
Add, promote, terminate and / or reinstate an 

employee 

How to access the workforce profile data through the EE 

Dashboard.  

Once you logged in, click on “More” and select "Employment Equity Portal”. 

 

The following screen will be displayed, click on the “Go to Portal” icon to see the EE 

Dashboard. 

 

 

  



The EE Dashboard: 

 

Click on the “WFP->” button in the Workforce Profile Configuration tile. 

 

In the “Workforce Profile Configuration” Section. The following tasks can be performed: 

1. Add an Employee 

2. Promote an Employee 

3. Terminate an Employee 

4. Reinstate an Employee 

These tasks will be explained in this document. 

The “Workforce Profile Configuration” is displayed below when you click the “WFP ->” button. 

 

  



Add an Employee: 

There are two methods for adding employees: 

1. Add individual (This is the method to be used going forward). 

2. Bulk upload (This was used to setup the initial WFP and will no longer be used). 

 

Add Individuals: 

You will need to complete the fields displayed. Fields marked with an (*) are mandatory fields. 

The form is divided into four main sections: 

1. Biographical Information 

2. Employee Address Information 

3. Job Information 

4. Disability Status 

Please complete all the sections as thoroughly as possible.  

Once you have completed the form click on the “Submit” button to complete the employee addition. 

Click on “Add Employees”. 

 

This is displayed in Section 1 Workforce Profile. 

  



Click on “Add Individuals”. 

 

The following form will be displayed: 

 

Please complete the “Biographical Information”. Please note that, if the new employee is a Foreign 

National, click the slider button to “Yes”, change the Ethnicity to Foreign National and add the 

passport number into the Passport Number Field as seen below: 

 

  



Scrolling down will display the “Employee Address Information” – This is a non-mandatory section; 

complete should you like. 

 

Scrolling down will display the Job Information – Please complete the mandatory fields marked with 

an Asterix (*). 

 

  



Please note in the drop-down selection for “Employment Status” there are several options available. 

For EE purposes, select “Permanent”.  

To add a temporary employee, select temporary in the “Occupational level” drop-down and 

permanent in the “Employment Status” drop-down.  

To add a fulltime employee, select the applicable Occupational Level in the “Occupational Level” and 

permanent in the “Employment Status” drop-down. 

 

In the field “Was Promoted”, please select “No”, as we are adding a new employee who has not yet 

been promoted. 

Scrolling down will display the Disability Status – Please select the correct option “Yes” or “No”. 

 

Please click the “Submit” button to save and add the employee to the workforce profile. 

  



Promote  

In the Workforce Profile Configuration Section, please click on “History (2)” to view the History 

section: 

 

The following screen will be displayed as below. Please select the employee eligible for promotion. 

 

In this example we will select Peter Doe, Middle Management, HR Manager, to be promoted to 

Senior Management. 

In the area displayed under action, click on the image for promotion:  

 



The following form will be displayed:

 

Complete the four mandatory fields below: 

• “Promotion Date” from the date selector. 

• “Permanent” as the “Employment Status”. 

• Verify whether “Job Title” changed and update accordingly, if needed. 

• The “Occupation Level” will change to the new “Occupational Level”. 

IMPORTANT NOTE: You will only be able to promote an employee in a higher Occupational Level, and 

not a lower level, as the EEA2 does not accommodate “Demotions” into a lower Occupational Level.  

 

Once all the details have been correctly added, you can click the “Promote” button to promote the 

employee. 

Updated employee information after the page has been refreshed. 

 

 



Terminate 

Proceed to Section 1 Workforce Profile: 

 

Under the action section, hover over the action button, select and click “Terminate”. 

 
The following screen will be displayed: 

 

IMPORTANT NOTE: You may not select a date prior to the previous submission period.  

For example, the 2025 snapshot period was from 1 September 2024 to 31 August 2025, therefore 

you may not select a termination date before 1 September 2025 to terminate the employee, as these 

reports were submitted to the DEL already. 

  



Please select the appropriate “Termination Date” from the date selector: 

 

By clicking on the drop-down combo box, please select a reason for the termination. 

 

There are several predefined options available: 

• End of Contract 

• Resignation 

• Abscondment 

• Dismissal - Operational Requirements 

• Dismissal - Misconduct 

• Dismissal - Incapacity 

• Retirement 

• Deceased 

• Other 

If you are unsure of the reason, “Other” can be selected as the option. 

  



Once the reason for termination has been selected, click on the “Terminate” button to complete the 

process. 

 

You will be directed to the workforce profile screen and, by hovering over the action button, you will 

note that “Terminate” is no longer displayed, but “Reinstate” is now displayed. 

 

Reinstate: 

If you hover over the action button for the employee that you have terminated, you will see that 

“Terminate” is no longer an option, but “Reinstate” is now displayed. 

 

You can “Reinstate” the employee should the employee have been a previously captured 

termination. 

IMPORTANT NOTE: When Reinstating, the current EEA2 report to be submitted to the DEL will be 

updated, indicating a “New Recruit” in the “Workforce Movements – New Recruits” section. 



If the employee was terminated and re-employed at the company, “Reinstate” the employee. This is 

generally used with seasonal workers.

 

You will “Reinstate” an employee by changing the “Employment Status” to “Permanent”: 

 

Then click “Reinstate” and the employee will be reinstated to the active workforce. 

When the page refreshes the employee has been reinstated and the options for “Edit User” and 

“Terminate” are displayed again. 

 

 

To reiterate the IMPORTANT NOTE: When Reinstating, the current EEA2 report to be submitted to the 

DEL will be updated, indicating a “New Recruit” in the “Workforce Movements – New Recruits” 

section. 

 


