Client Registration and Corporate ldentity setup

‘ EMPLOYMENT‘
EQUITY
\ 4 @




TABLE OF CONTENTS

1. RE G ST R AT IO N Lttt e ettt e e 3
2. CREATING YOUR CORPORATE IDENTITY .uttitiii e 7
2.1 Uploading Your Company LOgO....u.iuiniiiii e 7
2.2 ComMPaANY CoOlOUTS oottt e e e et e et et ettt et 10
2.3 Broad Casts « ottt e 11
2.4 Dashboard Banners . ...t et e e 15
2.5 Profile SO U . it e e e e e e e 19
3. HOW TO CREATE ADDITIONAL USERS WITH ACCESS RIGHTS ...t 20
3.1 F N = T - N ol ol 3 P 20
3.2 Employment EquUity Portal ... et 27

Page 2 of 30




1.REGISTRATION

EECMS registered you as the EE Manager of your employer.

You will receive an invitation as per the screen shot below in due

course.

ecCMS

You have been invited to join.

Please complete your profile setup by clicking the button below. Link will be
expire on 19-09-2025

Complete Registration
This is an online learning platform which gives employees access to an array

of courses which are designed to aid you in your career and personal
development. May your learning journey continue to open new doors of
opportunity.

SpecCon Holdings (Pty) Ltd.
#TAPINTOYOURFUTURE

Suite W003 & W004, Midlands Office Park West, 1 Mount Quray Street
Midstream 1692
Tel: 012 667 4962
WWW.Speccon.co.za
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Please click on Complete Registration

You will be presented with the TAP EE Login screen.

Please created a valid password as per the instructions. Create your

password, confirm it and click on “login.”

TAP

Create A New Password For :
shayne@agriman.africa

Create Password *

*Password must contain the following:

® Al least 8 characlers

@ Uppercase and lowercase letlers

® A numerical value

@ Special character excepl ' . " < >\

Confirm Password
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Create your password, confirm it and click on

TAP

Create A New Password For :
shayne@agriman.africa

*Password must contain the following:

ssssnanns

Page 5 of 30




You will now be presented with the following screen.

< Step1 Upload a Profile Picture of yourself

It is your prerogative to setup your profile or click on “Not Now” to
proceed (you are welcome to revert to the setup of your profile at a

later stage).

As per the screen below you have now successfully logged into the TAP

- N N/ ~
ECCMS 83 pashboard More ¥ | & Myprofle | | 38 mMyTeams | | € MyCourses | _ e
I Welcome to the Demo User logged in at 04-Sep-2025
s
Company Portal RS
We hope you will enjoy the @
experience [R—
Learn More
AboutUs Terms & Conditions Release Notes @ ° o
Tapusiness el and Support Privacy Policy

©2025, TAP All Rights Reserved

Suisisa
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2.CREATING YOUR CORPORATE

2.1

Uploading Your Company Logo

IDENTITY

Please open the menu with the “More” Tab as seen below and click on

“Theme.”

EECMS 85 Dashboard

More v 2 MyProfile

Reports

Welcome to the Demo
| Company Portal

We hope you will enjoy the
experience

Learn More

(32 MyTeams

* v CEEED ©

Company Profile

User Management

7

((Loggedin )

Employment Equity Portal

Download App

User logged in at 05-Sep-2025
(i b
\loomdin)
User logged in at 04-Sep-2025

("Loggedin )

No leaders yet

About Us Terms & Conditions. Release Notes

Tapiaies  Holp and Support Privacy Policy

©2025, TAP. Al Rights Reserved

S0l w134

Here you can add you company logo, select theme colours and customise

the dashboard for your company’s corporate identity.

€« > ¢

25 app.tap.co.za/home/theme

5 Dashboard

TAP Businens

e a %X © O w

b v (2 ) (o) (@ o) o

i

Customise My TAP

# Reset © Apply

More v <,{ Mypmm.> (2

Live screen
Logo
Select your primary company logo. o
;; 25 Dashboard
AP Business
+ Add Logo

Filters
Please ensure your image s no
larger than 150px in width and
150px in height. File size should not
be more than 3 MB.

