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1. Training History Introduction
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The Training History function within Buildsmart HR allows users to capture and maintain information related to
training received by and planned for employees.

Skills & Experience
= Development Plans

® Languages

Performance & Succe...

Employment Details

Mass Capture

[
[
[ Pay / Leave
l
[

Reports

‘ Course Costing Details J Venues & Instructors {Int.} | Venues & Instructors (Ext.) J

Contract Details

Restrictions

I Summary

Completed / Planned
Course Code / Name

Course Category
Internal / External
Course Start Date

ldentified Needs I

* Completed ¢ Planned

IBasic Telephone Skills ;I
| |

(% Internal { External

20 [ouly ~||=2008 Cslendafl

Employee Maintenance [ Notes ] [ i ] Employee Training History Apply Cancel
[ Company ] Select Payroll [ v
l Personal Details ] Employes l v
( Medical Details )| searen ByDNr. | | search |orName & nr. | [ searcn |
| Education, Training & S... | Employee Number Cost Centre ID/PassportNo.  EngagementDate  Length of Service Status
= Education 4707310148081 2006-10-01 Years 2 Days 184 Transferred In
® Training History I NGF Details i Post Course Details I

Basic Training Details

The basic details of training received by the
employee may be captured here.,

This includes the Course Mame, Attended
Dates, and Duration. Training can also be
defined as being Internally or Externally
provided as well as being part of the
company’s Workplace Skills Plan.

Course Duration

Course End Date |2° [ duly ~|f2008 Ca'e"d“I To override the system calculation For
: course duration, select the Manual radial
Course Duration v System " Manual
button.
e DT ‘Working and Non-working
Days |1 |0 ‘Working days/hours refer to time spent
training the employee during working time.
Hours IS IO Mon-working daysfhours refers to time
Type of Course I L] sper:t af_l':er working hours e.g. at night or
Buildsmart HR Administration (Basic) - Page 3 of 49 Monday, November 19, 2012

Training and Development Records

Overvieword Overview.




Smart your total hr solution...

2. Training History Screens and Functionality
The Training History facility has been divided into nine screens to facilitate the following functions:

Basic Training Details;

NQF Details;

Post Course Details;

Costing;

Venues & Instructors (Internal);
Venues & Instructors (External);
Contracts;

Restrictions; and

Summary

These are further explained as follows:

2.1. Basic Training Details

The “Basic Training Details” screen allows for the capture of the basic information of training that an
employee has or will receive. Such information includes:

Whether the Course is Planned or Completed;
The Course Code / Name and Category;
Whether training was / will be Internally or Externally provided;
The course Start Date and End Date;
The Course Duration:
o System or Manually calculated;
o Number of Working Days/Hours spent / to be spent on training;
o Number of Non-working Days/Hours spent / to be spent on training;
The Type of Course;
Learning Matrix Category;
Whether the training is Part of WSP; and
Any Comments regarding the training received or planned.

Course records are displayed in the following colours according to their status for quick identification:

= Black = Completed
= Blue = Planned
= Red = Planned and overdue

Green = Current

Please Note the planned courses will be excluded from reports pertaining to workplace skill plans and
annual training received. Once a planned course has been completed the record must be updated to
“completed”.
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HNGF Details |

Past Course Details |

Course Costing Details | Venues & Instructors {Int.} | Venues & Instructors (Ext.} |

Contract Details

Restrictions |

Summary |

Course Category

Courze End Date

Course Duration

Basic Training Details

Completed / Planned
Course Code | Hame

Internal | External

Course Start Date

ldentified Needs |

* Completed © Planned

=

* Internal { External

=~

lad | month

| fyywy

Calendar

ldd | month

(% System { Manual

Working

| vy

Non-Working

Calendar

Days 0 0
Hours I¥] 0
Type of Course | j
Learning Matrix Category | ﬂ
Part of W5P “ves {* No
Comments
pdate | Remove | Remowve All
Training Summary
Course Code / ...| Course Category|  StartDate | EndDate |  Completed
Activewhers Administration 23032009 23032009 Flanned
AIDS IN THE W... 02/03/2009 0B/03/2009 Plannad
AIDS IN THE W... 10/03/2008 10/03/2008 Completed
Basic Telepho... 20/07/2006 20/07/2006 Completed
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2.2. NQF Details

The “NQF Details” screen allows users to capture all NQF information related to training courses.
Information includes:

NQF Details such as:
o The NQF Option which caters for ;

o Internal Courses — these courses have a NQF level and minimum credits
assigned to them for internal use and are not recognised or aligned with NQF
standards.

o Aligned Courses — these courses are internally designed using various unit
standards recognised by the NQF.

o Recognised Courses — these courses are registered and recognised by the
NQF.

Whether the training course is Unit Standard based or a Qualification (this is only available
for courses that are Aligned with or Recognised by NQF). Information that may be
captured for Unit Standards and Qualifications include the:

o SAQA ID and Title;

o NOQF Level;

o Minimum Credits;

o Accrediting ETQA; and

o SAQA Decision Number
SETA Claim Details such as:

o The Date and Amount Claimed; and

o The Date and Amount Reimbursed
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Internal NQF Details

Basic Training Details | NGF Details | Past Course Details
Course Costing Details | Venues & Instructers {Int.} | Venues & Instructors (Ext.}
Caontract Details | Restrictions | Summary
Select a Course...
Course Code /... | Course Category|  StartDate | EndDate | Completed
Activewhere Administration 23032009 23032009 Flanned
AIDS IN THE ... 02/03/2009 08032009 Flanned
AIDS IN THE ... 10/03/2008 10/03/2008 Completed
Basic Telepho... 20/07/2008 20/07/2006 Completed
Clear All | Update |
~NGQF Details
NQF Option frterna M
Unit Standard / Qualification | j
Internal NQF Details
HOF Level | ;I
(Minimum) Credits |
—SETA Claim Detailz
SETA Claim Date | e | manth | [y Calendar |
Date Reimbursed |ia I manth | [y ca|enc|a;|
Amount Reimbursed I
Comments
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For Unit Standard-based courses

~NQF Details

HQF Option |F'.ecoqr1ised =1

Unit Standard / Qualification | IESENEEGIEER: I ~ |
~Unit Standard Information

* Summarized {  Detailed

SAGQA Unit Standard ID I

SAQA Unit Standard Title

NQF Level | =]
{Minimum) Credits |—
Accrediting ETGA | =]
SAQA Decision Humber |
Assessed By |

Add | Update | Remove | Remove All

Unit Standard Summary
ID | Title | mWoFLever | Credits
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For Qualifications

~HQF Details

NGF Option |Recoanised =]

Unit Standard / Qualification  [SIEf=IRIEEE=: R -
~Qualification Information

% Summarized { Detailed

SAQA Qualification ID I
SAQA Qualification Title

NOF Level [ -]
{Minimum) Credits |—

Accrediting ETQA | ;|
SAGA Decision Number |

Assessed By |

~Unit Standard Information
SAQA Unit Standard ID

|
SAQA Unit Standard Title |
|

HQF Level
(Minimum) Credits I

Add I Update | Remove | Remove All I

=]

o | Title |  moFLevel |  Credits

Total Credits I

Add | Update | Remove | Remove Al |

Qualification Summary
ID | Title | MOFLevel | Credits | Unit Standards
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2.3. Post-Course Details

The “Post-Course Details” screen allows users to capture and maintain information related to post course
evaluations conducted after employees have received training. Information includes:

» Post Course Evaluation such as:

Employee Results and whether the employee passed;
The Course Assessment and Date of Assessment;

If the employee is competent;

If the employee needs to re-do training; and
Instructor’'s Assessment of the employee

O O O O O

* Follow-up Details such as:
o Whether the employee requires follow-up,
o Who is to follow-up;
o Bywhen; and
o Whether follow-up has occurred and the outcome thereof

Project / Assignment Details such as:

If the employee has been given a Project / Assignment as part of the training;
The Issued, Start and Expected End Dates;

Extension Details; and

Completion Date

O O O O

Certificate Details such as:

o Type of Certificate issued (Competency, Attendance and Other);
o The Certificate Number; and

o Date of Issue, Validity Period and Expiry Date

Skills Acquired from Training — allows the user to capture any skill acquired from the
training course.
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Basic Training Details |

NGEF Details |

Course Costing Details | Venues & Instructers {Int.} | Venues & Instructors {Ext} |

Cantract Details | Restrictions | Summary
Select a Course...

