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GapSkill - User Guide — Module 2

INTRODUCTION

This document assists a user in accessing and navigating through the GapSkill system.
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1. QUALIFICATIONS SECTION

Click the Qualifications link as indicated in the

~ Sections
screenshot on the right. After clicking the link the + Audit Instructions
Qualifications (list) window will be displayed as + hly Frogress

indicated in Figure 1.

+ Personal Details

+ Demographic Information
I + Qualifications |

+ Training and Development

+ Professional Memberships

+ Previous Work Experience

+ Occupational Details

+ ODecupational Competencies (KPAs)

+ Recognition of Prior Learning

+ Local Government Knowledge Areas
+ General

+ My Progress
+ Summary Report
+ Log Out

You can now view existing Qualifications records and/or Add your Qualifications to the list.

DD
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Sedlions
Audit Instructions
My Progress
Pessonal Details

Demegrsphic Information
Quaslificstions

Training and Development
Professional Memberships

Pravious Work Experience
Oceupationsl Details

Occupatiocnal Competencies (KPAs)
Recogniticn of Fricr Lesming

Local Government Knowledge Arsas
Banaral

My Progress

Summary Report

Log Out

Figure

Qualifications

©

Click ADD NEW for every qualification you want to add to your list.

A table of quslifications will appear below once the first qualification has been added.
Cligk EDIT in the table to update s spedific qualification.

Us= DELETE toc remove en incomsct qualification.

Date Record

Name of Qualification Last Updated Edit Delete
|Adult education 2010/08/14 E
d d Certifi Envi icn, Training and Development Practios 2010/08/18

G=nersl Education and Training Certificate: Adult Basic Educsticn and Training: Small. Medium and Mico 20100818

dlojga

Maticnal Diploma: ABET Practios 2009/05/18

1
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On this page a number of actions are possible.

Next/Back: In order to continue to the next (or previous) section, use these navigation buttons, or you
can use the Quicklinks on the left hand Menu.

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.

Add New: If you need to add a qualification on this screen, click Add New to open a blank qualification

screen as shown below. You can now provide your qualification details.

Signify Gapskill

,‘LGSL

8]

saLGA "ﬁ‘\"u

Log Out

Sections
Audit Instructions
My Frogress

Qualifications{Add/Edit)

©

“E
Uss the .C\ to szarch for & Qualification
In the tatble for MAJOR SUBJECTS/COURSES. clidk ADD SUBJECT/COURSE for every additicnal subject you want to list.
The wheole table is saved when you save the qualification.
Click the EDIT icen in the tatle to change = specificsubject
Click the DELETE chedibox to remove an incomedt subjedt.

Occupational Details

Occupational Com

Recegnition of Fric

Local Government Knowledge Aress

[
pi
m
m
It

Cancel

Dste Record Last Updsted: 2010/08/18 - 10:09

General

My Progress
Summary Report
Log Out

O

r Administration r Quslificaticn Details

~Institutions Achievement Type:

ccupations T
e Nsme of Quslification:

Downlosd Manusl

ualifications Quslification Category:

==

[unknown vl -

|Advanoed Cartificsts: Envirenments| Education, Training 3@ Davelopmant Pracxioe|q -

O Highast Owarall Quslificstion @ Sther Quslification

Local / Foreign Institution:
Quslification Status:
Start Date:

Dste of Completion:

MNQF Lavel of Quslificstion:

Tyos of Quslificstion: [3scheten Degre= v| -
Rapers
= Sumsme undar which Quslificstion wes obtainzg: | |
Msjor Subjects/Courses
Add Subject | Course
Subject Title Date Record Last Updated  Delete
Susjectt 2010/08/18 ==
NE
Institution: [Academy of Advanced Technelogy |C‘Q

@ Local O Foreign
[acnievea
:
—

Levsl &
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2. TRAINING AND DEVELOPMENT SECTION

Click the Training and Development link as indicated in

 Sections
the screenshot on the right. After clicking the link the + Audit Instructions
Training and Development (list) window will be + My Progress

+ Personal Details
+« Demographic Information
+« Qualifications
| « Training and Development |
+ Professional Memberships

displayed as indicated in Figure 2.