TAGS

Colours [ Administration
company [ Atrikaonse Kursusse
O Assessments
[ Automotive Vehicle
O eusiness

Show More

Al New Recommended  Bundles

Most Popular

*

i
EVENTENT A

Y waly

MANAGEN
’ ot

Access and Use Administrative Administrative Record Administrative Skills for Meeting
Information From Texts and Event Coordination
LB B & ST L8 8 & ST LB 8 & Sary] L8 & & SN

Duration: 015 301

)
S ®l_IMmn |

Duration: 01k 30m

Duration: 01h 30

(o) ) (o) D) () =D
¥ 1 |
w

Duration: 01h 30m
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Add a company logo, by clicking on add logo in the red square.

L o > OC 25 app.tap.co.za/home/theme &

Q

83 Dashboard More v \& mmﬁhw k (' mw-.-) e

* © O

Tap Eionns
-
Customise My TAP # Reset > Apply
Live screen
Logo
Select your p o y s
> 85 Dashboard More v (; MyPnﬁle> (g MyToam'/ \' mc«mu/ 8  Course Library
TAP Sinens
+ Add Logo

Filters Al New MostPopular Recommended Bundles = =
Ploase onsure your image is no o -
larger than 150px in width and Enter courae name/keyward %
150px in height. File size should not
be more than 3 MB.
Colours O Aaaministration
Select your primary company [ Atrikoanse Kursusse 5 x 4 Co

) O Assessmonts y Access and Use Administrative Administrative Skillsfor Mesting
' v [ Automotive Vehicle Information From Texts d ! and Event Coordination
O susiness a8 'S 2 & ) *hkh ok 40 * Rk hkk a0 *h ok ka0
Show More Duration: 414 30m Duration: 11k 30 Duration: 015 30 Duration: 015 36m
) G () G () G () G
>

']

Select the logo image where it is saved on the local computer and click

open: (The logo will be displayed as per the red square).

R Y YN XN

N

.
(‘Loggedin

Welcome to the Demo User logged in at 05-Sep-2025
.
| Company Portal R
((Loggedin’)
| We hape you will enjoy the —
I experience User logged in at 04-Sep-2025 Mo leagers yet
Learn More
("Loggedin )
About Us. Terms & Conditions Release Notes

ardaines  Help and Support Privacy Policy

© 2028, TAP. All Rights Reserved
st a4
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Rules for uploading your Company logo.

1. The image must be in the following formats.
a. .png
b. .jpeg
c. .gif

2. The dimensions for the logo in pixels must be as recommended.
a. Dimensions 150px by 150px

i. Width 150 pixels
ii. Height 150 pixels

It will now display the updated logo for you in the red square.

Live screen

f %3 Dashboard More ~ 2 Myprofile ) (g MyTe-ms) k’ Myooune:)

Logo

&

Filters Al New MostPopular Recommended Bundles

Please ensure your image is no
larger than 150px in width and
150px in height. File size should not
be more than 3 MB.

Y

EVENT

2
eNT =

Colours =) MANAGEM
0 i | : - = @
O ¢ ! Access and Use Administrative Administrative Record Administrative Skills for Meeting
~ O 9 Information From Texts d ! and Event Coordination
O s * & kK a0 * ok kA a0 * & Ak a0 * &k ka0
Duration: 0% 30 Duration: 011 30m Duration: 01 30m Duration: 01 5

L] ]
om
an

O oniine 3 -
: LN ] . ADVANCED
10N . MS EXCEL

Advanced Fxcel
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To save click apply in the

top right hand side corner of the screen.