Course Code /... | Course Category|  StartDate |  End Date Completed
Activewhers Administration 23/032009 23/03/2009 Planned
AIDS IM THE ... 02/03:2009 08032009 Flannad
AIDS IN THE ... 10/03:2008 10/03/2008 Completed

ﬁ

Clear All

| Update

~Po=t Course Evaluation

Course Minimum Pass Rate

Employee's Result
Pazs Course?
Course Assessment

Date of Assessment

Competent

Re-do Course
Completed Evaluation
Questionnaire?
Employee’s Assessment
of Training

Instructor's Assessment
of Employee

* Mot Applicable " ves

" Mo

| vy

" Yes

laa  [montn

{* Mot Applicable

* Mot Applicable " Yes

' Mot Applicable ™ ez

Calendar

" Mo
" No

" Mo
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~Follow-up Details
Follow-up Required? o Mot Applicable © ves O HNe
Follow-up Reason? I j
Who is to Follow-up |
By When feia | month | [y ca|endu|
Follow-up Occured " ves + Np
fnuﬂnrml_ given Project * Not Applicable © ves { No
Comments
~Certificate Details
Issue Certificate? + NotApplicable Yes (" No
Certificate Type I~ Competenc eer [ lote
Certificate Number |
Date Issued oa |
Validity Period |
Expiry Date |eia |
- Skills Acquired from Training
Skill Code | Description | =]
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2.4. Costing Details
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The “Course Costing” screen allows users to capture all costs incurred to train an employee. Information

includes:

= The Direct Costs send the employee on training such as:

@)
@)
@)
@)

Travel Costs;
Accommodation Costs;
Subsistence Costs; and
Other Direct Costs;

=  Course Costs such as:

@)
@)

The cost of the Course; and
Other Course Costs;

= The Employee Time Cost - this is the cost to the company to have the employee on
training during working days/hours.

Please note that the Employee Time Cost can either be calculated by the system using the
employee’s hourly rate of pay and the number of hours on training as defined in the Basic
Course Details screen, or can be manually defined. Users can determine whether to default
the system to calculate all employee time cost or for employee time cost to be manually
defined in the Company Maintenance> System Parameters screen. This default can be
overridden at the employee level.

The option to let the system calculate the employee time cost will only be available to users
that have permission to employee pay / package information.

| Post Course Details |

Buildsmart HR Administration (Basic) -

Basic Training Details | NGF Details
| Venues & Instructors (Int.} | Venues & Instructors [Ext.} |
Caontract Details | Restrictions | Summary |
Select a Course...
Course Code /.| Course Category|  StartDate | End Date Completed
Activewhere Administration 23/03/2009 23/03/2008 Planned
AIDS IN THE .. ' 02032009 08032009  Planned
AIDS IN THE ... 10/02/2008 1000272008 Completed
Clear All | Update |
~Expenditure Details

~Employee Cost

Travel Cost |g,un

Car Hire |0.00

Accommeodation Cost |g,un

Subsistence Cost |0.00

Other Employee Direct Cost

1. |0.00

2 | |0.00

3 |0.00

Total Employee Cost |I}.I}I}

Page 13 of 49
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rCourse Cost
Course Cost |0.00
Equipment Cost |0.00
Consumables Cost |0.00
Course Material Cost |0.00
Other Course Cost
1. |0.00
2 | |0.00
3 |0.00
Total Course Cost |0.00
Total Course Expenditure .00
(Excl. Time Cost)
Employee Time Cost

i System { Manual

Employee Time Cost |n,ou
Total Course Expenditure |a,uo
{Incl. Time Cost)

2.5. Venues & Instructors (Internal)

The “Venue & Instructors (Internal)” screen allows users to capture information related to internal venues
and instructors (employees) used / to be used to facilitate training. Internal venues are venues located
‘inside your company” and used to host training and internal instructors are those employees that work
for your company and are qualified to instruct / facilitate training courses. Information includes:

The Venue Details;

The Internal Venue Code / Name;

The Payroll in which the instructor (employee) resides; and
The Name of the Instructor (employee)

Buildsmart HR Administration (Basic) - Page 14 of 49 Monday, November 19, 2012
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Basic Training Details |

NGF Details |

Post Course Details |

Contract Details | Restrictions
Select a Course...
Course Code /... | Course Category|  StartDate | EndDate | Completed
Activewhers Administration 23/03/2009 23/03:2009 Planned
AIDS IM THE ... 020372009 06032009 Flannad
10/02/2008 10/023/2008 Completed

AIDS IM THE ...

Clear Al | Update |
~Internal Details

~Internal Venue Details

Venue Details |

Intenal Venue Code / Name | |
~Internal Instructor Details

Presenter IAnthea Cowan

Payrol | =

Instructor Name | =]

Buildsmart HR Administration (Basic) -
Training and Development Records
Overvieword Overview.
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2.6. Venues & Instructors (External)
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The “Venue & Instructors (External)” screen allows users to capture information related to the vendors,
external venues and external instructors used to facilitate training. Information includes:

=  Vendor Details such as:

@)
@)
@)

@)
@)
@)

The name of the Company / Institution;

The Type of Institution (Training Provider, University etc);
The Vendor Code / Name
= External Venue Details such as:

The Venue Details;
The External Venue Code / Name;
The Vendor’s Venue Code / Name;

= External Instructor Details such as:
The name of the Presenter; and

@)
@)

The name of the Vendor’s Instructor

Basic Training Details | NGF Details | Past Course Details |

Course Costing Details | Venues & Instructors {Int.} | |
Contract Details | Restrictions | Summary |

Select a Course...

Course Code /... | Course Category|  Start Date End Date Completed

Activewhere Administration 23/03/2009 23/03/2009 Planned

AIDS IM THE ... 02/03/2009 08/03/2009 Plannad

AIDS IM THE ... 10/03/2008 10/03/2008 Completed

—

~External Details
~Vendor Details

Clear All | Update

Company | Institution
Type of Institution

Vendor Code | Hame

Lef Ll

~External Venue Details

Venue Details
External Venue Code [ Name

Vendor Venue Code | Hame

Lef Ll

~External Instructor Details
Presenter

Instructor HName

Buildsmart HR Administration (Basic) -
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2.7. Contracts
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The “Contracts” screen allows users to capture details related to contractual agreements entered into
between the employee and employer regarding training. Information includes:

The Start and End Dates;
Any Repayment Conditions;

When the Contract has Ended

The Cost to Company to train the employee;
The Required Employment Period after Completion of Training;
The Write-off Amount per month;

If the Contract is on-hand and signed by the Employee and Employer; and

| Past Course Details |

Basic Training Details | NGF Details

Course Costing Details | Venues & Instructors {Int.} | Venues & Instructors (Ext.} |
| Restrictions | Summary |

Select a Course...

