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AgriSETA: P.O. Box 26024, Arcadia, Pretoria, 0007 
529 Belvedere Street, AgriSETA House, Arcadia, Pretoria, 0083 

Mandatory Grants Department Contact Details: 
Tel: 012-301-5604/19/37 Fax: 012-325-5845 or 086-532-7041 



1. Access to SMS System. 
 
 To access the SMS system, go to www.agriseta.co.za  
 

 
 
On the webpage click on the “SDF Logon” 
 
 
 

 
 
Key in your Username and Password, select “Skills – Current Year” from the dropdown box 
and click on the enter button.  
 
The Skills Development Facilitators Dashboard will appear.  

http://www.agriseta.co.za/


 
 
On this screen you will see the company’s link to your profile.  When you click on “Register or 
Remove an Employer you will be able to register a new company or remove a company from 
your profile.  When you click on “Edit Skills Development Facilitator details” you will be able to 
edit your details.  

 
To register a new employer you need to fill in the L number in the “SDL Number” field and 
click on the “ADD” button.  To remove an employer from the SDF’s profile just click on the red 
cross next to the organisation. 
 
 

 
The registration status of the organisation needs to be Accepted before the SDF will be able 
to access the organisation details and doing any capturing.  
 

 
 

Click on the “Edit Skills Development Facilitators Details” to edit important details like the 
contact details.   
 



 
 
 
 

2. Accessing organisation Information and capturing WSP’s 
 

Click on the Organisation Name information to access the company details. 
 

 
 

a. ORGANISATION INFORMATION 
 

 
 



The first tab is the “Organisation Details” tab.  There are 2 sets of information on this screen.  
On the left is the Department of Labour data.  We received this data from DoL and you cannot 
change any of that information.  On the Right is the “Seta Data”.  If any of the information on 
the DoL side is wrong or outdated, you will be able to make changes on the “Seta Data”.  Also 
at the bottom of this screen is the Banking Details of the company.  Please make sure that 

is information is correct as the financial department is using this information to pay out 
Grants 
 

th

 
 
If there are any “Child” organisations linked to this company you will be able to see the names 
beneath the banking details.  Only the “parent” organisation submit a WSP which includes all 
the figures for the linked “child” organisations but the “child” organisations each receive their 

ion name, it will take you to the organisation information.  

b. ORGANISATION CONTACTS  
 

grants.  If you click on the organisat
 

 
 

Please make sure that the important contact persons in the organisations’ details are 
captured on this page.  This will be for example the CEO, Human Resource Manager or the 
Financial Managers details.  It is important to have these contact details should the Seta need 

d out invitations or any other relevant communication.  
 

c. SDF 
 

to sen

 



 
On this tab you will be able to view the SDF details.  You will also be able to edit 

tails on this page.  

d. ATR &  
 

de
   
WSP

 
 

Please ensure that you’ve updated/changed the total number of permanent and other 
employees on the Organisation Info TAB. This will determine whether you complete the 

rms for small organisations, of the forms for medium/large organisations.  

ll then add the new Workplace 
kills Plan at the bottom of the other Workplace Skills Plans.   

view information 
fter the due date has been reached.   

/09” button 
r the ATR forms and the “Select WSP 09/10’ button to access the WSP forms.   

 

fo
 
To create a new Workplace Skills Plan for the next scheme year, you need to select the year 
in the dropdown box and then click on the Enter button.  It wi
S
 
On this page you will be able to see the Workplace Skills Plans that are already created.  You 
will be able to view them, and you can extract a WSP Report with all the information captured 
in a report format.  Also on this page is the status of the Planning/Implementation Grant, the 
Due Date and the Accepted Date for the WSP.  The SDF will only be able to 
a
 
To view/capture data in the different forms you need to click on the “Select ATR 08
fo

 
 

 

 
 
 

On this page you’ve got access to all the forms that need to be filled in.  To get access to a 
specific form, click on the “Select” button next to that form.  It will take you to the form where 
ou will be able to fill in all the information.  

 
y



 
 

On the above example you will be able to capture the Provincial Breakdown figures.   
 
NB:  Always remember to click on the enter button after data was captured or after you have 
changed data.  If you do not click on the button, you are going to loose all the data 
captured/changed  
 
To go back to the different forms, click on the “Back to WSP” button.  
 
To submit your WSP, click on the “Submit WSP” button.  
 
The SDF will not be able to capture any further information after the WSP or the ATR has 
been approved 

 
i. Forms for SMALL organistaions 

 
ATR 2008/2009: 

 
• C1 Training Profile for 01 April 2008 – 31 March 2009 
 

 
 

Note that people with disabilities should only be completed under D and should not be 
included under male of female.  

 
• C2 Report on Learning Programmes Completed during 2008/2009 
 

 
 

The three (3) most important Learning programmes that have been completed during 
2008/2009 needs to be completed on this form.  