EcCMS 23 Dashboard More ¥ 2 wyProfile 22 MyTeams | | €% MyCourses _ e
Theme Broadcasts Dashboard Banners  Custom Email Setup  Custom Certificates
Customise My TAP # Reset -
Live screen
Logo
Select your primary company logo.
EEOMS 1 ouens YT X
EcCMS
Filters Al New MostPopular Recommended Bundles = =
Please ensure your image is no ° -
larger than 150px In width and Kepn
150px in height. File size should not
be more than 3 MB.
TAGS

Colours

O Administration

) computer

(O Computer Literacy

Show More

RATING

Management
ok k ok a0
Duration: <3+ o2

ADVANCED
MS EXCEL

Excel

Word

The new logo is now uploaded.

2.2 Company Colours

You can see how to colour code the portal to align with your corporate

identity. Please note that

marked in red.

EECMS 2§ pashboard

this functionality is available in the square

( 28 MyTeams

oo CEEED @

farger than 150px in width and
150px in height. File size should not
be more than 3 MB.

TAGS
Colours O Administration
clect your primary company [ Assessments n
O eusiness
O computer

O Computer Literacy

s ssEEsm
|Envesws
#023954
EveL
0 oo
w09sss (@
wosess @

ADVANCED
MS EXCEL
Administrative Record Advanced Microsoft Word
Management
LB & & SEPT] LA B & & &Y
Duration: o Duration: =21

“"“\(S

-

Basic Excel Assessment

Basic Computer Skills Building High: Ethics
Assessment Teams

LA B B ST LA & & SErT] No Ratings Yet LA 5 & ST
Duration: 0k o5 Duration: 014 30- Duration: o< Duration: o4
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2.3

Broadcasts

A broadcast is a welcoming message displayed next to you banner

(banner to be explained in the next section of this document).

The red square is where your broadcast will be displayed.

2 MyProfile 28 MyTeams

o o) GEED ©
("Logged in)
M eloaiiie 20 tHis Disiio User logged in at 05-Sep-2025
| Company Portal W
((Loggedin )
| We hope you will enjoy the —
experience User logged in at 04-Sep-2025 No leaders yet
Leam More
("Loggedin )
AboutUs Tenms & Conditions Release Notes
. @00

Help and Support

Privacy Policy

©2025, TAP. All Rights Reserved
(e

If you would like to add a broadcast message, click on “Broadcasts”.

83 Dashboard More v (; Mmeﬁl-) Cg MyTnm) (Q MyComm)
Theme Dashboard Banners  Custom Email Setup  Custom Certificates
Customise My TAP # Reset
Live screen
Logo
Select your primary company logo.
& 83 Dashboard More v < 2 Mmellh> Ca MyTnn-> (Q My leul>
& —
Filters Al New MostPopular Recommended Bundles = =
Please ensure your image is no o -
largar than 150px in width and Eler ovmres (wpe/feyword
150px in height. File size should not
be more than 3 MB.
TAGS
O Administration
primary company [ Aafrikaanse Kursusse or
O Assessments 1 Access and Use Administrativ Administrative Record Administrative Skills for Meeting
v O Automotive vehicie g Information From Texts d and Event Coordination
(O susiness 49 ok kk a0 LB & & Y] LB & 5 ST

Show More

L B Y]

Duration: 0% 20m Duration: 014 30m Duration: 014 0
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The following screen will be displayed.

& 83 Dashboard

More * | & MyProfle | | 22 MyTeams | |

Theme  Brosdcasts Dashboard Banners  Custom Email Setwp  Custom Certificates

Broadcast Name Created
Welcome to the Demo Company Portal 04-09-2025
Preview Broadcasts
Brsadcast Name |

Welcome to the Demo
‘Company Portal

We hope you will enjoy the
‘experience
Learn More

Download Post

Actions

Search

xa

Is
=]

Click add broadcast. Now you will need to add a heading, The broadcast

message, a Text overlay for your company’s URL, A download URL if

applicable and then start and end dates for your broadcast.