Course Code /... | Course Category|  StartDate |  End Date Completed

Activewhears Administration 23032009 23/03/2009 Planned

AIDS IM THE ... 02/03/2009 08/03/2009 Plann=d

AIDS IM THE ... 10/03/2008 10/03/2008 Completed

—

Clear All | Update |
—Contractual Agreements
Employee has Contract O Mot Applicable ¢ wes O Mo
Cost to Company |n.m:|
Required Employment
Period after | J |[|
Completion of Training
Write-off Amount |o.00 Per Month
Start Date Z by
Expected End Date Jad | J vy
Deduct from Payroll? - "y
Buildsmart HR Administration (Basic) - Page 17 of 49 Monday, November 19, 2012
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~Employee Repayment Conditions
Add I Remove Remowve All |

Contract On-hand ez I Mo
Employee Signed { ez 0+ o
Manager Signed { e= 0+ Mo
Comments

Contract Ended ves O o

~View All Contracts
Course | Contact Ended | Cost to Comp... | Employment P... | Write off Amo...
Buildsmart HR Administration (Basic) - Page 18 of 49 Monday, November 19, 2012
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2.8. Restrictions

The “Restrictions” screen allows users to capture information related to training restrictions placed on an
employee. Information includes:

= The training course(s) that the employee is prohibited from attending;
= The Reason for Restriction

= The Start Date and Expected End Date or Time Period of the restriction;
= The End Date, Reason, and Who Authorised the restriction to be ended

Basic Training Details | NGF Details | Post Course Details |
Course Costing Details | Venues & Instructers {Int.} | Venues & Instructors [Ext.} |
Contract Details | | Summary |

~Employee Training Restrictions

All ] Selected Courses & Al 7 Selected
Course Code /| Name | J
Reason | |
Start Date |ad | month ﬂ vy Calendsar
Exptected End Date lad | manth ﬂ vy Calendar
Time Period | x| o
Restriction Ended? " ves 0 No
Comments
Add | Update ‘ Remove ‘ Remove Al
Current Restrictions
Course Code / Name | Start Date | Expected End Date

Previous Restrictions
Course Code / Hame End Date Reason Authorised by

Buildsmart HR Administration (Basic) - Page 19 of 49 Monday, November 19, 2012
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2.9. Summary

The “Summary” screen allows users to view a summary of an employee’s training and training statistics.
Users can select to view an employee’s training by:

= Completed or Planned courses;
= Up to the Current Date; and
» For a specific Year or Period.

The following statistics can be viewed:
= Course Statistics such as:
o Number of Courses Attended;
Number of Course still to be Attended,;
Number of Courses Passed;
Number of Days (Working) on Training;
Number of Hours (Working) on Training;
Number of Outstanding Projects; and
Number of Restrictions
= NQF Statistics such as:
Number of NQF Recognised Courses;
Number of NQF Aligned Courses;
Number of NQF Internal Courses;
Number of Credits; and
o Number of Courses part of WSP
= Costs / Expenditure such as:
Employee Direct Costs;
o Course Costs;
o Totals Excluding Employee Time Costs; and
o Totals Including Employee Time Costs;

O O O O O O

O O O O

(@)

= SETA Claim information such as:
o Total Amount Claimed; and
o Total Amount Reimbursed;

Buildsmart HR Administration (Basic) - Page 20 of 49 Monday, November 19, 2012
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Basic Training Details ‘ NGF Details | Post Course Details |
Course Costing Details ‘ Venues & Instructors {Int.} | Venues & Instructors [Ext.} |
Caontract Details ‘ Restrictions | |
~Employee Training Statistics
i {Completed; T Planned
~Date Periods
{* To Current Date
" Selected Period
Year | J
From Date IE | J |m-'y
To Date IE | J |m-'y
Internal External Total
Course Statistics
Courses Attended
Courses Passed
Working Days on Training 1.25 0.00 1.25
Working Hours on Training 10 10
Qutstanding Projects ]
Current Restrictions 0
NOF Statistics
HOF Recognised Courses 0 0 0
HOF Aligned Courses 0 0 0
HGF Internal Courses 0 0 0
Credits - Unit Standards 0 0 0
Credits - Qualifications 0 0 0
Credits - Internal 0.0 0.0 0.0
Courses Part of WSP 0 0 0
Costs | Expenditure
Employee Direct Costs 3.87 0.00 38T
Course Costs 0.00 0.00 0.00
Total Excl. Employee Time Cost 3.87 0.00 3.87
Total Incl. Employee Time Cost J158.48 0.00 318.48
SETA Claims
Total Amount Claimed 0.00 0.00 0.00
Total Amount Reimbursed 0.00 0.00 0.00

Training and Development Records

Overvieword Overview.
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3. Training History Reports

The following Training reports are available:

Training Received Summary

your total hr solution...

This report will display all employees that have received training per training course and will allow

users to see which

period. The report can be selected by training

employees have attended which training course(s) in a particular time
course, cost centre, department and date
period. The report will be located in the Skills and Training Reports category.

Tem Yeutr | T Yo 20080301 « 007022

Pt Dt - 21052008

Total Employoas for Course:

§

Payroll Demo
PSlherSTAFF
Training Received Summary
For Period: 21-May-2008
Courea Duon
Waking Mo Werlng Uri Starlard )
Enmpiayee el | Evternal  Stad D End D Days Haurs Days o PartafWsP  NOF Opion Quiifieaton PassCoume  Competent
Coursa Code | Name: Aids in the Workplace Awareness
17 ALCALA DM ] Tadun- 208 1542008 2 fi 0 0 Ma 1t ftd
4 HARENDE TA Exiemia D200 07 Mar200d H 1 0 0 Na ] fild
i CHUNARA, H Fitesria 202008 23062008 1 i i i Ha 1t fid
& DUNNE, R Extama Wibug 1968 23T 59 12 100 1 0 Ha (] 1t
. farmie, m Extama Wibug 1968 23T 59 12 100 1 0 Ha (] 1t
5 FISHER, RS Exiuma Wy 1988 23Fa 93 128 100 0 0 Na ] 1t
& FRITZ, DR Exemd Wby 1968 2iFe 94 128 1008 0 0 Na 114 fifd
] MAMDGORD, /3 Eriema 1aduy 2008 Tdhug 2008 1 B 0 0 L] 114 fitd
fi WLLOCKS H Fitesria 202008 24062008 H i i i Ha 1t 1t

Training Not Received Summary

This report will display all employees that have NOT received training per training course and allow
users to show which employees have not attended a particular training course. The report can be
selected by training course, cost centre, department and date period. The report will be located in

the Company Reports and Skills Development Reports categories.