 
• C3 ABET Completed in 2008/2009 

 

 
 

The number of workers that received ABET training during 2008/2009 needs to be included 
on this from.  
 
• C4 Amount Spent on Training during 2008/2009 
 

 
 

The total amount spent on training for the year 2008/2009 gets completed on this from.  
 
 
WSP 2009/2010 

 
• D1 Employment Profile at 1 April 2009  

 

 
 
 
 



The Current Employment is defined as the TOTAL WORKFORCE in respect of which SDL 
have been paid to SARS.(This include permanent, temporary, contract and/or seasonal 
workers as on 1 April 2009 have to be completed on this form.   
 

• D2  Planned Training Profile for 2009/2010 
 

 
 

Complete the total number of employees who will receive training during (1 April 2009 to 31 
March 2010). (This include permanent, temporary, contract and/or seasonal workers) 
 
Note that people with disabilities should only be completed under D and should not be 
included under male of female.  
 

• D3  Planned Learning Programmes 
 

 
 

 
• D4 Budget Amount of Training for 2009/2010 

 

 
 

The Amount that will be spent on training for the financial year 1 April 2009 – 31 March 2010 
needs to be captured on this form.  
 
 
 
 
 
 
 
 
 
 

 



• D5 Planned ABET Training for 2009/2010 
 

 
 

The number of workers planned to receive ABET training during 2009/2010 needs to be 
included on this from.  

 
• D6 Scarce Skills 

 

 
 
 

AgriSETA is currently in the process of determining priority Scarce Skills in the Sector (A 
scarce skill refers to that skill which you consistently have difficulties in finding), to assist us, 
please list a maximum of 3(three) scarce skills in your sector. For assistance please refer to 
the scarce skills guide which contains a provisional list of scarce skills. (You may add any 
other scarce skill not appearing on the list. The list is available on our website @ 
www.agriseta.org.za , Skills Planning, Scarce & Critical Skill or you can obtain a copy from 
caren@agriseta.co.za , Tel: 012-325-1655) 

http://www.agriseta.co.za/default.asp
mailto:caren@agriseta.co.za


ii. Forms for LARGE Organisations 
 

ATR 2008/2009 
 

• C1 ABET Completed  in 2008/2009 
• D1 Report on Learning Programmes Completed in 2008/2009 
• D2 Amount Spent on Training during 2008/2009 
• E Report on all employees who received training during 2008/2009  

(OLD NORMAL FORMAT) 
 

• E(18.1) Report on Employees Trained during 2008/2009 EMPLOYED ONLY  
(OFO FORMAT) 

• E(18.2) Report on Employees Trained during 2008/2009 UNEMPLOYED  
ONLY (OFO FORMAT) 

 
WSP 2009/2010 

 
• F Employees per Provincial Profile as at 1 April 2009  

 

 
 

Please note that the Provincial Profile needs to corres9ond to the Grant Total Employees on 
the Organisation Information tab.  

 
• G(18.1) Current Employment as on 1 April 2009 EMPLOYED ONLY  

 
The OFO (Organising Framework for Occupations) will in future become the basis on which 
skills development reporting, qualifications and learning programs will be built. In order to 
implement this new and more logic system, AgriSETA decided to include the OFO as the 
basis for listing occupations in the Workplace Skills Plan (WSP). An attempt was also made to 
limit the possible list of occupations only to those directly related to the agri sector. The drop-
down menu from which relevant occupations can be selected is structured as follows: The 
first drop down menu lists the main categories (e.g. managers, professionals, etc). Once you 
decided within which category you wish to complete the information (e.g. managers), click on 
it and a second drop down list will appear. This drop-down lists all the 6-didget managerial 
occupations in the OFO which are believed to be directly related to the Agrisector. You have 
to select from these occupations when completing the WSP. (It is important to keep in mind 
that you select from the 6-didget list.) If you are not certain, you can click again on any of the 
occupations (e.g. Managers) and a descriptor and alternative titles/areas of specialisation for 
the occupation will appear. Once you are satisfied that the occupation you wish to complete is 
accurately enough described, return to the 6-didget occupation and complete the WSP. If you 
cannot find an occupation (or its alternative title or area of specialization) which describes the 
occupation you want to record, sufficiently, use the “other” field – in this case type in the name 
of the occupation as you would like to see it reflected and complete the numeric part as 
required. (This will assist us largely to expand the OFO to, in future more accurately list agri 
sector occupations). 



 
 

When the user clicks on the Add button the information will be saved in a grid as shown 
below.  
 
 

 
 

Note that the “Edit” button will allow the user to edit the information added in the race/gender 
breakdowns.  The “Delete” button will allow the user to delete the specific record should the 
user need to take the record out.  
 