Add BROADCAST

Broascast Heading

Broadcast Message

— Text For ul

— Texturl

Download Url

Start Date
05-09-2025

— End Date
05-09-2025

&

i Click or drag file to this area §
: 1o upload H
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Examples of data that can be added to the fields for the broadcast.

Broadcast Heading - Welcome to the Demo Company Portal
Broadcast Message — We hope you will enjoy the experience.
Text For URL — Input your company name here.

Text URL — Input your company website address here.

v A W N

Add the Start and End Dates for your Broadcast: Default will be
today’s date; end date can be your choice.

6. Add the Image for you Broadcast — this can be any image you
prefer on your dashboard.

7. Once all the fields are completed click on “Submit.”

€« > C 2% apptap.co.zathome/theme G Q e O ‘ i

Add BROADCAST

Broadcast Heading Broadcast Message
Demo Co Broadcast Welcome to the Demo Company Portal

— Text For Url —TextUrl
Learn More https://speccan.co.zal

— Download Uri — Start Date
07-08-2025

End Date
31-12-2026

]

lick or drag file to this area t
upload
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This is an example of what your form will display after you have

successfully added a broadcast.

seren *a |

Broadcast Name Created Actions

Demo Co Broadcast 07-08-2025

I
o

Preview Broadcasts

Demo Co
Broadcast

Welcome to the Demo

Company Portal
Learn More
Download Post

This is an example of what your dashboard will display after you have

successfully added a broadcast, as per the red square.

PO s Ty X

7

Logged in
Welcome to the Demmo User logged in at 05-Sep-2025
| Company Portal . ‘*’ .
(‘toggedin )
| We hope you will enjoy the
experience User logged in at 04-Sep-2025 o
Leam More
('Loggedin )
About Us Terms & Conditions. Release Notes
s isiness  Help and Support Privacy Policy

© 2025, TAP. All Rights Reserved
[P
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2.4 Dashboard Banners

Add dashboard banners to continue with your company theme.

A banner is a visual strip displayed at the top of your online portal

dashboard. It serves as a branding tool.

The red square is where the banner will be displayed.

t3 8§ Dashboard More * & MyProfile 32 My Teams [ € MycCourses _ °

7

(Lnggcd in)
Welcome to the Demo User logged in at 05-Sep-2025
n

| Company Portal ¥

(Luggud in)
| We hope you will enjoy the —
| experience User logged in at 04-Sep-2025 . -

eam More
Loggedin )

about Us Terms & Conditions Release Hotes 000

ThrRusioes Help and Support Privacy Poli
P and Supp: ivacy Folicy © 2025, TAP All Rights Reserved
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In the” Themes” section select dashboard banners.

B0 e = (& ) (2 ) (@ o) o

Theme Broadcasts | Dashboard Banners | Custom Email Setup  Custom Certificates

Customise My TAP # Reset o Apply

Live screen
Logo

Select your primary company logo.
2 55 Dashboard More v (; My?mﬁl-) (g MyYuml) (Q mm-)

Filters Al New MostPopular Recommended Bundles .E = rt b ing (A-2) v
Please your imag o -
larger than 150px in width and Enter course name/keyword X Q
150px in height. File size should not
be more than 3 MB.
TAGS
Colours O Administration a9
Select your primary company (O Afrikacnse Kursusse %
colours . . =
[ Assessments Skills for
(O Automotive vehicle 9 Information From Texts Procedt M: and Event Coordination
O Business 49 LA 8 & ) *hkhhk 40 *hhk a0 *hkhkk a0
Show More Duration: 111 301 Duiation: 918 36

Then select the add banner button and the following screen will appear.
Add a description for the banner and select the image for your banner

and click on “Submit.”

Edit Banner

‘ Demo Co Banner

For optimal display, please ensure your image is no larger then 1600px in width and 400px in height. Images that exceed these
dimensions may not display correctly or could affect page performance. File size should not be more than 3 MB.