Buildsmart HR Administration (Basic) -
Training and Development Records
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Payroll Demﬂ Prirtt Dae - 21052008
PSIberSTAFF
Training Not Received Summary
For Periodt 21-May-2008
Emplayes Emplayment Dute Jab Grade Jai T Oooupatanal Categary Oooupational Leval Cast Carmre Department Resticied
Course Code / Name: Aids in the Workplace Awareness
0008 Banks, G 02-0ct- 2008 Grade 5 General Manager Professionals Pofessianaly Qualifed & Execuive, 01 Management, Depl0 Na
a4 COLLINS.C 01-Mar2005 Graded Trnspart Manager Professionals Senior Management Trnspart, 05 Drivers, Dep 11 {Transpart) Na
L] DANIELS, HW 01-Mar2005 Graded Supervisar Clerks Shiled Technical & Academicaly ‘Wakshap, 03 Mechanical, Depf Na
27 DHANPAL, M 01-Mar2005 Graded Admin Ced Clerks Shiled Technical & Academicaly Admin, 02 Admin, Depd Admin) Na
40 DIBILONG, WM 01-Mar2005 Grade 13 ‘Washbay Asendant Plart and Machine Opemtrs and  Uniskilled & Defined Decsion Makers Tamsport, 05 Mantenance, Depl3 Na
45 DLAMINL J.5 01-Mar2005 Grade 14 Ceaner | Tea Maker Elemamary Cooupasians Unshiled & Defined Decsion Makers Admin, 02 Admin, Depd Admin) Na
a DOWNIE, | 01-Mar2005 Grade 5 General Manager Professionals Pofessianaly Qualifed & Execuive, 01 Management, Depl0 Na
7 GERBER, A 01-Mar2005 Graded Francal Manager Professionals Senior Management Execuive, 01 Management, Depl0 Na
POO1 Gladding, G 01-Mar2005 Grade 11 ‘Washbay Teamn Leader Elemamary Cooupasians Unskiled & Defined Deceion Makers Tanspart, 05 Mantenance, Depl3 Na
74 Halmes, H 05-Ape-2008 Grade 12 Gresmar Plartand Machine Opemtrs and  Uniskilled & Defined Decsion Makers Execufive, 01 Exec, Depd |Executive) Na
83 JACK, MZ 01-Mar2005 Graded Mechanic Clerks Shiled Technical & Academicaly ‘Wakshap, 03 Mechanical, Depf Na
4 JACKSON, VA 01-Mar2005 Graded Supervisar Clerks Shiled Technical & Academicaly Trnspart, 05 Drivers, Dep 11 {Transpart) Na
72 Jange, J 01-Ape2001 Grade 11 Tym: Aftendant Plartand Machine Opemtrs and  Uniskilled & Defined Decsion Makers Execufive, 01 Management, Depl0 Na
59 KENTANE, ZG 01-Mar2005 Grade 12 Painter Plartand Machine Opemtrs and  Uniskilled & Defined Decsion Makers Wokshon, 03 Mantenance, Deps Na
75 02-Jan2007 Grade 5 Accourtant Professionals Pofessianaly Qualifed & Admin, 02 HR, Dep2 (hdmin} Na
51 01-Mar2005 Grade 9 Driver Code 14 Plart and Machine Opemtrs and  Uniskilled & Defined Decsion Makers Tamsport, 05 Drivers, Dep 11 {Transpart) Na
&9 01-Mar2005 Graded Panalbester/Spmypainer Clerks SemiSkiled & Dscrefanary ‘Wakshap, 03 Mantenance, Deps Na
38 01-Mar2005 Grade 11 ‘Washbay Teamn Leader Elemamary Cooupasians Unskiled & Defined Deceion Makers Tanspart, 05 Mantenance, Depl3 Na
58 LIWANA, 5 01-Mar2005 Grade 12 Painter Plartand Machine Opemtrs and  Uniskilled & Defined Decsion Makers Wokshon, 03 Mantenance, Deps Na
3 LOWTON, P 01-Mar2005 Graded HR Manager Professionals Senior Management Execuive, 01 Management, Depl0 Na
2 MACKAY, B 01-Mar2005 Grade 3 Francal Drecir Legsiators, Serar Oficials and Tap Management Execuive, 01 Exec, Depd |Executive) Na
18 MAHLANGU, J 01-Mar2005 Grade 7 Office Ordady Clerks Shiled Technical & Academicaly Admin, 02 Admin, Depd Admin) Na
44 MABMELA MS 01-Mar2005 Grade 14 General Warker Plartand Machine Opemtrs and  Uniskilled & Defined Decsion Makers Wokshon, 03 Mechanical, Depf Na

= Employee Training Summary

This report will display a summary of the training courses that an employee has attended.
Information that will be displayed is:

Internal / External,

Start and End Date

Course Duration — Days and Hours (working and non-working)
Part of WSP — Yes or No

NQF Option — Recognised, Aligned or Internal

Employee Pass — Yes or No

Competent — Yes or No

Follow-up Required — Yes or No

Project / Assignment given — Yes or No

Certificate Issued and Type of Certificate

Total Expenditure (including and excluding employee time costs)
Contract — Yes or No

O 0O 00O OO OO O0OO0OO0OOo
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The report will be selected by employee and be located in the Skills and Training Reports category.

your total hr solution...

ALCALA,DM-17

Coursa Coda /| Nama:

Coursa Coda /| Hama:

Tas ¥ear: (Tax Year: 2008-03-01 - 2007-02-28)

Coursa Code | Nama: ME-435 - Microsoft Excel
Coausa Categary:
Start Date: FNEN 958
Coause Dumon: Warkng Days 126.00
Coausa Dumtan: Nan-Warking Days 0.00
Partaf WP HNa
Qualfication | Unit Standamd :
Pasx: M
Falawup Requrad : LAY
Camficate ksuad: M
Carfrac: Ma

Aids in the Workplace Awaranoess

Course Categary:

Start Date: 14062008
Coawursa Dumtan: Warkng Days 200
Coausa Dumtan: Nan-Warking Days 0.00
Partaf W5P: Ma
Crusification | Urit Standamd:

Pass: M
Falowup Requrad: ALY
Cafficats kauad: LR
Carfrac: Ma

Basic First Aid - Leval 1

Coausa Categary:

Start Date: 210&2006
Course Dumtan: Warking Days A3.00
Cauza Dumtan: Nan - Warking Days 000
Partaf W5P: Ma
Crusification | Urit Standamd:

Pass: M
Falawup Regurad: LAY
Camficate ksuad: M
Cartract: MNa

Payroll Demo
PSlberSTAFF
Employee Training Summary

Itarmal ! Extarmak

Erd Dater:

Course Duration: Warking Hous
Course Duration: NanWaking Hours
MNOF Opton:

Campetent:

Propect | Azsgrmant Gvan:

Tafal Causa Cast {Exdl Timea Castsl
Carificae Type:

Imeamal ! Extarnak

Erd Dt

Caurss Durafian: Warking Hous
Course Duration: NanWaking Hours
MO F Oglon:

Campetant:

Propect | Azsgament Grvan:

Tatal Caurse Cast|Exd Tne Casts)
Cartficaa Typa:

el ! Extamak

Erd Dater:

Course Duraton: Warking Hours
Caursa Durafan: Man-Waking Haurs
NOF Opion:

Campetant:

Project ! Assgriment Groan:

Takal Cauwsa Cast {Exdl Timea Castsl
Carificaa Type:

E sterrial
230219659
100800
0.0

M
M
1.250.00

Irsemal
15062008
1600

0.0

M
M
1.250.00

E xtesrraal
23082008
2400

0.00

M
M
2,500.00

Prant Dae: Wed May 21 1000311
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= Training Course Cost Summary

your total hr solution...

This will display the cost for each training course per employee. This report will be located in the

Company Reports and Skills Development Report categories.

Ta. amr: [ March, 2006 - February, 2007)
Payroll Demo

PSIberSTAFF (Monthly Payroll)
Training Cost Summary

Prin, D 200021 1006525

Capyrigh B : PEIber OFKE [ FTY] Ud.

Course Total Employee Total Course  Total Excl. Time Cost Total Incl. HOQF FPass Course
Direct Cost Cost  Time Cost Time Cost Option
A7 - ALCALA, D M ME-425 - Microzoft Excel 0.00 1,260.00 1,260.00 0.00 1,250.00 M
Aids in the Wokplace A 0.00 1,250.00 1,250.00 990.08 224008 M
Basic First Aid - Lewel 1 .00 2,500.00 2,500.00 2,760.00 5,260.00 M
49 - ARENDS, TA Aids in the Wokplace A 0.00 1,000.00 1,000.00 990.08 1,990.08 M
0002 - Banks, & Brilliant Customer Senic .00 1,000.00 1,000.00 FE0.00 1,750.00 M
19 - Brown, J Basic First Aid - Lewel 2 0.00 1,120.00 1,120.00 280.00 1,400.00 M
& - CHUMARA, H Aidsin the Wiatkplace A .00 S00.00 S00.00 220.00 Fe0.00 M
Intermediate First Aid - L 0.00 90.00 90.00 280.00 a70.00 M
WS PoverPaint far Mana 0.00 1,000.00 1,000.00 SG0.00 1,560.00 M
Froject Management Bo 0.00 5.,500.00 5.,500.00 1,120.00 5.620.00 M
Total 000 4584000 4581000 9,000 16 2481016
Mumber of People Trained 5.0
PASE:

= Employee Training Restrictions

This will display all information for any restrictions that an employee may have. This report will be

located in the Employee Reports category.

