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1. BACKGROUND

The GAPSKILLS system serves as a platform for capturing employee profile
information for municipal employees. It also provides a baseline information on
individual municipal staff competencies profiles (skills, experience, and educational
background) to match against the occupational post requirements in order to identify

competency gaps and to determine appropriate skills development interventions.

The Chief Directorate: Information and Communications Technology Management will
redevelop the current GAPSKILLS solution, upgrade the existing database and
redesign the user interface in-house/internally. The system will build data integrity,
collaboration, robust security, easy accessibility and functionality around the best

content in the DCOG and Local Government space.

The development will employ a scrum approach because it is an Agile methodology
that delivers value quickly and transparently throughout a project. Scrum is ideal for
completing complex and innovative projects that require frequent feedback and
changes. Scrum also has benefits such as higher quality, productivity, and user

satisfaction, as well as lower costs and better employee morale.
2. PURPOSE

The purpose of this document is to provide help and guidance on how to use the
GAPSKILL system.

3. WHAT IS IT REPLACING?

It is replacing the business process, rules of the old system and aesthetics (Look &
Feel).

4. WHO CAN UTILISE THE NEW GAPSKILL
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Municipal employees including managers
Municipal administrators

Provincial administrators

W Ddp P

National administrators

5. HOW TO ACCESS GAPSKILL SYSTEM

1. Go to https://gapskillsuat.azurewebsites.net/ in your browser.

2. Upon clicking on the link above, the landing/home page below will launch.

(1) Upon landing on the
homepage click on checkbox
to accept POPIA terms

What to Expect

personal info which is zg##%ed by POPIA act,adding your knowledge area
ing your self in the #ipentance section.If you will like to continue,please

Accept to continue @

Welcom to Skills Audit System Overview

This enhanc n line with the Local Government: Municipal Staff
Regulations m will assist municipalities to conduct skills analysis to
ascertain the {T members in respect of their current roles

Gap Skills

w of the Useful Links Contact Us
hlighting the

87 Hamilton Street
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3. User will be prompt to click checkbox of POPIA terms, system would activate,
and display create profile, log in and reset password link then “user click create

profile link”.

Gap Skills System

Click here to create
GAPSKILL account

What to Expect

Capturing personal information, which is protected by the POPTA Act,adding your knowledge arca, and
assessing yourself in the consent section. If you would like to continue,please click
Accept to continue ¥

4. Upon clicking on the create profile link above, the window below will launch to

create profile.

Create Profile

Please register your personal infomation, POPI Act is also practiced on this system. Create your profile to utilize the system

Province District Municipality

Eastern Cape b L
Municipality Type Local Municipality

--Select Metropolitan Type-- v v

Metropolitan Municipality Access Code

- Access Code

Passwords must have at least one non letter or digit

character.

Passwords must have at least one lowercase (‘a'-'z").
Passwords must have at least one uppercase (‘'A'-'Z').
Passwords must be at least 6 characters.

SA Citizen © Yes No

South African ID/Passport

Enter RSA Identity Number

Email Address

Enter Email Address

Password

Enter Password

Confirm Password

Confirm Password

Already have a profile? Login here
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5.

To create account, user will be prompted to select province, municipality type
or metropolitan municipality, district and local municipality, SA citizen and enter
RSA identity number. Lastly to create logging in user credentials, user enter
email address as a username, create password, match, and confirm password

then click submit button.

After user created an account and click submit button, the system will display
account confirmation status, send the account verification to the email address
user provided when registering an account then user will be asked to go to their

email address and confirm account.

Create Profile

Please register your personal infomation, POPI Act is also practiced on this system. Create your profile to utilize the system

v

SUCCESS: SUCCESSFULLY SUBMITTED

A confirmation link was sent to sostysolly75@gmail.com. Please check your email inbox and confirm/activate your

account.