& o

Click or drag file to this area to upload
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Your banner will be listed as per the screen below.

& 83 Dashboard More ~ (g Myl'-‘rwﬁk) C.g Myl'!nlr-) Cﬁ Mycmnas) e

Theme  Broadcasts Dashboard Banners Custom Email Setup  Custom Certificates

t Add Banner Search x Q

Banner Name Banner Description Created Actions

Banner 1 Demo Co Banner 07-08-2025 @

[
o

About Us Terms & Conditions Release Notes. @ o o

Wrduwioes  Help and Support
P ppo Privacy Policy @ 2024, TAP. All Rights Reserved

Buig V4,155

Add Banner

Description

For optimal display, please ensure your image is no larger then in wi 400pxin height.
di ic lisplay ly or could affect File size should not be more than 3 MB.

]

Click or drag file 1o this area to upload
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Check on the dashboard to see changes.

- - ~ - ~
2 %5 Dashboard More v | & MyProfie [ wr.-..-\\ :\/g My Courses | _ e
\ /N AN J
‘ Welcome to the Demo User logged in at 05-Sep-2025
Company Portal B W N
Logged in
RN——
\ experience User logged in at 04-Sep-2025 Mo et
Learn More
Legged in
About Us Tems & Conditions Release Notes
Tarfsioess Help and Support Privacy Policy

2025, TAR. All Rights Reserved

suaviis
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2.5 Profile Setup

This is accessed by clicking in the “My Profile” in the top right hand side

menu.

You can complete your personal profile be filling out the fields

displayed in the screen below.

23 Dashboard More ¥ 2 MyProfile | 22 MyTeams € My Courses _ @
EECMS Admin
Admin
About Myself
=
Contact Info (] High School
No High School
79@toaik.
By o Tertiary Qualifications
© SOuth Africa No Tertiary Qualifications
Personal Info [ Other Courses
No Other Courses.
Disability: No
[ Work Experience . ]
Driving Licence: No
No Work Experience
Social Media ‘
Reference (]
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3.HOW TO CREATE ADDITIONAL USERS WITH ACCESS
RIGHTS

There are two levels of user access, namely.

1. Access to the portal
2. Access to the Employment Equity Portal

3.1 Assign User Access

Select the “More” dropdown menu and select “User Management.”

v € The Accelerator Programme x o+ = o X

€ 2 C @ % apptap.coza/home/dashboard & aQ W & O e

] G Google [ Bookmarks-Kurt & Contacts Fj Download file - you. & Awess - Fibre Inter... = Jeweller | Ajax Syste.. @ Horadric Cube Reci. B Weapon Rune Word, @ Diablo Il Horadric C.. » [ All Bookmarks

R i (2 e ) (@ ) (0 weee) CHED ©
Report

Company Profile

User Management

Theme

Manage Teams
Employment Equity Portal
Download App

("Loggedin )

Welcome to the Demo User logged in at 05-Sep-2025

Company Portal 3 ‘*’ :
(Loggedin)

We hope you will enjoy the S

experience User logged in at 05-Sep-2025 e

Learn More
("Loggedin )
See More.

About Us Terms & Conditions Release Notes g a o

Tardisinem  Help and Support Privacy Poli
P 1ppo! cy Policy ©2025, TAP. All Rights Reserved

s varse

https//apptap.co.za/home/workforce-profile
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The following screen will be displayed.

& 85 Dashboard More ¥ 2 mypofle | - 22 MyTeams l Wy Courses ) _ e
User Management
Employee First Name : Employee Surname Email Address : Last Login Employee Number e Action
[m] Shayne Fourie shayne@agriman.africa 05-09-2025 869460 ©
() EECMS Admin yZwe0679@toaik.com 05-09-2025 N/A (&)
Load Al Load More
Total Count: 2
f About Us Terms & Conditions Release Notes

wwsisioes  Help and Support Privacy Policy

©72025, TAP All Rights Reserved
Baid 184

To add a new user, you will need to click the “Add User” button.