Training Restrictions Summary

Al Courses
‘Current Re stricfions
Emplayee Cawse Codea ! Name Resason Sean Dafe Expacied Trne Period Commenis
End Darte
AdMawtan, M- 02 kad T.C. Klearmax Mert Campieted Projec | EA52008
Ahbewton, N - 02 Le adersiip Deweagment Progammeial Complesed Project § EA052006
Traaning, M - 100 ABETO = Acdult Basic Educaion Dismcplinary 01052006 /052008
Trmaming, M - 100 Cash & Banking O M05/2008 IO7 2008
Trmaning, M - 200 Al Coursas Mieusa of Tranng Facises 01082008 ‘eomments ahout e
restician an all coursas ga
hare 0 Mis commants bax
Tranimg, M - 300 150 Training Mesacks 1o Completed Coume  01501/2006 A7 2008
Previous Restrictions
Emplayee Cawusa Code ! Name Resaeon Stan Dane Expacied Tme Paviod End Dune R on Autarsadby Cammerts
End Dt
Trmaming, M - 100 Bctventiens Mecandust Maon2007 032008 Mar|s)- 3 01042007 Restriction Pasad Mr Smith
Employoes Restricted : il
Total Employoos Restrictod © 4

= Employee Master Training Report

This will display all information captured for training per employee. Users will be able to select the

following information to be displayed:
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Basic Course Details;

your total hr solution...

@)
o NQF Details;
o Post Course Details;
o Costing;
o Internal Venues and Instructors;
o External Venues and Instructors;
o Contracts; and
o Restrictions
Employee Training Details
Training, H - 100
Course Code | Nama: :Loadership Dev
Basic Detail s:
Coume Categary At mbon kiemal ! Exiemal Inemal
Start Date 22M042008 End Date 22042008
Coumse Duration Manual
Wiarking Days a Wadung Hours 4
Han-Waking Days a Har-'Warkng Haws a
Pad of WSP Mo
Commens
Past Course Dotails:
Past Course Evaluaban:
Caurse Mnmun Pass Rate Emplayee’s Resull
Pass Mot A s ple Ra-da Caurse Hat Ao plicank
Campetent Mt A lca ple Re-da By Whan
Date of Assessme it Wighin Trne Perod
Compleled Evauaton Suestonnare  Nal Agplcaple Course Assessmeant
structar' s Assessment of Emplayas
Emplayes's Assessment af Trarng
Fallow-up Dalajk:
Fallerw-up Requmed Mal Agpicapn e
Fallow-up Raasan Wha s 0 Fallowup
By Whan
Fallara-up Oacumd Ma
Wha Falawed-un Outcama
Given Prapct ! Assgnmeant Mot Applcane Cammens mull
Cortificabs Dala il
=y Cortificans Bt o s b Camficate Tyna
Camficate Mumbar Iszued Date
Skilles Acquiea Fram Training:
Costing
Emplayas Dirscl Casl:
Trwel Cast 000
Acoommadatan Cast 000
Subsastenon Cast 000
e Cast 000
Tatal Emplayee Dwect Coss 0aa
Courmse Casl:

= Age Profile Report

This report will display the number of employee per age range in the company and can be used for
SETA reporting. This report will be located in the Skills Development Reports category
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Age Profile
For Training Pariod:
01 April 2007 - 31 March 2008

Age Distribution as at 01 Apeil 2007 S0L Ma: SOL001

Age Ranga MALE FEMALE DISABLED

Urider 19 a a a
19.24 5 1 a
25-29 3] ] 1
30- 35 4 [} 1
3G~ 40 1 ] a
41. 45 2 4 a
6= 50 1 1 a
51-55 a a a
56 - 64 1 i a
G5 and aear a a i}
Taotal 20 25 2
Zrand Total (M + F) 45

The following Training reports have been planned for future development:

NQF Training Summary

This will display all NQF information for training courses that employees have received. This report
will be located in the Skills Development Reports category.

Employee Post-Course Details

This will display all post-course details captured per training course for an employee. This report
will be located in the Employee Reports category.

Employee Issued Certificates Summary

This will display all certificates that have been issued to employees and can report by employee or
training course(s). This report will be located in the Employee Reports category.

Employee Training Contracts

This will display all information for any training contracts that employee may have. This report will
be located in the Employee Reports category.

Training Contract Summary

This will display all employees that have training contracts and for which course(s). This report will
be located in the Company Reports category.

Training Restrictions Summary

This will display all employees that have training restrictions and for which course(s). This report
will be located in the Company Reports category.
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4. Workplace Skills Plan

The Workplace Skills Plan facility has been designed to allow you to capture the WSP Plan for the training
year. A plan can be setup defining values according to three levels, namely: Occupational Category, Job Title
and Training Intervention. This facility allows for multiple WSP’s to be captured for comparison and scenario
planning. Completion and submission details are also maintained in this facility.

Workplace Skills Plan is located in Buildsmart HR > Company Maintenance > Workplace Skills Plan
5. WSP System Parameter

A parameter has been including in the “System Parameters” allowing you to setup the default of how to capture
your workplace skills plan. The following can be setup using the WSP Parameters:

o Determine the Level of Detail to Capture
= Occupational Category Level;
= Job Title / Occupational Level;
= Training Course / Intervention Level,

o Allow system to automatically tally up values

Please Note:

If the system is set to automatically tally up values from the lowest level, as values are entered for job title /
occupation and training course / intervention these will be automatically tallied up and displayed as the totals
for that occupational category.

Workplace Skills Plan Paramaters

Determine Level of Detail to Capture
[w*
[+ Job Title / Dccupational Level

[+ Training Course / Intervention Level

Allow system to automatically tally up values from lowest level 7 + ez { Mo

6. WSP Screens and Functionality

The following screens are included in WSP:

e WSP Details;
e WSP Setup;
e View Plans.

6.1. WSP Details

The details of the WSP are capture in this screen. The WSP is created here and then setup in the WSP
Setup screen. Therefore, information must be saved in WSP Details before proceeding to WSP Setup.

The following information can be entered in this screen:
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Year;

WSP Number;
Description;

Compiled By;
Submission Due Date;
Comments;
Completed — Yes or No;
= Completion Date;
= Completed By;

= Signed-off By;
Submitted — Yes or No
Submission Date;
Submitted By;
Signed-off By;
Submitted To;
Contact Person;
Contact Number;
Contact E-mail;
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| WEF Setup | Wiew Plans

Workplace Skill Plan Details

Yearn =
Humiber &

Description |

Compiled By: |

Submission Due Date: | dd | manth | |'5.l'5.l'5.l'5.l’ Calendar
Comments

Add Remove All

Y ear Mumber  Completed  Completion Date Submitted  Submizsion Date

2009 1 Mo Mo A
2009 3 Mo Mo 1
2008 1 Mo Mo

2003 2 [ Mo -
2009 2 Yes 23052008 Yes 210552008 b’
< | =
Completed: (* Yes " Mo

Completion Date | dd | manth - |'5.l'5.l'5.l'5.l' Calendar

Completed By: |

Signed-off By: |

Submitted: {* ez " Mo

dd ||-|-..:.|-.th j |m’§,r Calendar

Submission Date:

Submitted By:

Signed-off By:

Contact Person

Contact Humber

|
|
|
Submitted To: | ﬂ
|
|
Contact E-Mail |
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6.2. WSP Setup

The actual values for the WSP are setup in the WSP Setup screen. Here you can define the number of
employees to be trained per Occupational Category as well as per Job Title and / or Training Course.

