall,

ERP Helpdesk

Email: erp@hwseta, org. 13
‘Web: ki

Tel: +27 (11) 607 6900
Habs;

6. When you receive the e-mail from erp@hwseta.org.za, click on “this link” to reset your password. Enter
your password by typing it into the password textbox and confirm your password by re-typing your password
in the confirm password textbox and click “Reset Password”.

)

KZNandFree Limpopoand  e-mail the
Eastemn Cape  State Mpumalanga  HWSETA

Bridging
the skills
gdp

Your Email

| test@test.co.za

Your Name

FirstName LastName

Password

®

Confirm Password
®
Reset password Back to Login

7. You will now be automatically logged into the HWSETA portal. Go to “WSS Record Creation” to continue.
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4. WSS record creation

1. After you have logged in to the HWSETA system click on the WSS icon on the top Navigation bar (marked
here by the red rectangle box).

= W]

= WSS Submission
{?H wseta [EX3 Bo

\

2. Click “Create” button to start capturing the WSS data for submission.

- WSS Submission
?H wseTa B3 =[]

i
s
\.
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3. Fillin the SDL/T number for the organisation you are capturing information and click the “Check my SDL”
button to check if the organisation exists on the system.

- WES Submi | Héw

".
QHWSETA =3 =[5]

SDLIT nusaber

4. Fillin your valid personal and contact details then click “Next”

v WES Submi ! wes.draft,15

YH wseETa B2l =[]
BOUT risssbr
Persanal Details Caontact Details
Firar = - ey by ey
Lirad Masts W E Maii
b Titls _ Celiphint Humbet
Eiifrnibm Satui et Ao =
B&Fnreign iG Huarden i
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5. Fillin the valid employer details and click “Next”.

WEE Submi was. draft15

?HW.E‘.ETA =3 . =3

Ermghreer Hams o W Bomrris Aty

Erpionen Type e

Address Delails

P wsical Paost

St 151 Nt e farert

Strmet 3 B ]

Country Sl A o Comaviry &
Prosance Loy v  Proyecs G
Postsl Code Fiou Poata! ok

el re ity Facar L

\rtaan or Rural

6. Fillin TEP (total employment profile) records by clicking on “Add an ltem”. Add a new item for each person.
You can delete a line by clicking on Bin 1 icon at the end of the line. Once you have added all the lines in the
TEP click “Next”.

WSS Submi wss.draft,15

Total Employment Profile

Totsd Nusnber OF Emmployees

Permarent

Tormper ary
Voluniesr
Fst  Last  SAForeipgn Highest
t Prove Rac Bled  Job Tl ment
"o i 4 rriiaon Country Province Race Gender Disabled Job Title ptnie e Employmen
_— Y™ Sttus
> ]
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7. Fillin Training Needs records by clicking on “Add an Item”. Add a new item for each person. You can delete a
line by clicking on Bin @ icon at the end of the line. Once you have added all the lines in the Training Needs
click “Next”.

WSS Submi wss.draft.15

QHWSETA = =]

SOUIT number

Financial Yeut

3
wp T LMl roreionID  Country Province MameOf  Traming  StartDate End Date E":r“f;

Na N
. e Wurrder Training Type

8. Add a valid proof of authorisation document by clicking on “Select” next to “Proof of Authorisation”.

WSS Subn wss.draft15
; HWSETA [0 =z
| r« Jate vl ond has be chacked for aoou
ATOWNS00 Bt any w v e A Gelays 1 oy
SOUT number
Sutmimed Oy Proot Of Authorisation D Seve . Save A
One follower
X
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9. Add a valid proof of authorisation document by clicking on the document and clicking on “Open”

€ Open *

&« v ‘ » ThisPC » Downloads v D Search Downloads 2

Organize * MNew folder =~ O @
~ MName Date modified Type Size
v gk Quick access
[ Desktop » h
‘ Downloads  # ProofOfAuthorisation. pdf Adobe Acrobat D... 686 k
Documents
&=/ Pictures -
Select a file to preview.
v >
File name: | ProofOfAuthorisation.pdf v| All Files (*.%) ~

10. Tick the box to verify the validity and accuracy of your data as depicted by the red rectangular box.

o WSS Subml... / wss.draft,15
y) - - -
?H'wss”n\ = oo

| Cordier Pt Pt | have srterend: & vald o0 has Deet) thecker] lr socuracy

at anty comaciors Tl may b repaed, may R 1 i Gelays N DOORREG

SOUT number =)
©
Submsted By Proof Of Authorisason vt ot | [ Setect W Save Ar o 1Cmer
One foliower
P - .
x

[—r
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11. Click save by clicking on the “Save” button as depicted by the red rectangular box.

- WSS Submi wss.draft.1
?HWSETA =23 o

{ conflern Pad P dits

| srowhedgn That ary

SOUT number

Submitied By

]

Nawe erdered: B vl and has been chacked K acouscy

St

% ol may S0 rogured, May romat 01 A Gelays 1 Drooeseng

Proot Of Authorisaton

12. You may submit by clicking on the “Submit WSS” button as depicted by the red rectangular box.

o~ WSS Submi wss.draft.15
QHWSETA =3

| cordern Pl e data

paalan

SOUT number

Submesed By

N erdeded s valed 00! has Doen chechnd SO ocouracy

Comacions S1at mury Do fogueed, may resat N i delays ¥ procoseng

Proof Of Authorisaton

13
¢
>
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5. Create Multiple WSS Submissions for organisations
NOTE: The creation of multiple WSS submissions is only for users submitting on behalf of multiple organisations.

You may only create 1 WSS submission per organisation. Any duplicate submissions will result in processing delays
and potential rejection of all the WSS submissions for the organisation.

1. Click the blue “WSS Submission” link to go back into your list of submissions

wss.draft 15

Atachmecas) = 0

T Oordrm B P Ol 1 ve anierec: M veid %! s Dewn chwechand S0r S00Urdcs

| MORIOWNI0R Tt a0y COMOhons T Mary S reguIred. My st 0 & Gelays 0 DOCeRsng

SOLIT number

Sutemmed By Procf Of Authonaation

2. Click the create button and start filling in data again for the next Organisation from step ...

’ WS5E Submission
?H WSETA B = ]
.
\
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