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[bookmark: _Toc385439506]FREQUENTLY ASKED QUESTIONS 
1. Form 1 - Details of Employer 
a. Please ensure only the numeric value is added in the fields ie. R200 000.00 – only 200000 should be populated as the system will not recognize “R” or . or spaces in the fields
2. Form 2 - Employment Summary 2014 
a. The template on the system needs to be used to populate the spreadsheet. The dropdown values are on the template which will assist the user to complete the data. There is also a spreadsheet on the template called dropdown please use this for guidance.
b. If you are copying and pasting from the excel spreadsheet from the website please take note of the dropdown values on the create functionality and the dropdown value explanations on the excel importer spreadsheet. Screenshots attached. 

[image: ]
Click on Save and the required fields will be displayed
[image: ]
The excel importer can be used to upload bulk data – a template has been supplied to ensure the correct data format is used.
[image: ]
The following screen will be displayed
[image: ]

Each sheet has dropdown values which will guide the user on the format of the data to be uploaded for each field
[image: ]
Spreadsheets will also include dropdown lists to guide on the values to be uploaded
[image: ]
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3. Form 3 - Report (All Training Implemented) for the Period 1 April 2013 to 31 December 2013
a. The same principle and guidelines would apply as indicated above
b. Only the sheet names on the excel importers will change
4. Form 4 - Plan (All Training Planned except PIVOTAL programmes) by demographic status for the period 1 April 2014 to 31 December 2014
a. The same principle and guidelines would apply as indicated above
b. The totals need to match – the age breakdown  and equity / gender breakdown totals need to add up – the disability breakdown will be contained within the age and equity / gender breakdown and therefore need to total the same amount.
5. Form 5 - Plan (All Training Planned for unemployed except PIVOTAL programmes) by educational level for the period 1 April 2014 to 31 December 2014
a. The same principle and guidelines would apply as indicated above
b. Only the sheet names on the excel importers will change
6. Form 6 - Plan (All Training Planned for employed except PIVOTAL programmes) by educational level for the period 1 April 2014 to 31 December 2014
a. The same principle and guidelines would apply as indicated above
b. Only the sheet names on the excel importers will change
7. Form 7 - Plan Adult Education and Training 2014
a. Please note this form is not compulsory
8. Form 8 - PIVOTAL Training Plan (Planned PIVOTAL Programmes for unemployed and employed) for period 1 April 2014 to 31 December 2014
a. This form is not compulsory and the data can be submitted without the completion of this form.
b. The totals need to match – the age breakdown  and equity / gender breakdown totals need to add up – the disability breakdown will be contained within the age and equity / gender breakdown and therefore need to total the same amount.
9. Form 9 - Verified PIVOTAL Training Plan (Planned PIVOTAL Programmes for unemployed and employed) for period 1 April 2014 to 31 December 2014
a. The same principle and guidelines would apply as indicated above
b. Only the sheet names on the excel importers will change
10. Form 10 - PIVOTAL Training Plan (PIVOTAL Programmes for unemployed) by educational level for period 1 April 2014 to 31 December 2014
a. The same principle and guidelines would apply as indicated above
b. Only the sheet names on the excel importers will change
11. Form 11 - PIVOTAL Training Plan (PIVOTAL Programmes for employed) by educational level for period 1 April 2013 to 31 March 2014
a. The same principle and guidelines would apply as indicated above
b. Only the sheet names on the excel importers will change
12. Form 12 - Scarce Skills 2014 and 2015
a. The Occupational Level (6 digit OFO code) is not compulsory on this sheet
[image: ]
13. Form 13 - Grant Awareness 2014
a. Tick box functionality is available on this sheet please tick the relevant box(s)
[image: ]
14. Form 14 - Impact of Staff Training 2013/2014
a. The scale of 1 – 5 should be used to populate this sheet

[image: ]

15. Form 15 - General Comments
a. No questions have been received on this issue.
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3. REPORT (ALL TRAINING IMPLEMENTED) FOR THE PERIOD 1 APRIL 2013 TO 31 DECEMBER 2013
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CREATE 2. EMPLOYMENT SUMMARY 2014

Unique Employee Number Required

1D type Vi
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Gender V] Required
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CREATE 12. SCARCE SKILLS 2014 AND 2015
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13. GRANT AWARENESS 2014

Edit

1.How did you become aware of this grant?
Fasset e-newsletter

Fasset e-Facts

Fasset website

National press

Professional body publication

‘Word-of-mouth

Previous application submitted

Lifelong learning event

Other, please specify

Other Comment

2.Have you recruited Black African and/or disabled leamners on leamership programmes?

1 50, you may claim the Leamership Cash Grant
from Fasset, due on 15 February 2014

3.Have your Black African employees completed qualifications, leamerships or internshi

I S0, you may claim the Pivotal Grant from Fasset,
due on 15 February 2014
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14. IMPACT OF STAFF TRAINING 2013/2014

Edit

Onascale of 15

1. Please indicate the overall impact of training
‘your staffin the current reporting period.

2.Indicate the overall impact of training your staff
in the current reporting period.

2.1 Increased productivity
2.2 Reduction in staff tumover
2.3 Increased efficiency, resulting in financial gain

2.4 There is a decreased need for supervision
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