Create New Profile

= M Gmail Q, Search mail o 0 ®
/ Compose = 2 © ) 8 & i 50 of 4,238 < >
GapSkill System Registration: Confirm Account inbox « [= I
Inbox 2,546
ICTApplications@cogta.gov.za 10Dec2023,1038 % @ €«

Starred
tome v

Snoozed

B e ——
Sent

Your account was successfully registered on GapSkill system but not confirmed.

<« DVex*0O

Drafts L Click a green button to
L e
More confirm account.
Labels + Confirm Account Here
B Junk Kind Regards,
® Unwanted

CoGTA GapSkill System
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6. Click log in button to gain access to the system, User will then be prompt to
enter username and password. These credentials are the same as that of your

email credentials.

After confirming account, the system will launch this
window to log in

v SUCCESS!

Your account is now confirmed and

active, User click log in button.

To log on, type in your user credentials as shown in the figure above. These

credentials are the same as that of your email credentials.

Login
Enter your Username and Password - Type yOU rusername.
Email Address =
Password i
Type in your password.
R ber Me

L Ifthe user needs the

| forgot my password | Create Profile

system to remember their login details they must check the remember me Checkbox.
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7. After user click the log in button above, the system will launch the window below
and upon logging in the user will land on the welcome/home page.

’ Gap Skills System = Home Contact Q of 1 e

WELCOME Home / Consent Page

You have successfully logged in to GAP Skills system

Consent Page

Read me

Do you consent that Gapskills can share your data with COGTA as the main entity.?

CAccept

User read through terms &

condition/instructions, then tick the

checkbox to activate menu on the left

side navigation with all pages/sections.

Copyright © 2024 GapSkills.gov.za. All rights reserved Developed by Business Solution Team (Cogta
App launcher: user is allowed to hide Search: system allows you to search Messages: Shows all unread Profile: click to view and
and/or unhide the left side menu for a specific information/record messages sent to you amend profile,
Vi ° Gap Skills System = Home Contact Q f 1 (Toloraiviot s earrrtoliteion || X
ain

Menu
Area:

WELCOME Home / Consent Page

You have successfully logged in to GAP Skills system

Allows 5
user to |® About You
Navigate .
# Work Exper e
through [# wWork Experience

different

Consent Page

‘5 Qualifications
sections/

ages.
pag F 3 Training & Development<

BB Membership Read me

‘ Framework &

Competencies

Do you consent that Gapskills can share your data with COGTA as the main entity.?

Accept
— M summary Report

Copyright © 2024 Gapskills.gov.za. All rights reserved Developed by Business Solution Team (Cogta
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Home tab: tab or button in an that Contact section: user

System title bar. Minimise and

returns user to the home section. view contact details Click username link. maximise the

of support team. screen.

’ Gap Skills System = Home Contacc tT5@gimail.com X
This is for
WELCOM E Page administrat
E ors to
I® AboutYou You have successfully logged in to GAP Skills system manage
2, ce _ user
& Work Experience sostysolly75@gmail.com
: RN access
Province And Municipality
e Qualifications Consent Page rights.

# Training & Development< Upon clicking in username link, Change Password Permissions

user is able to change password.
BB Membership Read me

View Profile
N ) |

Do you consent that Gapskills can share your data with COGTA as the

‘ Framework &

Competencies Log Out ‘

Accept ile: cli i i
MEsimmary Renor: Profile: click to view profile and
amend profile.
.
To Logout of the system
: click log out button.
Copyright © 2024 GapSkills.gov.za. All rights reserved Developed by Business Solution Team (Cogta)
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8. Click “About you” section, select personal details link and user will be

prompt to capture and complete profile/personal details.

