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1.LEGAL APPOINTMENTS

By clicking on “Legal Appointments,” you will have the ability to appoint

and select your EE Manager, manage your EE Committee Members, and

have an overview of your committee.

You will

appointments letters and or replace a member.

3 Dashboard

also be able to download the
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relevant system generated

< Demo Final - EE Portal
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Company EE Profile

Your companys Employment Equity profile enables you to accurately configure

company information necessary for documentation and reporting purposes

L+

+

Anal

ysis & EE Plan Confi

Analyse your workforce and create an employment equity plan

1%

Work Force Profile Configuration

Workforce profile information represents a snapshot of the workforce at a specific

date and time. This data is utilized to analyze the workforce and serves as.

=
(..

EE Reports

Generate EEA2; EEA4; EEA12; and EEA13 reports for submission and record keeping

purposes.

....9;

Legal Appointments

Section 24 of the Employment Equity Act No 55 of 1998 mandates thata

designated employer assign one or more senior managers o oversee the..
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2.EE MANGER SELECT

With your workforce profile uploaded, you can now select the EE

Manager.

When you click on the “Set Legal Appointment ->” button located on the

tile “Legal Appointments” the following screen will appear.

T p— e (2 e 2t e (o weee | (D ©

s Legal Appointments

£ Maragar samct 1 Manage acpoanmane 12 Commtzas Ef Commetes Crvrvms

Appaintes Select Name & Surmame

Employment Equity Manager

:
= G

Click on the dropdown arrow and select the EE Managers’ name and
surname (you can enter text here and scroll down to the name). Once
you have selected (by clicking on the name) the EE Manager, click on

“Confirm” to proceed.

| Backrorona Legal Appointments

©

EE Manager Select LE Manages Appoiniment EE Committes EE Commitbes Sveryiee
Select Manager

Appointes Select Mame & Surname

Employment Equity Manager

Please Note: Only employees who meet all of the £ ing criteria ane eligible 10 be
1. They must have accepted the invitation 1o join the main Workforce Profile on the TAP Pia N
2. Their user type Must be $et as “Admin” in 1he main Workforoe Profile of the TAP Platform  Thak
3. Their Ocoupation Level in the Emgloyment Equity Workforce Profile [Entity List Screan >
Management™ or “Senior Management™.

Back Kaylin Pretorius '
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The EE Managers’ name will appear in the relevant field. Click on

“Confirm & Next” to proceed.

- Legal Appointments

®

CE Manager Solect EE Manager Apoointment EE Comemitten EE Committes Overviow
Select Manager
Appointee Select Name & Surname

| Shayne Fourie ~

Employment Equity Manager L

Please Note: Only empioyaes who meet all of the following criteria are eligdle 10 be selected as an Employment Equity (EE) Manager:
1. They must have accepted the invitation o join the main Workforce Profile on the TAP Platform.
2. Thelr user type must be set as "Admin” in the main Workforce Profile of the TAP Platform.
3. Thek O Level in the € Y Equity < Profile (Entity List Screen > Go to portal Button > Work Focce Profile Configuration) must be either “Top
Management” or “Senior Management”,

The EE Manager has now been appointed.

- Legal Appointments

© © ®

EE Manager Select EE Manager Appointment EE Commities EE Commities Overview
Appoint EE Manager
Appointee Name & Surname Race Gender Action
Employment Equity Manager Shayne Fourie w M (]
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3.EE MANAGER APPOINTMENT

Once you have legally appointed the EE Manager, click on the icon @

4

under “Action.” A dropdown list will appear and then you may select
“Download System Generated Appointment Letter” that requires a

signature.

- Legal Appointments

@ ©)

EE Manager Select EE Manager Appointsrsnt EE Commities EE Comittes Overvirw

Appeint EE Manager
Appointes Marme & Surname Race Gender Action

Employment Equity Manager Shayne Fourie w ¥ (=]

[ view Appointment Lottes

Lrr——
—_

Appointmaint Latter

T Uptasn Sipred Appaintmenl
= Latter

| Downicad Sigred

= Appointment Letles

[ Replace Mempes
Redease Motes

Download and save the “System Generated Appointment Letter.”