Please note:
Setting up numbers for Job Title / Occupation and Training Course / Intervention will depend on the
parameters that have been setup in System Parameters. (Refer to section 5. of this overview)

The following features are included in this screen:

o View Current Profile
This option will display the number of employees in each ethnic group — male, female and
disabled — as per Occupational Category or Job Title selected. The profile can be view as at 1
April of the current year or as at current.

o Validate
By Selecting Validate the system will inform you of any inconsistencies in the data defined for a
plan.

o Tally Up

This feature will automatically tally up the values from the bottom up. l.e.: Values as defined for
Job Titles will be tallied up and used in calculating totals for the Occupational Category.

o View Plan
View Plan will display the full plan at Occupational Category level.
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WSP Details “iews Plans | |

Select WSP...

Year Mumber  Completed  Completion Date  Submitted  Submizsion Date

2009 1 Mo Mo ~
2009 3 Mo Mo
2008 1 Mo Mo
2005 2 Mo Mo -
2009 2 Yes 2302008 Mo 210552008 v
< |
Update
WSP Setup
Occupational Category | Frofessionals j
Job Grade | J
Job Title / Dccupation | =
Training Course / Intervention | J
Professionals
| African | Coloured | Indian / Asian | ‘White | Total
'm JF o |[m[F |p |m|F Db |[m|F |0 |m [F |o0D

S S S R G S S G O O S
Wiew Current Profile (v Az at1 April 2005 " To Current Date = 2008-05-26 =

Mesy Qoo Category | Mewy Job Tithe | | Upclate | Remove | Remove Al |
Oeccupational Categony Oecupation £ dob Title Training Course ! Intervention Tl F [}
Legislators, Senior Officials an... 2 1 1
/| 8 | g | 5 |
B4 - BEookkeeper E 4 3
4 - Group Financial Manager 2 5 =]
Total 10 10 10
Grand Total (M + F) 20
Tally Up Walidate Wiew Plan
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On this screen you can view all plans that have been captured, whether completed or still in the process

of being setup.

WSP Details | WSP Setup | |

Select Workplace Skills Plan
Filter by

[+ Al Plans

™ Year

" Submitted Cnly

Select WSP...

Mumber  Completed  Completion Date Submitted  Submizsion Date
1 Mo Mo -
sl ol ]| Mo |

1 Mo Mo

2 Mo Mo

2 Yes 230572003 Mo 211052008 v
¥

Year: 2003
Humber: G Description: description 2009 3
Compiled By:  compiled by 2009 3 Submission Due Date: ZB/06/2002

Comments comments 2009 2

Occupational | African | Coloured | [ Asian |
cweany [ r (o (W F o W r o [w s
Elementary 7 17 17T 17 "7 17 T T T
Occupations

Plant and Machine
Operators and

Craft and related Trade
Workers

Skilled Agricuttural and
Fishery Workers

Service and Sales
Workers

Clerks

Technicians and
Associate

Professionals 3 3 3 b4 b4 b4 3 3 1

Legislators, Senior 1 1 1 1
Officials and Managers

Total 4 4 4 3 2 2 3 3 1

‘ o

Grand Total (M + F)

Completed: Mo

Completion Date: Completed By: Signed-off By:
Submitted: No

Submission Date: Submitted By: Signed-off By:

20

T
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7. WSP Reports

WSP Report
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The WSP Report will display the WSP as setup according to Occupational Category, Job Title /
Occupation and / or Training Course / Intervention.

Workplace Skills Plan

]
SOL Mo Lea0yan-0
Oeoupationd Caegories > Job Tile > Training Irican Coloured Bziandndan ihite Tota
Eourses M F o M F o F D M F o M F o
Legislators, Senior Officids &:hanager=s kil 2 1
Job Tie 3 2 0
Taining Course b 2 o
Taining Cowme 1 0 0
Job TiHe 2 0 1
Tiaining Corse 1 i 1
Timiring Coirme 1 o o
Professionals
Job Tie
Taiving Cotse
Job TiHe
Tiring Cierme
I N
Grand Totd (M +F)

Annual Training Received Report (ATR)
This report will display the number of employees who have actually received training in a specified
period and will also display what was planned according to the WSP.

Annual Training by Occupational Category (Excluding O ccupations)

SDL Me: SDLOO1

) . Numbar of Emplay ces African Coloured Asian/Iindian White Total
Occupational Categories Trained During Period:
01 April 2007 - 31 March 2008 M | F | D M | F | D M | F | D M | F D M | F | D
] Planned (as per WSP) 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Elementary Occupations
Actual 7 14 1] 1] 1 1] 1] 1] 1] 1] 1] 0 7 15 0
Planned (as per WSP) o o o o o o o o o o o o [] [] []
Plant and Machine Operators and
Actual El 2 0 0 0 0 0 0 0 0 0 0 9 2 0
] Planned (as per WSP) 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Service and Sales Workers
Actual 0 0 0 0 0 0 0 0 0 0 3 0 0 3 0
Clerk Planned (as per WSP) o o o o o o o o o o o o 0 0 0
erks
Actual 1] 3 1 1] 1 1] 1 1 1] 3 ] 1 4 11 2
Planned (as per WSP) o o o o o o o o o o o o [] [] []
Legisldtors, Senior Officials and Managers
Actual 2 1 0 0 0 0 0 1 0 0 1 0 2 3 0
T Planned 0 0 0 0 0 0 0 0 0 0 0 0 0 0 0
Actual 18 20 1 [] 2 [] 1 2 [] 3 10 1 22 34 2
Planned L]
Grand Total (M +F)
Actual 56
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8. Development Need and Plans

The Development Plans function within Buildsmart HR allows users to capture and maintain information related
to development needs and development plans for employee.

The facility is located in Buildsmart HR > Education, Training & Skills > Development Plans.

Identified Needs

Resolved Needs

Company Development Plans
Personal Development Plans
Summary;

These are further explained as follows:

8.1. Identified Needs

The “Identified Needs” screen allows for the capture of the development needs that an employee my
have. The needs can be identified has being personal or company related and the recommend action to
be taken to resolved the need can be captured. Such information includes:

Need Description and Type;

Reason for and the Source of the Need;

Date Identified and Date / Time Period to be Addressed by

Priority The course Start Date and End Date;

Recommended Actions to Resolved the Need :

o Training Courses — put on waiting list, priority and preferred date;
o Development Plans — company or personal;

o Other Actions — job rotation, attend conference etc;

= Any Comments regarding the need.

Identified Needs are displaying in the following colours according to their status for quick identification:

= Black = Resolved
= Blue = Unresolved
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Identifred Needs | Resclved Needs | Company Dew. Plans |

Personal Dew. Plans | Summary |

Source of the Need

E

Contact Person
Company / Personal % Company " Perzonal

Date Identified [sa | montn | [y ﬂl
To be Addressed By [sa [ montn |l calendar|

To be Addressed within | =1
Priority / Urgency | |
~Recommended Actions
Training | Dev. Plans | Other Actions |
~Training Courses
Course Code /| Name | =]
Course Category I LI
By When [sa | montn | [y Catender |
Put on Waiting List "]
Preferred Date Idl:l I“':':f jlym Csler‘:s'l
Request by |
Priority | =]
Add | Update I Remove | Remove All |
Training Course Summary
Course Code / Na...| Course Category | By When |  Waiting List
Employee Training Details
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Comments
Add | Update | Remowve | Remowve All
Development Need Summary
Need | MeedType | Date ldentified | Company/Per_.| Resolved
IDE1 Meed Administrative 11/02/2009 Company Mo
IDEZ2 Need Behavioural 21/02:2009 Personal es

Quick View Buttons

When capturing recommend actions, information regarding employee planned and completed training,

and development plans can be viewed by clicking on the relevant button located on screen

