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INTRODUCTION 

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

Click the Occupational Details link as indicated in the 
screenshot on the right.  After clicking the link the 
Occupational Details (summary) window will be displayed 
as indicated in Figure 1.   

 

 

 

 

 

 

 

You can now view your Occupational Detail and/ or Add your Occupational Detail to the list.   

 

Figure 1 

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 amend your occupational details, click Change to open the Occupational Details (edit) page as 
shown below. 
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2. OCCUPATIONAL COMPETENCIES (KPAS) SECTION 

Click the Occupational Competencies (KPAs) link as 
indicated in the screenshot on the right to open the 
Occupational Competencies window as indicated in 
Figure 2.   

 

You can now view your Occupational Competencies 
detail.    Please note that the contents of this screen is 
determined by your job description and has to be pre-
loaded into the program. 

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.   

View/Update Competency Level: If you want to 
rate your competency in an area, click this 
button next to the specific competency  to open 
the screen shown here.   

Add Additional Competency: If you need to add 
a competency record, click this button to create 
a new competency description as shown below.  

 

 

 

 

 

Add Responsibility Area:  If you need to add an additional responsibility area, click this button to 
create a new responsibility area record as shown below. 
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Figure 2 
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If the Job Title field is empty, it means you still have to complete the detail in the Occupational 
Details section.   

 

Figure 3 

Click Provide My Job Details as indicated in Figure 3. The Occupational Details page will be 
displayed as indicated in Figure 4.    

 

Figure 4 

Click the Change button, the Occupation Details (Edit) page will be displayed as indicated in Figure 
5.  You can now edit your occupation detail on your profile.   
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Figure 5 
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3. RECOGNITION OF PRIOR LEARNING SECTION 

Click the Recognition of Prior Learning link as indicated in 
the screenshot on the right.  After clicking the link the 
Recognition of Prior Learning window will be displayed as 
indicated in Figure 6.   

 

 

 

 

 

 

 

You can now view your Recognition of Prior Learning and/ or Add your Prior Learning to the list.   

 

Figure 6 
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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 RPL record, click Edit next to the applicable record to open it 
in the Recognition of Prior Learning (edit) screen. 

 

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

 

Add New: If you need to add RPL records, click Add New to open a blank record as shown below. 
You can now provide your details. 
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4. LOCAL GOVERNMENT KNOWLEDGE AREAS SECTION 

Click the Local Government Knowledge Areas link as 
indicated in the screenshot on the right.  After clicking the 
link the Local Government Knowledge Areas window will 
be displayed as shown below.     

 

 

 

 

 

 

In the Local Government Knowledge Areas section you can rate your level of knowledge of the 
various areas within your municipality. You will also be able to indicate if this knowledge area is 
applicable to your occupation or if it is a general knowledge area.     
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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. 

 

Change: If you want to rate your knowledge levels, click Change to open Local Government 
Knowledge Areas(edit) screen as shown in Figure 7. 

 

 

 

Figure 7 
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5. GENERAL SECTION 

Click the General link as indicated in the screenshot on 
the right.  After clicking the link the National KPI 
Feedback (list) window will be displayed as indicated in 
Figure 8.   

 

 

 

 

 

 

 

In this section you can rate the various sections of your municipality and you will also be able to add 
a comment to each of the sections.   

 

Figure 8 
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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.   

 

Change/Edit: If you want to rate the national KPIs, click Change/Edit next to the applicable KPI 
record to open National KPI Feedback (edit) screen as shown below. 
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6. MY PROGRESS 

Click My Progress as indicated in the screenshot on the 
right.  After clicking the link the My Progress window will be 
displayed as shown here.   

 

 

 

 

 

 

 

This screen summarises your progress through the different sections and also highlights if you 
skipped a section. 

 

If you are satisfied with how you completed the sections and IF YOU ARE NOT PLANNING TO REVISE 
ANY DETAILS AGAIN, you can go ahead and click PERMANENT SAVE to save and LOCK your records.  
You will NOT

 

 be able to access your records again. 
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