Note that persons with disabilities only needs to by completed under D and not included 
under male or female.  
 
Note that the Gender and Age totals on this form needs to correspond to the total Employees 
on the Organisation Information tab.  

 
 

• G(18.2) Current Employment as on 1 April 2009 UNEMPLOYED ONLY 
 
The OFO (Organising Framework for Occupations) will in future become the basis on which 
skills development reporting, qualifications and learning programs will be built. In order to 
implement this new and more logic system, AgriSETA decided to include the OFO as the 
basis for listing occupations in the Workplace Skills Plan (WSP). An attempt was also made to 
limit the possible list of occupations only to those directly related to the agri sector. The drop-
down menu from which relevant occupations can be selected is structured as follows: The 
first drop down menu lists the main categories (e.g. managers, professionals, etc). Once you 
decided within which category you wish to complete the information (e.g. managers), click on 
it and a second drop down list will appear. This drop-down lists all the 6-didget managerial 
occupations in the OFO which are believed to be directly related to the Agrisector. You have 
to select from these occupations when completing the WSP. (It is important to keep in mind 
that you select from the 6-didget list.) If you are not certain, you can click again on any of the 
occupations (e.g. Managers) and a descriptor and alternative titles/areas of specialisation for 
the occupation will appear. Once you are satisfied that the occupation you wish to complete is 
accurately enough described, return to the 6-didget occupation and complete the WSP. If you 
cannot find an occupation (or its alternative title or area of specialization) which describes the 
occupation you want to record, sufficiently, use the “other” field – in this case type in the name 
of the occupation as you would like to see it reflected and complete the numeric part as 
required. (This will assist us largely to expand the OFO to, in future more accurately list agri 
sector occupations). 
 

 
 



When the user clicks on the Add button the information will be saved in a grid as shown 
below.  
 
 

 
 

Note that the “Edit” button will allow the user to edit the information added in the race/gender 
breakdowns.  The “Delete” button will allow the user to delete the specific record should the 
user need to take the record out.  
 
Note that persons with disabilities only needs to by completed under D and not included 
under male or female.  
 
Note that the Gender and Age totals on this form needs to correspond to the total Employees 
on the Organisation Information tab.  

 
 

• H1 Planned Learning Programmes for 2009/2010 
 

 
 

Select the three most important learning programmes that you plan to address/completed 
during 2009/2010. Once the learning programmes have been listed, complete (with a X in the 
appropriate box) at which educational level it is planned to be completed. AgriSETA requires 
only the three most important Learning Programmes. Should you wish to add more 
Learning Programmes, please feel free to do so. 
(Note: A list of Learning Programmes is available on our website @ www.agriseta.co.za, 
under Levies & Grants, Mandatory Grants 
 
When the user clicks on the “Add” button the system will save it as follows:  

 

 
 
 
 
 
 
 
 
 
 

http://www.agriseta.co.za/


• H2 Budget Amount for Training during 1 April 2009 to 31 March 2010 
 

 
 
 

• I18.1 Employees to be Trained during 2009/2010 EMPLOYED ONLY  

The OFO (Organising Framework for Occupations) will in future become the basis on which 
skills development reporting, qualifications and learning programs will be built. In order to 
implement this new and more logic system, AgriSETA decided to include the OFO as the 
basis for listing occupations in the Workplace Skills Plan (WSP). An attempt was also made to 
limit the possible list of occupations only to those directly related to the agri sector. The drop-
down menu from which relevant occupations can be selected is structured as follows: The 
first drop down menu lists the main categories (e.g. managers, professionals, etc). Once you 
decided within which category you wish to complete the information (e.g. managers), click on 
it and a second drop down list will appear. This drop-down lists all the 6-didget managerial 
occupations in the OFO which are believed to be directly related to the Agrisector. You have 
to select from these occupations when completing the WSP. (It is important to keep in mind 
that you select from the 6-didget list.) If you are not certain, you can click again on any of the 
occupations (e.g. Managers) and a descriptor and alternative titles/areas of specialisation for 
the occupation will appear. Once you are satisfied that the occupation you wish to complete is 
accurately enough described, return to the 6-didget occupation and complete the WSP. If you 
cannot find an occupation (or its alternative title or area of specialization) which describes the 
occupation you want to record, sufficiently, use the “other” field – in this case type in the name 
of the occupation as you would like to see it reflected and complete the numeric part as 
required. (This will assist us largely to expand the OFO to, in future more accurately list agri 
sector occupations). 

 

Note that people with disabilities gets completed under D and not included under male and 
female.  