‘ Gap Skills System =  Home Contact

Click personal

details link to Please share some info about you, POPIA act is practiced on this site Home / Personal Details
view and
J - About You
amend your
personal ©) 2
details.
Employee Number Cell Number
Surname Tel Number
First Name Email Address

sostysolly75@gmail.com

Second Name Fax Number

Copyright © 2024 GapSkills.gov.za. Al Developed by Business Solut

8901014800081 Q DEMOGRAPHICS

GAUTENG , EKURHULENI METROPOLITAN

Passport Number Enter passport number MUNICIPALITY

Ethnicity @ African
White
Coloured _
Indian
Other & SYSTEM ROLES
Gender _
Male .

@ATTACHMENTS

Please Upload Your ID Copy

Choose File | No file chosen Upload

Home Language
Afrikaans

Professional YesO No
Driving Permit
(PrbP)

Disability Yes 0 No
Nature Disability Attach any supporting documents
Audit trail . that may be required. Supporting

section: used

None

documents are not mandatory.

to verify and

Marital ° Divorced

Status Married
Single
Widowed

track all kinds
of
transactions.

Click save
button to save
the personal
information.
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9. Click the Demographic Information link as indicated in the screenshot on the

left. After clicking the link, the Demographic Information window will be

displayed as indicated below.

Click ‘ Gap Skills System = Home  Contact
demographic
link to view Q
and amend the

Use this section to manage user demographics (Province and Municipalities). Home / User Demographics

information/ About You
details.

Demographics

Personal Details

Province Metropolitan District Municipality Local Municipality

De hics

N Gauten EKURHULENI METROPOLITAN MUNICIPALITY
Work Experience 8 M Delete

Qualifications

Training & Development< To change the datavinformation
in this section click edit to open
Membership the Demographic Information

- : and make updates as indicated
Hamw.vm ki in the below screen as shown
Competencies

M Summary Report

Copyright © 2024 GapSkills.gov.za. All rights reserved Developed by Business Solution Team (Cogta

Upon clicking the edit icon, the below screen will be displayed to make updates.

Update Selected Demographics

Province

Gauteng
Metro Municipality

EKURHULENI METROPOLITAN MUNICIPALITY
District Municipality

--Select District Municipality--

Local Municipality

mail.com Modified By:

19 AM date Modified

Click the red Click submit to save your changes.
button to close the If you do not want to save the

window. changes, click close.
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Click
work
experie
nce to
capture
occupa
tional

detalils.

Upon clicking the delete icon, the below screen will be displayed to confirm if you are
really deleting a saved record.

Confirm

Are you sure you want to delete this record?

if user do not want to delete Click delete icon to
the record, click cancel. delete your

record/data.

10.Click the Work Experience link to capture occupational details as indicated
in the screenshot on the left. After clicking the link, the following window will be
displayed as indicated below.

’ Gap Skills System = Home  Contact Q of 1 oo, X
Q Add work experience starting with the current employer Home / Occupation

[; About You <

E"’ Work Experience v Error:No results found, please use the add button to record data Refresh to view your record

O Occupation

Occupation - X

@ Qualifications 3

‘ Training & Development<

BB Membership L . .
Upon clicking work experience: occupational

4 Framework & section, the system displays the add button

Competencies as indicated.

m Summary Report >

Click add button to capture occupational
details

Copyright © 2024 GapSkills.gov.za. All rights reserved Developed by Business Solution Team (Cogta)
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Upon clicking the add button, the following window will be displayed, and user must

start capturing required information.

Add New Record

Employement Status

Current

Previous

Sector

Occupation Title

pation Tittle

Name of Functional Unit

Select Your Functional Unit v

Contract type

Select Your Emple

Departments

Seloct Your Municipal Division v

Post Level

Years Of Experience

Seloct Years Of Experience v

Start Date:

End Date:

If you do not want

to save the You can now click save

in order to save your

information, click

information/changes.

close.

Contact Click refresh link to view your
captured record.