+ Previous Work Experience

+ ODeccupational Details

+ Occupational Competencies (KPAS)

+ Recognition of Prior Learning

+ Local Government Knowledge Areas
+ General

+ My Progress
« Summarny Report
+ Log Out

You can now view your Training Activity Detail and/ or Add your Training and Development to the list.

Training and Development

Click ADD MEWY far everny training activity you want to add to your list.

Atable of training activities will appear below once the first activity has been added.
Click EDIT in the table to update a specific activity.

Use DELETE to remowe an incormrect activity.

|Eladc|| Add Mew ||Nex‘t|

“tou currently have no Training Activity Details.

Figure 2

In order to continue to the next (or previous) section, you can either use the Next or Back navigation
buttons, or you can use the Quicklinks on the left hand Menu.
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To add a new Training and Development record, click Add New to open the screen shown below.

Training and Development Type

® Choose what type of training and development to be added

On this screen, click Add Course to open a blank Training and Development (Course) page where you
can start entering your training details. Click Save to save the training record or click Cancel to close the
page without saving.

Signify

Gapskill Log Out Som o Soa ‘lﬁATU

- Z=ctions ——————— Training and Development (Course)

+ Audit Instructions

o Iy Progress

+ Paronzl Detsils

» Demographic Information # Click SAVE cnos you sre done

+ Quslifications

« Training snd Development

+ Professionzl Memberzhips

» Previous Work Experience

+ Occupational Details
Cancel

« Cccupational Compatencies (KPAS]

+ Recognition of Friar Leaming

s Local Government Knowledgs Arsss

+ General

+ MMy Progress o :

* Summary Report Training And D Details

+ Log Out Courss Name | | -
Type of Intervention | A4 |
Achizvement Tyos: [ v
Qualification Ststus: [ v]
Skills / Knowledge Arsa:
Imtarmal / Formal Cinermal @ Fermal
In-hause / External ®in-nouse O Extemal
NQF Level of Quslification | v|
NOF Level Varifizd: @ ves One
Compstency Laval (Unit Standard): [ | E|

&

Nzme of Provider | | R
Dste of Attendance From Date: Yesr: Manth: To Date: YEEIZ M:}nth:
Total Durstion [ | (pays)
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3. PROFESSIONAL MEMBERSHIPS SECTION

Click the Professional Membership link as indicated in

the screenshot on the right. After clicking the link the ~ Sections
Professional Membership (list) window will be + Audit Instructions

+ My Progress

+ Personal Details

¢ Demographic Information

+« Qualifications

« Training and Development
I + Professional Memberships I

displayed as indicated in Figure 3.

+ Previous Work Experience

+« Occupational Details

« Occupational Competencies (KPAs)

« Recognition of Prior Learning

+ Local Government Knowledge Areas
+ General

« My Progress

« Summary Report

+ Log Out

You can now view your Professional Memberships and/ or Add your Memberships to the list.

o : ' -
Signify Gapskill Log Out ,JES_E'_A;/ SALGA "ﬁATU
- Sections Prof 1al Body Membership
+ Audit Instructions
+ My Progress
. ® Cligt NOT APFLICABLE if this section is not spplicatble to you.
+ Fersonsl Detsils ® Click ADD MEW far every memsarship you want to add to your list.
+ Demegraphicinformation ® A tsble of memberships will sppear below onos the first membership has been added
» Qualifications # Clid EDIT in the tabls to updsts 5 spedific membarship.
+ Training and Development #® Us= DELETE to remaove an incorect membership.
+ Professional Memberships
= Previcus Work Experience
+ Occupstional Details
+ Occupsticnal Compsetencies (KPAs)
+ Recognition of Prior Learning
= Local Government Knowledge Areas
i
+ My Progress
: f’”mg:t"' Report ';‘:;z:;:‘gﬁ;m Mame of Professional  Type of current  Statutory/  Membership/Registration  Date Record e
°a membership Voluntary Number Last Updated

South African Assccistion
of C i

2010/11/02

Figure 3
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On this page a number of actions are possible.

Next/Back: In order to continue to the next (or previous) section, use these navigation buttons, or you
can use the Quicklinks on the left hand Menu.

Not Applicable: If this section does not apply to you, click Not Applicable to indicate that you have
completed the section.

Edit: If you need to amend a professional membership record, click Edit next to the applicable record to
open it in the Professional Memberships (edit) screen.

