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WHAT IS T- NUMBER APPLICATION

T - Number documents are requested and submitted at provincial offices.

Once provincial offices have evaluated, the documents together with supporting
documents are submitted to WSP Subdivision at head office for further processing.
Once the T - Number is approved an email is sent to the stakeholder, the

stakeholder’ next step will be to register SDF Online which is indicated below.

SDF ONLINE APPLICATION

First-time SDF/SDFs must go to the HWSETA website https.//www.hwseta.org.za

then under "Application Portal” and then on “Skills Development Facilitator
Registration”. Scroll down then on your far right click on Skills Development
Facilitator, then populate all the required fields.

Only approved SDFs can access the portal to complete the WSP &ATR

Each SDF must be in possession of a username and password.
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LOG- INPROCESS

« Enteryour Login details received from the HWSETA, upon successful registration.

» Please note: If you have submitted the WSP & ATR for the previous financial
year, your Login details are still the same.

« |f you have forgotten your password, please click on reset password and follow
the instructions.

» Now you are in the SDF Portal and will have access to your profile and the WSP

of the organisation.
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¢ Login to stakeholder portal then, click on WSP on the left-hand side of your screen,

¢ click onthe “"Create " button to create the WSP & ATR for the current financial year.

WSP Submission C

A No of Reconds 81-137

Cods Financial Year SDF Employer State SDL Ne. Date Submitted Request Extension Date Approve Extansio

¢ Next to Employer click the dropdown to select the organisation for whom you wish to

submit a WSP &ATR.
¢ |f the SDF have multiple organisations linked to your profile you will have to select the
organisation for whom you wish to submit a WSP &ATR.
e If you only have one organisation linked to your profile you will only have that
organisation to select.
Wy < -

Organisation Details

Employer v SO M

Finsacial You SLISTAMASLE URBAN Date Submeted

WSF Stait Parkod s E o L S WSP Enl Pericd

WS Sulimission Star Dare I_. " r.. & PREVENTION THROUGH WSP Sutemission Due Dste

Schems Yees
WSP Details T

WSP ATE Detnils Type  Anccsl Trang Recort ~

Show ATH Esor Log &
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WSP/ATR SUBMISSION

¢ The Financial Year and WSP start, and end date will be prepopulated.
¢ Below this section, you will see the WSP details tab, which takes you to the WSP &ATR
details type.

¢ There is a drop-down that you must click to access the ATR and WSP Sections.

= -0
Subarat Drah Subrnatied Accheruarimer Evihusted Accapted Oy ™

Organisation Details

Emplayar SUSTANABLE URBAN NEIGHBOURHOw (+  SDL No LTI
F i sl Yoo 3 Date Selwnitted

WP Siart Period 01042079 WSP End Period 12020
WP Submimsica Start Date 01022019 WSF Submivsion Due Date

Schivma Yoar

WSP Details Partislly Seve
WP ATH Deinls Type Annual Trasmng Report )
Stow ATR Esvor Log A Lo
\ A sl Tramag . . - l

e To access the WSP/ATR click Edit and then on the drop-down next to ”
WSP & ATR Details Type"” and Select “Workplace Skills Plan”
or “Annual Training Report”

=
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If you select “Annual Training Report” You must ensure that you complete the following

forms:
Actual Training
Adult Education and Training (Not compulsory, can be left blank if no AET training
was done)
Variance (This section is pre-loaded with information based on your previous

financial year submission and you are only required to provide comments or

reasons for the difference)
WSP Impact Assessment
Document Uploads

e This is based on the WSP planned training submitted for the last financial year in the
same format as the previous year's submission.

¢ To start capturing make sure that you are in edit mode and click on Add an Item and
then start capturing the information requested.

¢ The system will auto-sum the amounts and create a total sum at the top of the page
for verification.

¢ The SDF will select Pivotal or Non-Pivotal and be guided by the system as to what to
capture and which fields are required.

¢ Thereisalso the option here to populate the data from the previous year's submission.

¢ Thisis done by clicking on the “Load previous WSP “ Button.

¢ By clicking this button you are instructing the system to prepopulate your actual training
form with the information that you captured in your previous WSP.

* If you wish to Edit the information click on the row (any part of it) and it will open up for

editing.