Work experience has Successfully been saved Refresh to view your record

ork Experience

ualifications <
Occupation

raining & Development€

Employement Status Occupation Title Functional Unit Contract type Departments Post/Task Level

Membershig

Previous Public  ACCOUNTANTS Waste Management  Permanentemployee  Officeof theMayor & a5 1/9/2023 120000 AM  12/15/2023 12:00:00 AM

M summary Report >
Click add button to

add more experience

Click pen icon
to edit the

details

saved record.

Home / Occupation

Copyright © 2024 Gapskills.gov.za. All rights reserved Developed by Business Solution Team (Cogta)
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11.Click the Qualifications link as indicated in the screenshot on the left. After
clicking the link, the Basic and Higher Qualifications pages/window will be
displayed as indicated in picture below and click add button to capture basic

gualification details.

‘ Gap Skills System = Home Contact

Add Primary or Secondary Qualification Home / Basic Education

I8 About You

Click

qualification

D,‘ Work Experience

G Qualifications

link to
"D Basic Education

capture basic

O Higher Education

Click add button to
capture new record of

education

QO Funding Details Add

O other Additional . X i
basic education details.

& Training 8 alc @ATTACHMENTS

Please Upload Your supporting documents

EB Membership

” Choose File |No file chosen Upload
Framework &

Competenc

M Summary Report X .
Click choose file button to upload proof

s et of qualification related/linked to the

record you captured.

Developed by T

Copyright © 2024 GapSkills.gov.za. All 1

‘ Gap Skills System = Home  Contact

Add Primary or Secondary Qualification Home / Basic Education
I8 About You [Pec Wit yowr sxyov sujects peny f you aslucied Gl 40-12:

[# Work Experience
No results found, please use the add button to record data Refresh to view your record

Basic Education - x

@ Qualifications

Click

QO Basic Education

qualification
O Higher Education
link to capture 14
: [ hco | Click add button to
higher
. O Other Additional capture new record of
education ) ) )
# Training & Development< @ATTACHMENTS higher education details.

details.

Please Upload Your supporting documents

B8 Membership
Choose Flle‘ o file chosen

& Frame

Competen:

m Summary Report A . .
Click choose file button to upload proof

O User Report . . .

Eat of qualification related/linked to the
record you captured.
Copyright © 2024 GapSkills.gov.za. All right Developed by |
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After clicking add button, the system will display the form below as indicated.

If you do not want to save

the information, click

close.

Home

‘ Gap Skills System

Add University qualification starting from the highest obtained

1B About You

Add New Record
Learning Type
Institution N

Quatification Type.

Quatification Name

NF level

Major Subjects

Start Date:
Date Completed:
Quatification Status

Funded

You can now click save
to save your
information/changes.

Click refresh link to view your

captured record.

Home |/ Higher Educatior

Details updated Successfully Refresh to view your record

€ qualifications

Higher Education
& Tair

BB Membershif

Yevelop

Learning Type Institution Name

Full Time

University of Angola
ork &

@ATTACHMENTS

Please Upload Your supporting documents

| Choose File ‘ No file chosen

Qualification Type

Bachelors Degree

Copyright © 2024 GapSkills.gov.za. All rights

Major Subjects Date Completed: Achievement Status

Qualification Name | NQF level

ABET Level 3 Achieved Yes 12/13/2023 12:00:00 AM 1/30/2020 12:00:00 AM

Edit: If you need to amend an existing
qualification record, click Edit next to the
applicable record to open it in the
Qualifications (edit) screen.

Upload
Delete: If you need to remove an

existing qualification record, click
Delete next to the applicable record.

Developed by Business Solution Team (Cogta
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12.Click the Funding details link as indicated in the screenshot on the left. After
clicking the link, the funding page/window will be displayed as indicated in

picture below and click add button to capture funding details.

° Gap Skills System = Home  Contact

Type of funding scheem to your qualification Home / Funding Details
i About You
Error:No results found, please use the add button to record data Refresh to view your record

' Work Experience

Qualifications

Funding Details

O Basic Education

Click ) Higher Education

funding

Funding Details . .
details to If you need to add a funding detail

add/captur on this screen, click Add to open a

e funding Training & Development< blank funding screen as shown

details. Membership below.

