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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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1. Municipal employees including managers 

2. Municipal administrators 

3. Provincial administrators 

4. 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  

https://gapskillsuat.azurewebsites.net/
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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’’. 

 

 

 

 

 

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

create profile. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click here to create 

GAPSKILL account 
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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. 

 

5. 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. 

 

 

 

 

 

 

 

 

 

 

 

Click a green button to 

confirm account. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 Type your username. 

 

 

 Type in your password.  

 

 If the user needs the  

 

system to remember their login details they must check the remember me Checkbox. 

 

After confirming account, the system will launch this 

window to log in 

User click log in button. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

User read through terms & 

condition/instructions, then tick the 

checkbox to activate menu on the left 

side navigation with all pages/sections. 

Profile: click to view and 

amend profile, 

amend profile and 

Messages: Shows all unread 

messages sent to you 

messages addressed to 

Search: system allows you to search 

for a specific information/record 

App launcher: user is allowed to hide 

and/or unhide the left side menu 

.navigation bar on the left 

Main 

Menu 

Area: 

Allows 

user to 

Navigate 

through 

different 

sections/

pages. 
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Minimise and 

maximise the 

screen. 

Click username link. 

Upon clicking in username link, 

user is able to change password. 

Profile: click to view profile and 

amend profile. 

To Logout of the system 

: click log out button. 

System title bar. 

This is for 

administrat

ors to 

manage 

user 

access 

rights. 

Home tab: tab or button in an that 

returns user to the home section. 

Contact section: user 

view contact details 

of support team. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click personal 

details link to 

view and 

amend your 

personal 

details. 

Attach any supporting documents 

that may be required. Supporting 

documents are not mandatory. 

Audit trail 

section: used 

to verify and 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

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

    

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

demographic 

link to view 

and amend the 

information/ 

details. 

To change the data/information 

in this section click edit to open 

the Demographic Information 

and make updates as indicated 

in the below screen as shown 

below. 

Click the red 

button to close the 

window. 

Click submit to save your changes. 

If you do not want to save the 

changes, click close. 
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Upon clicking the delete icon, the below screen will be displayed to confirm if you are 

really deleting a saved record. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

if user do not want to delete 

the record, click cancel. 

Click delete icon to 

delete your 

record/data. 

Click 

work 

experie

nce to 

capture 

occupa

tional 

details. 

Upon clicking work experience: occupational 

section, the system displays the add button 

as indicated. 

 

Click add button to capture occupational 

details 
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Upon clicking the add button, the following window will be displayed, and user must 

start capturing required information. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you do not want 

to save the 

information, click 

close. 

You can now click save 

in order to save your 

information/changes. 

Click refresh link to view your 

captured record. 

Click pen icon 

to edit the 

saved record. 
Click dustbin icon 

to delete the 

saved record. 

Click add button to 

add more experience 

details 
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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 

qualification details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

qualification 

link to 

capture basic 

education Click add button to 

capture new record of 

basic education details. 

Click choose file button to upload proof 

of qualification related/linked to the 

record you captured. 

Click 

qualification 

link to capture 

higher 

education 

details. 

Click choose file button to upload proof 

of qualification related/linked to the 

record you captured. 

Click add button to 

capture new record of 

higher education details. 
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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. 

 

You can now click save 

to save your 

information/changes. 

 

Click refresh link to view your 

captured record. 

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. 

Delete: If you need to remove an 

existing qualification record, click 

Delete next to the applicable record. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

funding 

details to 

add/captur

e funding 

details.   

If you need to add a funding detail 

on this screen, click Add to open a 

blank funding screen as shown 

below. 

If you do not want to save 

the information, click close. 

click save button to save 

your information/changes. 
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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. 

 

 

 

 

 

 

 

 

 

14.  

 

 

Edit: If you need to amend an existing 

funding record, click Edit next to the 

applicable record to open it in the 

funding (edit) screen. 
Delete: If you need to remove an 

existing funding record, click 

Delete next to the applicable 

record. 

Click 

training & 

developmen

t link to 

add/capture 

training 

details, you 

will be 

presented 

with two 

forms for 

training 

course 

Click add button to 

open a blank form 

screen and add new 

record. 

Click choose file 

button to upload 

proof of certificate 

obtained. 
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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. 

 

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. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

members

hip link to 

open the 

page. 

Click add button to open a 

blank form and add a 

membership record/detail. 

If you do not 

want to save the 

information, click 

close. 

click save button to 

save your 

information/changes. 
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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. 

 

 

 

 

17. Comp 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

Click 

framework & 

competencie

s link to 

open 

framework & 

competency 

form and 

provide 

details. 

Click add 

button to 

capture 

occupational 

framework 

competency 
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Follow the steps as indicated on the screenshot below to rate yourself. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

(1) You can now view your Occupational 

Competencies detail captured on the 

previous screen ‘’Key function and 

post/task level’’ (unclickable). Please note 

that the competency category, capabilities, 

demonstration, and ratings level on this 

screen are pre-loaded into the program. 

(2) To start rating 

yourself against 

your current 

occupational 

details click the 

drop down and 

select each of 

competency area 

linked to capability 

area, and 

demonstration. 

(3). After 

selecting a 

specific 

competency 

category and 

capability, you 

then start to 

select the rate 

level for each 

selected 

competency 

area. 
(4). Click save to add 

Additional 

Competency area 

and repeat same 

steps from number 

(2) 
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How to reset password 

 

 

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

button 

 

(3) User receives email notification to reset password 

 

 

 

 

 

 

 

 

 

 

(1) Click here to 

reset 

password. 

(4) Click reset password 

here link to proceed 
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(5) After user clicking a blue button ‘’Reset password Here’’, system will launch the below 

window to enter new password 

 

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

 

 