¢ To delete the row go to the far right, where there will be ]ﬁ[ bin sign, click oniit.
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To access the WSP click Edit and then on the drop-down next to “ WSP &ATR
Details Type” and Select “Workplace Skills Plan”
If you select “Workplace Skills Plan” you must ensure that you complete the

following tabs

Total Employment Profile
Planned training

Adult Education and Training (Not compulsory, can be left blank if no AET training was done)

Vacancies Hard to Fill (This tab is only compulsory if you had selected “yes” on the dropdown,
above WSP Details)

Document Upload

« SDF now also has an option to preload this form with the employment profile submitted
in last year's submission by clicking on “Load TEP".

« This will enable the SDF to edit/ delete the information thus avoiding recapturing the
TEP.

(This option is only for organisations which have previously submitted their WSP &ATR)

» For the OFO Code click on the OFO code and a drop-down will appear with some OFO
codes, the SDF can search using the name of the occupation or the code by clicking on
Create and Edit at the bottom of the drop-down.

« Once the Occupation is selected the options for Specialisation will be available.

 Please note that only employees can do non-pivotal training.

» Please ensure that you click the Save button after populating or editing each line.

e Please note that for LE and SME organisations the information captured is used to
identify training that can possibly be funded by the HWSETA through

Discretionary Funding.
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The following relevant templates can be accessed under the “Documents”, but you have to be in

Form View to see all these documents:

The Authorisation Form for Less than 50 employees

The Authorisation Form for More than 50 employees

An updated version of the OFO codes for WSP/ATR will be available for download

Training Manual

WSP importing template

ATR importing template

Authorisation Page (Available in the Document Library)

Tax Clearance Cetrtificate (Compulsory for Levy Paying organisation)

HWSETA ==
SDF -~
WER OFQ Codes Training Manual
Document Lirary OFO Codes. ] 2 1t Trasning Cuide
Employer
Ermpacrer WSP Templates ATR Templates
ECl WSF Tempiate Piizn IWRE) i ATR Tempiats
Apply For EOL
B Authorisation Forms
Mes3aging
N Authorisaten Fage (less than 50 Employess) Do ! ) Autharizsnon Pugs (mans than 50 Employsss) " :
Asehwves £33 than 50 i :
Powered by HWSETA e 4,00k pit phrgiiea cil
The following are the documents required for the The following are the documents required for the
submission for organisations with submission for organisations with
more than 50 employees: less than 50 employees:
¢ Proof of Consultation —Minutes of the meeting e Authorisation Page (Available in the Document Library)
¢ Proof of Consultation — Attendance Register of the Meeting e Tax Clearance Certificate (Not Compulsory for WSP
¢ Authorisation Page (Available in the Document Library) submission, however, it is a requirement for participation in
e Tax Clearance Certificate (Not Compulsory for WSP Discretionary grants)

submission, however, is a requirement for participation in

Discretionary grants)

@ Once
Completed
[— ]
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ADDITIONAL INFORMATION

To add more documents use
the “"Add an Item"” Tab.

Once all the documents have been uploaded
and the relevant forms completed
Then submit button can be pressed.

These need to be updated and the “SUBMIT"
button is clicked again until a popup message
appears.

The pop-up button that says “The WSP&ATR has
been successfully submitted”.
Remember to click the SAVE button to save all
work done thus far.

If f all is in order click the SUBMIT button!
The organisation can then consider their
WSP&ATR submitted to the HWSETA.
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NEED ASSISTANCE?

For all system queries, please log a call online (HWSETA Helpdesk)

Welcome to the HWSETA Stakeholder Portal
Stakeholder Login

Thes lesgin is for registered or accredded HWSE TA siakehalders

ETA Hilpseik

UnregisteredUnaccredited HWSETA Stakeholders

Please salect the relevant link undar apphcabions fo register or accredil

yoursall by clickeng her

Existing registerediaccredited HWIETA Stakeholders
Plaase login bo the HWSETA Poral using ihe email address that you
raegstared with

I vou are unable to kogin, pleass click on the Reset Password nk

HWSETA Helpdesk

Thes has besan introduced b assist you in managing the quenas/issues that

\ you raiss wilh b HWSETA J
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SUPPORT DESK

Call or Email Provincial Offices and Head Office Staff on the following contact details
provided below:

WESTERN CAPE PROVINCIAL OFFICE NORTHERN CAPE PROVINCIAL OFFICE

By WesternCapeProjects@hwseta.org.za |E/ NorthernCapeProjects@hwseta.org.za
S S

Tel No: 0219141058

EASTERN CAPE PROVINCIAL OFFICE

By EasternCapeProjects@hwseta.org.za
N
Q) Tel No : 043 726 9405/6/7

FREE-STATE PROVINCIAL OFFICE

By FreeStateProjects@hwseta.org.za
QD TelNo: 0514302134

MPUMALANGA PROVINCIAL OFFICE
MpumalangaProjects@hwseta.org.za

X

@ Tel No : 031 762 3027

NORTH WEST PROVINCIAL OFFICE

NortheWestProjects@hwseta.org.za

=
@ Tel No : 081381 1192

Tel No: 053 831 1338

KWA-ZULU NATAL PROVINCIAL OFFICE

By KwazuluNatalProjects@hwseta.org.za
Q"

Tel No : 031 202 5972/3

LIMPOPO PROVINCIAL OFFICE

|z/ LimpopoProjects@hwseta.org.za

N Tel No : 015 295 4302

GAUTENG PROVINCIAL OFFICE

GautengProjects@hwseta.org.za

X

@ Tel No: 011 205 0200

HEAD OFFICE

O
QY TelNo:0116076900
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|
IMPORTING EXCEL TEMPLATES h d

When working on the import excel templates, please ensure that the
following has been adhered to:

The dates must be entered in the following format:

DD/MM/YYYY wherever a date is required
e.g. in Date of Birth column, Actual Training and Planned Training Sections

Select the Male & Female from the drop down in the column, so that it is in the
following format: M - Male and F - Female

Select Race from the drop down in the column

There must be no spaces between nhumbers

Occupation and Specialisation OFO Codes and Descriptions in both the WSP
and ATR must be copied from the OFO Code List.
Please do not create your own Occupations and Specialisations

The Occupation Titles in the WSP must have 2021- in front of the Occupation

Title.
e.g. 2021-Social Worker

Font for all data entries, Calibri and size 11 EXCEPT for the Occupation Title

and Specialisation Title columns, it must be in Arial and size 11in both the
@ WSP and ATR.

Please make sure that there are no borders around any data cells whether

there is data in it or whether it is empty.

We have noticed in some cases data cells have borders around them and then

@ stretch for a number of rows below where the data stops, the system will read
that and that is why there could an error referring to data lines where you have
no data.
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IMPORTING EXCEL TEMPLATES

When working on the import excel templates continues.......

If you are pulling data from any other data source using VLOOKUP, please
ensure that you right click in the destination area on our template, Copy
@ the data set and then select Paste Special and then select Values.

If you do not do it this way, you will be pasting the formulas into our
templates and the system will not be able to recognise the data.

Columns that contain number data, such as ID Numbers, OFO Codes, cost of
training, must be in Number Format,

While columns that contain date information such as Dates of Birth and start
and end date of training, must be in Date Format, as per point no. 1.
The information in the remaining columns must be in General Format.

To import WSP/ATR template, stakeholders click on "more” as indicated in
the screenshot.

m m Submitisd Assessmant Evaluated  Accephed

Organisation Details
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CONTACT INFORMATION

Gauteng
676 on Gallagher,
The Link Building A
Halfway House
Midrand
1685
011205 0200

North-West
Suite No.3
Total Mafikeng Complex
Cnr Mandela Drive
And Shippard Street
Mafikeng
018 3811192

Eastern Cape
PE TVET College
139 Russel Road

Richmond Hill

041509 6332

Eastern Cape
Phase 4B, Waverly Office Park
No.3, 33 Phillip Frame Road
Chiselhurst
East London
0800 864 478

Limpopo
26 General Jourbert Street

Btw Bodenstein & Rabe Street

Mooipark Building
Polokwane Central
0700
015 295 4302/3

WSP Process Guidelines

Kwa-Zulu Natal
Clifton Place
Ground Floor

19 Hurst Grove
Muusgrave
Durban
031202 5972/3

Western Cape
Tigerpark Office Park
Building 5

Ground Floor, Office No.OO5
Willie Van Schoor Avenue

Cape Town
7530
0219141058

Flavius Mareka

Mphohadi Campus
Corner Tang Street
0800 864 478




Health and Welfare Sector
Education and Training Authority

HWSETA

HEAD OFFICE
17 Bradford Road,

Bedfordview,
Johannesburg, 2007
Private Bag X15,
Gardenview, 2047

Tel: 011 607 6900
Toll Free Number: 0800 864 478

www.hwseta.org.za