Framework &

Competencies

@ SummaryReport  »

Copyright © 2024 GapSkills.gov.za. All rights reserved Developed by Business Solution Team (Cogta

Add New Record

Funded Qualification

Period From:

Period To:

Type of Funding

Select Funding Type.

Amount Awarded

click save button to save

If you do not want to save

the information, click close. your information/changes.
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‘GapSkEHsSystem = Home Contact Q F ly7s@gmailcom X

Type of funding scheem to your qualification Home / Funding Details
ou
rk Experience

@& Qualifications

- X

‘ Training & De )
_“
BB Membership

1/2/2023 12:00:00 AM 12/15/2023 12:00:00 AM Full bursary / scholarship 50000 ,W

M Summary Report m

Edit: If you need to amend an existing
funding record, click Edit next to the

applicable record to open it in the
Delete: If you need to remove an

fundina (edit) screen.
existing funding record, click

Delete next to the applicable
record.

Copyright © 2024 GapSkills.gov.za. All rights reserve Developed by Business Solution Team (Cogta

13. Click the Training and Development link as indicated in the screenshot on the
left. After clicking the link, the Training and Development page/window will be
displayed as indicated in picture below and click add button to capture training
details.

. Gap Skills System =  Home  Contact Q of ! e . 2

Add Course/s Attended Home / Short Courses

I A You

[# Work Experience o results found, please use the add button to record data Refresh to view your record

Click €& Qualifications <

L Short Courses
training &

f 3 Training & DevelopmentY

developmen
tlink to

Click add button to

m open a blank form

screen and add new

O Ccour

add/capture O Course/

tralnlng B8 Membership

details, you

@ATTACHMENTS record.

Please Upload Your supporting documents

will be
‘ Choose File | No file chosen

presented

with two

Click choose file
forms for

training button to upload
proof of certificate
course

obtained.

Copyright © 2024 GapSkills.gov.za. All ri Developed by Business Solution Team (Cogta
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Upon clicking add button indicated on the previous screenshot, a blank NQF course form

under Training and Development page will display where you can start entering your

training details. Click Save to save the training record or click close to cancel the page

without saving.

Add New Record

Employement Status
Current
OPrevious
Sector
Select A Sector
Occupation Title
Select Occupation Tittle
Name of Functional Unit
Select Your Functional Unit

Contract type

Select Your Employement Type

Departments

Select Your Municipal Division

Post Level

Select Post/Task Level
Years Of Experience

Select Years Of Experience

Start Date:

Upon clicking add button indicated on the previous screenshot, a blank non-NQF course

form under Training and Development page will display where you can start entering

your training details. Click Save to save the training record or click close to cancel the

page without saving.

Add New Record

Course Name

Type of Intervention

Select Type of Intervention

Certification

Name of Provider

NQF level

Select NQF level

Start Date:

Start End:
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15.Click the Professional Membership link as indicated in the screenshot on the
left. After clicking the link, the Professional Membership window will be

displayed as indicated below.

‘ Gap Skills System = Home  Contact

Are you registered for any professional Body Membership, please add ? Home / Professional Membership

I8 About You

Error:No results found, please use the add button to record data Refresh to view your record

Professional Membership - %

Click

members

hip link to Click add button to open a

open the

blank form and add a

page. membership record/detail.

Copyright © 2024 Gapskills.gov.za. Al rights reserve Developed by Business Solu

Upon clicking add button indicated on the previous screenshot, a blank
membership form/page will display where you can start entering your membership
details. Click Save to save the membership record or click close to cancel the page

without saving.

Add New Record

Are you a member?
Yes
Ono
Name of Professional

Select Professional Membership

Type of current membership

Is membership statutory

Is membership statutory

Is membership voluntary

Is membership Voluntary
Registered Date: click save button to
save your
information/changes.