Delete: If you need to remove an existing membership record, click Delete next to the applicable record.

Add New: If you need to add a membership, click Add New to open a blank membership screen as
shown below. You can now provide your details.

Gapskill

T &
L N "ﬁ"“'u @

Professional Body Membership

% Remsmber to SAVE onos you
# Canoel will rstum you to the P

Cancel

Date Record Last Updated: 2010/11/02 - 02:24

age without saving.

Current Mambar of Frofassions| Bady @ve Ono

Mam= of Frofessionsl Body | South Aficen Associstion of Consulting Enginesrs (SAACE) w | .
Administration
- Institutions Tyos of cumant mambarshio [Fresident |

Tidk whether your membership is statutary or valuntsry @) statutery O Veluntary

Membsrship ( Registration Numbsr [s4aces01 |

When did you re wi rofessi S Yearn Menth:
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4, PREVIOUS WORK EXPERIENCE SECTION

Click the Previous Work Experience link as indicated in

the screenshot on the right. After clicking the link the

Previous Work Experience (list) window will be displayed

as indicated in Figure 4.

— Sections

Audit Instructions

My Progress

Personal Details
Demographic Infarmation
Qualifications

Training and Development

Professional Memberships

Previous Work Experience |

Oecupational Details

Ocecupational Competencies (KPAs)
Recognition of Prior Learning

Local Government Knowledge Areas
General

My Progress
Summary Report
Log Qut

You can now view your Previous Work Experience and/ or Add your Previous Work Experience to the

list.

Signify

Gapskill

Log Out

SLGSEM\ -~

e A sAaLcAa ‘lﬁATu

Sections

Audit Instructions

My Progress

Personal Details
Demegraphic Infermation
Quslificstions

Training and Develocpment
Professional Memberships
Pravious Work Experience
Oceupational Details
Occupaticnal Competencies (KPAs)
Recogniticn of Pricr Lesming
Local K

Previous VWork Experience

Use DELETE to remove an incomect record.

Clide NOT AFFLICABLE if this section is not appliceble to you.
Clide ADD NEW for every work experience record you want to add to your list.

A table of work experience records will appear below onos the first record has besn added.
Provide your work experience in chronclogical order starting with your most recent job.
Cligk EDIT in the table to update 3 specific record.

ge Aress
Genersl

My Progress

Summary Report

Log Out

DO

Figure 4

Occupation / position / job fitle

|4coountant

Date Record

Previous Employer Lot Upddates Delete

2010/08/14 B

|[Chemical Engineers and Technologists (Skill Level 5)

Mittal steel

2010/08/14 =)

Signify Software
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On this page a number of actions are possible.

Next/Back: In order to continue to the next (or previous) section, use these navigation buttons, or you
can use the Quicklinks on the left hand Menu.

Not Applicable: If this section does not apply to you, click Not Applicable to indicate that you have
completed the section.

Edit: If you need to amend an existing work experience record, click Edit next to the applicable record to
open it in the Previous Work Experience (edit) screen.

Delete: If you need to remove an existing work experience record, click Delete next to the applicable
record.

Add New: If you need to add work experience records, click Add New to open a blank record as shown
below. You can now provide your details.

,':_GSL TA )

Gapskill Log Out

‘E@E@A.H""‘ATU‘ @

Previous Work Experience

o= Details
n ! job title: |:r'z'r\csl Enginsars and Technologists (Skill Lavel §) \Q; -

||-|ms\;t§§| ‘,

O munigipelity O Fuslic Szaor othar @) Frivats s2cter O Othar

Faricd Emolayed:

Ta: Yesr| 2007 W M:rtl-
Calculsted Experience: 3 Yesars)
Fzy Performance Arzes
Add Key Performanos Ass " - Use this button to add & new recerd to the table

Last
Key Performance Areas/Job Functions/Responsibilities Level of Experience o — Edited  Delete
Experience Experience Date

Chemicsl KFA Strategic

On the Previous Work Experience (edit) page a further action is possible namely adding key
performance areas that applied to your previous work experience. To add these KPAs, click the Add Key
Performance Area button to add a blank record to the KPA table where you can provide the relevant
details.

Signify Software Page 11 of 11



	Introduction
	1. Qualifications Section
	2. Training And Development Section
	3. Professional Memberships Section
	4. Previous Work Experience Section