Employe - Training Details

Employee : AER150420, Abrahams
— View.
aning | LR AT LI AETS ‘ Comffleted Training
~Training Coul
rees Plaffned Training i
Course Code | Name | ﬂ -
v,
Course Category | ﬂ
By When ldd month | byyyy Calendar mpleted Training
Put on Waiting List Il Course Code Name Start Date EndDate | Pass | Result Competent | A
Re-Induction Course 30Mor2007 32007 No 60 Percent No
R L] i oy - Technical Concepts 21/04/2008  21/04/2008  Yes 80 Percent Yes
Request by | Aerosol Disp Cormatic Mystique Kenne...  18/03/2009 2TI032009 MiA iR
Priority [ =l b/
Add | Update | Remove | Remove A ‘ Planned Training
Ty ep— _ Course Code Name Start Date EndDate | Pass | Result Competent | A
Course Code  Na..| Course Category | EyWhen |  Waiting List ‘Leadership Dev 0170272009 04/022009
Activewhere 27/02/2009 2810212009
16 Mar - 16 Mar - 16 Mar 16/03/2009 16/03/2009 D
ABETO1 : Adult Basic Education Training  19/03/2009 19/03/2009 w
Employee Training Details
I Close
= |

8.2. Resolved Needs

The “Resolved Needs” screen allows users mark ldentified Needs as resolved or not resolved and
capture the resolution actions if resolved. Such information includes:
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=  Whether the need is resolved or not and if not then

o Reason not Resolved

And if resolved then

o Date Resolved;

o Resolution Actions”
e Training Courses — date completed, cost, pass rate
o Development plans — company / personal, date completed, cost
e Other Actions — date, time period and cost

Identified Needs | | Company Dewv. Plans
Personal Dew. Plans | Summary |
Select a Heed
Need | MeedType | Date Identified | Company/Per..| Resolved
IDE1 Meed Administrative 11/02:2009 Company Mo

Clear All | Update |

Resolution Details
Resolved " MNotwet ™ ¥es Mo

Resolution Date |2 | March x| |=z009 Calendar
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—~Resolution Actions
| Dev. Plans Other Actions |
~Training Courses
Course Code | Name | j
Courze Category | j
Course Start Date laa | | fvwy
Course End Date laa | | by
B Reco ded %]
Type of Course | Employee : AER1S0420, A -
IDE2 Need
Pass Courze - " g :xw Behavioural
Reason IDE2 Reason
Total Cost (Excl. Time Cost)| Collrorson  DE2Contac
Col ny | Personal Personal
m“: Identified 21/02/2009
BT = e to be Addressed by 22/02/2009
0 be Addressed within Day(s) - 123
Priority | Urgency Medium
Recommended Actions
Recommended Training
Course Category By When Waiting List | Preferred Date | Requested By Priority A
Aerosol Disp ... Financial 2310272009 No 1
Add
2
Training Course Summary 1
32
Course Code / Na._ StartDate | /End Date —
Re-Induction Cow... 30/10/2007 10/2007 Mo
Recommended Training / | Completed Training
Resolution Comments RES1Comments J_\.
L

8.3. Development Plans

The “Company and Personal Development Plans” screens allow users to capture and track development
plans that an employee is on. Such Information includes:

= Development Plan Category and Code / Description

Development Plan Purpose;

Expected and Estimated Time to Complete
Estimated Cost to Complete

Development Plan Content

o Training Courses;

o Experiences

o Other Actions

Identified Needs to be Addressed through the development plan

o Company related needs
o Personal related need
Development Plan Status

o Not Started
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e Anticipated Start and End Date

o Started
e Actual Start Date
o Completed

e Actual Completion Date

e Confirmed By

e Actual Cost to Complete
o Stopped

Date Stopped

e Reason Stopped
e Cost To Date

e Authorised By

your total hr solution...

Development Plans are displaying in the following colours according to their status for quick

identification:
= Blue = Started
* Red = Qutstanding
= Black = Completed
= Green = Stopped

Quick View Buttons

When development plans, information regarding employee’s training, experiences and identified needs
can be viewed by clicking on the relevant buttons located on screen.
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Identified Needs | Resclved Needs | Company Dewv: Plans |

Personal Dew. Plans | Summary |

Company Development Plans

Development Plan I j
Code | Description
Development Plan Category
Purpose

Time to be Completed in:
Estimated Time to Complete :

Eztimated Cost to Complete :
~Development Plan Contents

Training | Experience | Other Actions |
~Training Courses
Course Code | Name

Course Category

=l

Course Duration

Minimum Pas=s Rate

Course Cost

Add | Update I Remove | Remove All

Training Courze Summary
Course Code / Name I Course Category I Duraticn

Employee Training Details

Buildsmart HR Administration (Basic) - Page 41 of 49 Monday, November 19, 2012
Training and Development Records
Overvieword Overview.



build
smart

~Needs Addres=sed through this plan

your total hr solution...

Company | Personal & Company " Perzonal

Need Type | I - |

Development Heed | |

Add | Remove | Remowve All I

Development Heed Summary
Meed | MeedType | Date Identified | Company/Per..| Resolved

View Employes Needs View Meed Details

£ plo Developme eed
Employee : AER150420, Abrahams
Need Need Type | Company Date Tobe Tobe Priority, Resolved N
Personal Identified Addresse... | Addresse...

Urgency
Company  11/02/2009 17/02/2009 Day{s}-31 Low-34
Personal 21/02/2009  22/02/2009 Day(s)- 123 Medium - 123

IDE1 Meed  Administrati... Ho
IDE2 Meed Behavioural

Yes

|<

[ Close
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-~Development Plan Status
Status Ftopped — ]
Anticipated Start Date [sa | month ~|[wyy  calendar
Anticipated End Date [sa | montn | vy Calendar
Actual Start Date Jdd | maenth j vy C-alenl:lml
Actual Completion Date Idl:l I“':':’ jlm-y Cslsr‘:s'l
Actual Time to Complete | =
Confirmed By |
Actual Cost to Complete |
Date Stopped Jia | manth | [y ca|enda-|
Reazon I ;I
Cost to Date |
Authorised By |
Comments
Add | Update Remove I Remowve All
Company Development Planz Summary
Development Flan | Category Status | Started Date
Prgm : General Pro... Accounting and Fin... Started 04/05/2009
Supt | Support and ... Completed 07052008
Buildsmart HR Administration (Basic) - Page 43 of 49 Monday, November 19, 2012

Training and Development Records

Overvieword Overview.




Smal't your total hr solution...

8.4. Summary

The “Summary” screen allows users to view a summary of an employee’s ldentified Needs and
Development Plans. Users can select to view an employee’s training by:

The following statistics can be viewed:

» Identified Needs (Company and Personal)

o Number of Needs Captured:

o Number of Needs Resolved

o Number of Needs Unresolved
= Development Plans (Company and Personal)

o Number of Development Plan Captured,;
Number of Development Plan Not Started
Number of Development Plan Started
Number of Development Plan Outstanding
Number of Development Plan Completed
Number of Development Plan Stopped

O O O O O

Further information about identified needs and development plan can be viewed by clicking on the relevant
Quick View buttons located on the screen.