If you do not Registrations Number
want to save the

information, click

close.
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Click
framework &
competencie
s link to
open
framework &
competency
form and
provide

details.

16.Click the Framework & Competencies link as indicated in the screenshot on

the left. After clicking the link, the user will be presented with the window below.

& Framework &
Competencies

o

Click add
button to

capture

occupational

framework

competency

Copyright © 2024 GapSkills.gov.za. All rights reserve Developed by Business Solution Team (Cogta

Upon clicking add button indicated on the previous screenshot, a blank

occupational framework form/page will display where you can start entering your

occupational details. Click Save to save the record or click close to cancel the page

without saving. NB, it is mandatory to complete the occupational framework

because how you would rate yourself in the next screen will be triggered and rated

against this information.

Add New Record

Cluster

--Select Cluster Name

Key Functions

--Select Key Functions
Career Stream

Select Career Stream

Cluster Level

Select Cluster Level

Cluster Roles

Select Cluster Roles

Knowledge and Scope of work

-Select Knowledge and Scope of work--

Cluster Experience

-Select Cluster Experience--

Professional Qualification

-Select Professional Qualification-
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Follow the steps as indicated on the screenshot below to rate yourself.

1) You can now view your Occupational

Add New Record Competencies detail captured on the

previous screen “Key function and

Key" Functlon: man Resources

Level Selected: | 15

demonstration, and ratings level on this

- .
[Competency Category: c\,ycTionAL COMPETENCIES “ screen are pre-loaded into the program.

Capabilities Demostrations Ratings

(2) To start rating

b Change Management v

yourself against The ability to facilitate changes in technology, human -Your demonstrate will be dispaly here -~ 1-Junior knowled;
your current behaviour and processes with minimal cost and (3). After
. disruption to the department, in a manner that selecting a
occupational enhances and ensures achievement of departmental -
details click the objectives. specific
competency

drop down and

select each of m catego.r.y and
competency area capability, you

linked to capability then start to

select the rate
area, and

. level for each
demonstration.

selected

competency

(4). Click save to add
Additional

area.

Competency area

and repeat same
steps from number

@)

After rating yourself, click refresh link to see a saved information.

Rate Your Self As Per Your Framework

Competence Rates

FUNCTIONAL
OMPETENCIES

Communicates | el

Copyright © 2024 GapSkills.gov.za " Developed by
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that the competency category, capabilities,



How to reset password

Gap Skills System

1) Click here to
reset

password.

What to Expect

Capturing personal information, which is protected by the POPIA Act adding your knowledge arca, and
asscssing yoursclf in the consent scction. If you would like to continue,please click
Accept to continue ¥

(2) User will be presented with the window below, enter email address and click submit

button

7 SUCCESS:Alnkto resetyour password
‘was sent to your email address.

Forgot Password

Please enter your email address/ username

SUCCESS: A link to reset your
password was sent to your email
address

(3) User receives email notification to reset password
GapSkills: Reset Password

< ees
smartdcog @ 9|9 > &
To D 12:18

@ If there are problems with how this message is displayed, click here to view it in a web browser.

S —

You requested to reset your account password on the GapSkill system.

To reset your password, click the below button OR ignore this email if you did not request
password reset.

(4) Click reset password

Reset Password Here

here link to proceed

Kind Regards,

CoGTA GapsSkill Svstem
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(5) After user clicking a blue button “Reset password Here”, system will launch the below

window to enter new password

Reset Password

Please enter your email address and a new

Reset Password

(6) User will receive email notification for reset password confirmation

Reset Password

Please enter your email address and a new

password

SUCCESS: Password changed
successfully.

a
a

GapSkills: Reset Password

< see
smartdcog © 99> @
To I 12:20

Dear

Your GapSkill system password was changed on 2024-04-08 10:19:40.
Kind Regards,

CoGTA GapSkill System
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