: 4 Hows - Docsmem for Owst Mandower © Suppon Docewenm Legs Aspomemew » |
Orgwee > New st Y )

> [SpR— Cnatm § M < - 28 bmararts
a2 Chowt Desgmeens R - e Mot hed Tow » . =]

g Demo Compeny Rotm :
@' Documens: tor Ouet Hano. — - 28wy e W Wy o _ ‘

8 ROV O L Compn

T O ) L8 Ovoplion
8 Soptosiacw

& VRO Py (01 B Bk
ad et womae

D CmeUmen SR

@ O Mmens

@ Amsoeen

a o

a Docwmers -

Fiw i | Appsntmeny Lt 2075 0% 00 0.0 31 7RV pe
Sa o Adote Aemtat Dovumerd & 0% . e Acton

N b oy e Cancel
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You may also preview the Appointment Letter to confirm that all the

relevant details of the EE Manager are correct.

e 00 200

Fon wtwe e S Fearm
St Loty of sopeartment of Sevane oyt basty Monagr
Dwar Shayree Fourte

Bt i et parn B i you 1 Top Managreennt of D Pt R st e yons 24 1 Esmqihinyamars 34y Maraager o
s §rnghymrers fapaty Commemimes BT

Vo w5 vprweTeg

St Mgt

Wi Ve

You wil be She ctical et betwomn the CLO s the L2C
B

Vour rokes wid swipom At wil i hude tut A 1ot bmted 1 the follewing

L id tvaey
Loy ¥

Lowry d

Cruartorty by mma of BF Mantings

Once the EE Manager has duly signed the Appointment Letter, you can
upload the signed document, by clicking on the icon @ under
“Action” and selecting “Upload signed Appointment Letter.” A popup

box will appear with the relevant supported file extensions.

Upload Appointment Letter

P o A
] "
\.__, Upload Appointment Le:\w)

Supporied fie Types: pdt, pro, 09, IPeg

Maximum VS
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After uploading the signed Appointment Letter, click on 'Confirm &

Next' to finalise the EE Manager’s appointment.

| b Legal Appointments

@ ®

EE Manager Seloct EE Wiarages Apg=in masr EE Commities EE Covmemnitiet Dhversiew

Appoint EE Manager

Appointee Mame & Surname Race Gender Action

Ernployment Equity Manager Shayne Foure w 1] =]

The following screen will appear after confirming the EE Manager

appointment “EE Committee Step 3,” “Manage EE Committee Members.”

e Legal Appointments

o o ®

EE Manager Seloct EE Manager Appomtment T Commirire B Dommismas Cnvorvire
ge EE C tee s
Constitusncy Select Represeriative
Top Management
Seioe Managernern )
e Management )
Junioe Managemar )
Sem-Suileg )
Unsbiteg )
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4. EE COMMITTEE

You will appoint the EE Committee(Step 3) based on the data available
to the portal via the workforce profile. Click on the dropdown arrow,
and from the list displayed, select the relevant committee member. This
process must be completed for all Occupational Levels, and on the

constituencies where you have representation.

o o ®

EE Manager Select EE Manager Appointment EE Committes EE Committee Overview

Manage EE Committee Members

Constituency Select Representative

Top Management

Senior Management [ - ]

Middle Management |
Junior Management | '

Semi-Skilled | N

Unskilled l - J

African Male | -

After selecting all the EE Committee members, click on 'Confirm & Next.'

If you do not have a represented constituency the portal will prompt

you to choose the option of “No Representation”.
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The Committee Members will receive an email from the system.

Committee Member Apcointment

. iy iy lepcans ‘3 Reply | 5 Repiy A 1 —» Forwara , :7...

To ¥urt Wolhater Tue 2005/08/09 1155

() £ Dace ars proiiems with how Bhs meciage i Diplined SRS hars 15 vaw & i 4 el Browser

4

You are Appointed as Equity Committee Member
for Top Management Constituency.

SpecCon Holdings (Pry) Lad.
FTAPINTOYOURFUTURE

Sulte WOO3 & W04, Midlands Office Park West, 1 Mount Quray Street
Midstream 1692
Tel: 012 667 4962

WWWIPLCCONCOZA
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5.EE COMMITTEE OVERVIEW

Once you have appointed the relevant Committee Members, you will see

that their “Status” will reflect as “Active.”

You will also have the functionalities of

a) Committee Meeting and

b) Manage Committee.