When the user clicks on the “Add” button it will be saved as follows:  

 



 
• I18.2 Employees to be Trained during 2009/2010 UNEMPLOYED ONLY  

 

The OFO (Organising Framework for Occupations) will in future become the basis on which 
skills development reporting, qualifications and learning programs will be built. In order to 
implement this new and more logic system, AgriSETA decided to include the OFO as the 
basis for listing occupations in the Workplace Skills Plan (WSP). An attempt was also made to 
limit the possible list of occupations only to those directly related to the agri sector. The drop-
down menu from which relevant occupations can be selected is structured as follows: The 
first drop down menu lists the main categories (e.g. managers, professionals, etc). Once you 
decided within which category you wish to complete the information (e.g. managers), click on 
it and a second drop down list will appear. This drop-down lists all the 6-didget managerial 
occupations in the OFO which are believed to be directly related to the Agrisector. You have 
to select from these occupations when completing the WSP. (It is important to keep in mind 
that you select from the 6-didget list.) If you are not certain, you can click again on any of the 
occupations (e.g. Managers) and a descriptor and alternative titles/areas of specialisation for 
the occupation will appear. Once you are satisfied that the occupation you wish to complete is 
accurately enough described, return to the 6-didget occupation and complete the WSP. If you 
cannot find an occupation (or its alternative title or area of specialization) which describes the 
occupation you want to record, sufficiently, use the “other” field – in this case type in the name 
of the occupation as you would like to see it reflected and complete the numeric part as 
required. (This will assist us largely to expand the OFO to, in future more accurately list agri 
sector occupations). 

 

Note that people with disabilities gets completed under D and not indlucded under male and 
female.  

When the user clicks on the “Add” button it will be saved as follows:  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



• J1 Planned ABET  Training for 2009/2010 
 

 
 

• J2 Scarce Skills 
 

 
 
 

Submitting of the WSP/ATR forms.  
 

To submit the WSP/ATR forms, click on the Submit WSP/ATR button on the WSP 2009/2010 
forms.  This will change the status of your forms to “Submitted”. Once submitted an 
automatic confirmation of submission will be sent to the SDF and AgriSETA.  This will serve 
as proof of submission and in some cases proof of re-submission 

 
View & Print ATR/WSP 
 
This button is on the main page: 
 

 
 
Clicking on this button will open a report with all the information completed on the forms 
collated into one document as per the DoL requirements.  
 
Print & Sign Authority 
 
This button is on the main page: 
 

 
 
By clicking on this button the system will open the authorisation for you to print it for signing 
off the ATR/WSP. 

 



 
 

Click on the print button in the left top corner to print this page.   
 
 

e. TRAINING COMMITTEE 
 

 
 

According to legislation, if the company has more than 50 employees, there must be a 
training committee. You can capture the members of the training committee on this page.   
 

f. GRANTS & LEVIES 
 

 
 

To view the Levies been paid by the organisation and the Grants paid out to them, click on 
the “Grants & Levies” tab.   
 
On this page you can view the levies paid by the organisation and the grants received by the 
organisation.   

 



Select the “Grants and Levies” radio button and select your year.  Click on the enter button 
and it will give you the grants been paid to the organisation.  

 

 
 

You will be able to print the list by clicking on the “print” button.   
 
Click on the “Levies” button to view the levies paid by the organisation.  

 

 
 

There is a “Legend” at the bottom of the page to explain the breakdown of the levies.  You will 
also be able to print this page.  
 
 
To view a statement at the end of the financial year, click on the “Financial Statement 
Summary” radio button.  It will give you a statement of levies been paid and grants received.  

 

 
 
 
 
 
 



For more information please download or print the Mandatory Grant 
Information Manual and Step-by-Step Guidelines from the AgriSETA website 
at www.agriseta.co.za, Levies and Gants, Mandatory Grants. 

 
 

CONTACT DETAILS:   MANDATORY GANTS DEPARTMENT 
 

 
Amandie Gerber                                
AgriSETA: Grants Co-ordinator               
Skills Planning Department                      
Direct Tel: 012-301-5604                        
Direct Fax: 086-532-7041                       
amandie@agriseta.co.za                          
 
 
Racquel Bergman                                    
AgriSETA: Grants Assistant                
Skills Planning Department                           
Direct Tel: 012-301-5619                             
Direct Fax: 086-556-9368                             
racquel@agriseta.co.za                                  
 
 
Lulu Engelbrecht 
AgriSETA: Grants Assistant 
Skills Planning Department 
Direct Tel: 012-301-5637 
Direct Fax: 086-556-9369 
lulu@agriseta.co.za 
 
Main: Tel number:  012-325-1655       Postal Address: P.O. Box 26024, Arcadia, 0007 
Dept: Fax Number: 012-325-5845       Physical Address: 529 Belvedere Street, 
AgriSETA House, Arcadia, 0084 
Web: www.agriseta.co.za 
 

http://www.agriseta.co.za/
mailto:amandie@agriseta.co.za
mailto:racquel@agriseta.co.za
mailto:lulu@agriseta.co.za
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