Identified Needs | Resclved Needs | Company Dew. Plans

Personal Dew. Plans | |

Development Needs

Heed
Heed Type
Date ldentified
Priority | Urgency
Need | MeedType | Date Identified | Company/Per..| Resoled |
IDE1 Meed Administrative  11/02/2009 Company Mo
IDEZ2 Meed Behavioural 21/02:2009 Personal Yes
Company Personal Total
Humber of Needs Captured 1 1 2
Resolved 0 1 i
Unresolved 1 0 i
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~Development Plans

Development Plan Prgm : General Programming Management
Company / Personal Personal
Anticipated Duration Davy(s) - 24
Actual Start Date 20042009
Anticipated End Date 27022009
Actual End Date
View Development P'137 |
Development Plan Company | Personal Status //

Midl Mngt : Middle Mana... Personal =
Supt : Support and Call C... Personal 5
Prgm : General Programm... Company 5
Supt | Support and Gall C... Company Coghpleted
Company rzonal Total
Number of Development Plans Defined 3 3 &
Hot Started 1 0 1
Started 1 2 3
Completed 0 1
Stopped W] 1 i
Outstanding 0 0 i
Employee Plan Details
Employee : AER150420, Abrahams ~
Plan Code | Prgm : General Programming Management
Development Plan Category Engineering
Purpose PERT
Time to be Completed in 6 Months -0
Estimated Time to Complete & Months -0
Estimated Cost to Complete 2,342.00
Development Plan Content
rrru'i'sg Courses
Course Category Duration Minimum Pass Rate Cost ~
Activewhere Financial 6 Months - 344 0.6 : 60 Percent 556.00
LS
E
Experience Category Purpose Duration Cost ~
PBR : Business Pro... Financial 3525225 6 Months - 525 252 535 00 D |
a L3
bmer Actions
Action Description Time Period Cost -~
Counselling 52245 3 Meonths - 0 224400
)
Needs Addressed Through This Plan
[ [ N e — [ =
I ] ] ] I ] -
[ Close
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9. Development Needs and Plan Reports

The following Development reports are available:

your total hr solution...

= Employee Development Needs Details

This will display all information captured for development needs per employee.

Abrahame, PER1Y - AER1 50420

Employee Development Needs D etails

Heoed IDE2 Meaed
Heoed Typa Behariaural Reoasan IDE2 Reasan
Source of the Meed IDE2 Saurce Contact Person IDE2 Camact
Company ! Persanal Parzanal
Date Kentified 21822008 Date to be Addressed By 2R
Period to ba Addre=sed Within Dap{s)- 123 Priarity Bk churn
Recommended Adtions
Training
Course Name Coursa Categary By When Put an Waiing List Predamad Date Reqguesiad By Pricrity
Aemzal Dep Commatc Mystgue Firanaal 2302200 Ha
Davedopment Blang
Camparry ! Pamanal Drawedaprnard Plan Descrgian Develagrmant Flan Categary By Whan
Pemarsal Supt: Suppad and Call Carfra apasurea Hurman Rasowcas 2EN2'2009
Oithar Ackians
Acon D scrghion By When Tirna Pagad
Exkifnfons IDE2 Dascapion 2EN2009 Mrwiels) - 12
Resolved A=
Reason for Not Resalved
Resolution Data 2032008
Resolution Adions
Training
Course Name Coursa Categary S End Tyoe of Coumsa Pass Compatert  Comments
Re-ndustion Course Infarmaton Technabogy 02007 002007 Aricies ] Ha Cammams
Davedopment Blang
Deweiopment Pan Descip®on Develnpment Plan Categary Campany ! Persanal Cammems
Orther Ackians
Acon Dresscrigian Fram Deate Ta Date Pz i Rl arsakile Cammeants
Rasolution Commants RES1 Carmarms
Employee Development Heads 5 ¥ Company Personal Todal
Mumber of Develagmert Meads Captumd 1 1 2
Murmber of Dewalapmend Meads Unesahwed 1 [i] 1
Mumbear of Dewalagmert Meads Rasowed a 1 1
Buildsmart HR Administration (Basic) - Page 46 of 49 Monday, November 19, 2012

Training and Development Records
Overvieword Overview.




build
smart

= Employee Development Plan Details

your total hr solution...

This will display all information captured for development plans per employee.

Employee Development Plan D etails

Abrahams, PER1Y - AER1 50420
Development Plan
Development Plan Category
Company ! Persanal

Prgm : General Pragramming Management
Erngineanng
Parsaral

Devalopmant Plan Plannad Confant

Purposa PER1

Traindng
Coumss Name Coursa Categary Duratian Minimum Pass Rate Comt
Actwewhre Firanaal G Manths - 344 0.6 - 60 Pemant 55500
Expagancas
Exparience Descrgion Expadence Categary Purpise Daraiion Corsd
PER : Busness Process Engnesing Fnancal 3525225 & Mants 25253500
525
Orther Aclions
Acdmn Drascigiion Trna Parad Corsd
Counsaling S2245 AMants -0 224400
Development Neads to be Addressad through this Development Plan
Mesad Tyae Campany Dade darifad Rl sclwed
IDE2 Maead Befavoural Parsanal 210022009 Yeaz
Time o be Completed in & Manths - 0
Estimated Tima to Com plete & Manths - 0 Estimated Cost o Complete 234200
Satus Sapped
Anticipated Start Date Q30272009 Anticipated End Date 27022009
Anticipated Duration Doz} - 24
Actual StartDate 2000452009 Actual Completed Date
Actual Time to Completa a Actual Cost to Complete 0.00
Confirmation by Whom
Date Stopped 042009 Raoason Ermgleryese Pramated
Cost to Date 0.00 Authorised by Rt
Comments PER1
Difference betwoan Estimated Cost & Cost io Date : 2,342.00
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Development Needs Summary
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This will display all employees according that have resolved and unresolved needs.

tNeeds S

Extraction Criteria Report By Company | Personal Resohved | Unresohved Need Type

Date identified

Date o be Addressed By

Re solutiod

n Date

Belacted Critaria Cast Cantre Al Al

Ta Current

Balacted Penod

Seleced Perod

From

Ta

Asroport | Aaropor)
Company
Unresohved
Adult Basic Education & Training
Mered

Ermlayes Meed Type Company | Pesaral  DateldariSied

Tate Addmssed By

Ta be Addressad Within

Pricrity

Fersaived Resciusian Date

Alcack, MF - 00723 et Adult Basic Education & Traning Campany 14042009

Total for Adult Basic Education & Training : 1
Total Number Unresolved : 1
Tetal Number of Company :1
Total Number for Aaraport fAeroport) : 1

Costcentre 1 (1)
Company
Unresohved
Administrative
Mead Type Drate Idarified

Ermlayes Meed Carmpany ! Pamsaral

Tate Addmssed By

a

Ta be Addressad Within

Pricrity

Mot et

Fersaived Resciusian Date

Abrahams, PER1Y - AER150420 IDE1 Meed Adminstratve Camgany 11022009
Total for Adminis irative : 1
Total Number Unresolved : 1

Tetal Number of Company :1

1702520089

Dayisl - 31

Low

Development Plan Summary

This will display all employees per development plan and status i.e. all employees that have started a

particular development plan.

Development Plans Summary

Extraction Critaria Report By Company | Parsonal Hatus Coda | Daseription
Salackad Critana Cagt Cartra Al
From
Ta
Company
Status : Comploted
Exec : Executive Development - intro laval Arcgated
Ermpleryss Derwetlagrnent Flan Cakgary Carngarty | Parsaral Siar Dela Erd Daer Duraen Stk Meual St Date Aetudl Completad
Begg, PS5 AERDDZ Exex; - Evecuive Development- i Acoouriing and Friance Camparty 2K2200 prluiedeilic] Mot 2 Compleded 0322008 N2
Tatal for Exec : Exacutive Davelopmant - intra keval 21
Total Number Completed : 1
Status : Not Started
Exec : Executive Development - intro laval Aricipated
Ermpleryss Derwetlagrnent Flan Cakgary Carngarty | Parsaral Siar Dela Erd Daer Duraen Stk Meual St Date Aetudl Completad
Abranams, PERTY - AER1GM2)  Ewec - Execulwe Develbpment- mim  Canstucion Camparty 10062008 fanitelic] AManhs-0 Mot Started

Total for Exec : Exacutiva Devalopment - intro level <1
Total Number Not Started : 1
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