G @ @ ®

EE Manager Select

EE Committes Cresrview
*Race and Gender: A = African, C = Coloured, FH = Forsign Mation, | = Indian, W = White, M =

Male and F = Femala

EE Manager Appointment EE Committes

Constituency MName & Surname Race (Gender Status Action

Top Management Ayanda Mokoena A M Active o
Senior Management Stefan du Plessis W F Active ©
Middle Management Lauren Wilson W F Active (2]
Junior Management Thabo Mabena A M Active @]
Semi-Skilled Candice Abrahams C F Active @
Unskilled Naledi Ndlovu A M Active (@]
African Male Sipho Mdletshe I M Activi 6
African Female Nomsa Mahlangu A F Active (&)
Coloured Male Keegan Petersen C M Acthv o
Coloured Female Candice Arendse Cc F Active (@]
Indian Male Vikash Singh | M Active @
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Once you have legally appointed the EE Committee Members, click on
the icon (5 under “Action.” A dropdown list will appear and then
you may select “Download System Generated Appointment Letter” that

requires a signature.

@ @ @ ®

EE Manager Select EE Manager Appointment EE Committee EE Committee Overview

Constituency Name & Surname Race Gender Status Action
Top Management Ayanda Mokoena A M Active O
Senior Manaqemen( Stefan du Plessis w [? View Appointment Letter
Middle Management Lauren Wilson w Download System

‘L Generated Appointment
Junior Management Thabo Mabena A Letter
Semi-Skilled Candice Abrahams c ¢ Upioad Signed

= Appointment Letter
Unskilled Naledi Ndlovu A | Download Signed

. = Appointment Letter

African Male Sipho Mdletshe A

® View Member Profile
African Female Nomsa Mahlangu A

@ Communicate with Member
Coloured Male Keegan Petersen Cc

® Gotowsp
Coloured Female Candice Arendse Cc

Download and save the “System Generated Appointment Letter.” As

previously demonstrated on page 6 of this document.

You may also preview the Appointment Letter to confirm that all the

relevant details of the EE Committee Member are correct.

Once the EE Committee Member has duly signed the Appointment
Letter, you can upload the signed document, by clicking on the icon
under “Action” and selecting “Upload signed Appointment Letter.” A

popup box will appear with the relevant supported file extensions.
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5.1 Committee Meeting Page

You will be able to schedule meetings with your EE Committee. You can

confirm the invitation, status and reschedule if required.

< Committee Meeting

Meeting Title Schedule Date Schedule Time Status Action
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Click “New Meeting” to schedule a new meeting, and the popup box will

appear.

New Meeting
Meating Title

Meeting title

Sebact Quarter

= Start Date & Time

= End Date & Time

Complete the relevant fields:

“Meeting Title”, “Select Quarter” and choose a “Start Date & Time”.

Once you have selected the time from the list click “OK” to confirm it.

New Meeting > New Meeting
Meeting Title

* Start Date & Time
EE Committee Meeting |

12-09-2025 (= | 10:00
Select Quarter : 07 A oo
« End Date & Time
LL Committee Meeting Quarter One - | os (1) I
' B ‘ ol oz
* Start Date & Time R ] 0z
B ® | = Select Participants m 04
12 as
13 06
« End Date & Time 4
' T o7
| Additional Mee!lng Motes
= M
=i =
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After confirming the 'End Date & Time,' select the committee members

who need to attend by clicking the dropdown arrow and choosing from

the list.

i ot
New Meeting New Meeting %

12-09-2025 B 11:00 0]
+ Select Participants
» Select Participants - -
Ayanda Mokoena  x Stefan du Plessis

| LT

Lauren Wilson  x Thabo Mabena
Select All
Candice Abrahams  x Naledi Ndlovu %
Ayanda Mokoena
x hl x
Stefan Du Plessis Sipho Mdletshe Nomsa Mahlangu »
Lauren Wilson Keegan Petersen  x Candice Arendse  x

Thabo Mabena Vikash Singh x  Priya Padayachee

Candice Abrahams

Johannes Pretorius X Cornelia Kruger

l Naledi Ndlovu

You can “Select All”or select specific members.

MNew Meeting x

Candice Kleynhans By scrolling down further, you may

Additional Meeting Motes also add additional notes, if

Enter additional notes required.

Then click on “Schedule,” and you

can confirm you’re meeting.
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to edit the meeting

sending.

Save and Schedule

Al participants will receivie 8 MEEting request upon
eonfirmation

The scheduled and confirmed meeting will appear as below.

{ Committee Meeting
Meeting Title Schedule Date Schedule Time Status
EE Committee Meeting 12-09-2025 10:00 AM - 11:00 AM

Click on “Yes” to confirm or “No”

before

Action

This meeting will be emailed to your EE Committee Members.
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