User Management
Buk Registration
Employee First Name +  Employee Surname % Email Address % LastLogin Employee Number
Individual Employee Add
o Shayne Fourie shayne@agriman africa 05-09-2025 869450 (O]
im) EECMS Admin yzwB0679@toaik.com 05-09-2025 N/A (0]

Load All  Load More

Total Count: 2

The select “Individual Employee Add.”

You now need to complete 3 sections of the form as displayed.

1. Biographical Information
2. Employee Address Information

3. Job Information
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Do not change the “Access Type”. Filling in the required information

Marked with a (*) which is mandatory.

-~ N N ~
z 18 oashbomd woe v (2 wypte | | st wyTems ) [ @ Mycouses | _ e

< Add an Employee or User

Biographical Information

— Access Type
‘ TAP User ~

— Email Address
‘ kurt@agriman africa

‘Wolhuter

|

| [7 Contact Number:

 Emp!
‘ 557037 Enter phone number

Foreign National

‘ﬂn Number —|

— age

‘— ooe

e |

Employee Address information is not mandatory.

Employee Address Information

Street Address Suburb
City Country
r v
r Province/State l Postal Code
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The next section is Job Information: “Job Title” and “Employment

Status” are mandatory.

Z %5 Dashboard More ¥ | 2 MyProfile ( 22 MyTeams | | €% MyCourses | _ e

— Postal Code

Job Information

( Branch —‘ r Department

— (— ~Job Title *
| | [Tt

= Status *
[ramns “]

— Comment

Please default “Employment Status" to “Permanent.”
Once the form is completed, please click the “Submit” button.

You will now be presented with a confirmation screen.

- ~N N ~
2 ®3 Dashboard More ¥ | & MyProfile | | & MyTeams | | € MyCourses _ e

< Add an Employee or User

Biographical Information

Employee First Name Employse Surname Email Address Foreign Citizen
Kurt Waolhuter kurt@agriman.africa No
D Number DoB Age

NiA NA NA
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& %3 Dashboard More ¥ [ & MyProfile ( 28 MmyTeams ) © mycourses | _ e

Employee Address Information

Suburb Province/State City
N/A N/A NIA
Postal Code Country
N/A N/A
Job Information
Branch Department Business Unit Job Title *
N/A N/A N/A Chief Technical Officer
Employment Status Access Type Comment
Permanent TAP User N/A

Please click “Submit” after you have completed the form.

Once this is completed you can hover over the action button and select

“Send Invite.”

Z W5 Dashboard More ¥ [ & myprofle | | 38 MyTeams Ve uvmm;: _ e
- - . SN -

User Management
- N
o] (o <) e
Employee First Name s Employee Surname *  Email Address % Last Login E Employee Number % Action
O Kurt Wolhuter kurt@agriman.africa N/A 557037
(@) Shayne Fourie shayne@agriman.africa 05-09-2025 869460 [ Send Invite ‘
[m) EECMS Admin yzwB0679@toaik.com 05-09-2025 N/A

@ View Course Progress.

Edit user Load More
Total Count: 3

® B

Delete

About Us Terms & Conditicns Release Notes @ o o

2025, TAP. All Rights Reserved
PR

Wrisioss  Help and Support Privacy Policy

Now the new user has been invited to the portal.
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Now you will need to change to user’s access rights by hovering over

the action button and selecting edit user as seen below.

as ore ¥ ) -\\'V .-n-‘ : rses
5 s e (3 ) () (o e GRS @

User Management
Employee First Name ¢  Employee Surname ¢ Email Address :  LastLogin +  Employee Number +  Action
0 Kurt Wolhuter kurt@agriman.africa 05-09-2025 557037 o
(@] Shayne Fourie shayne@agriman_africa 05-09-2025 869460 & View Course Progress.
[w) EECMS Admin y2wB0679@toaik.com 05-00-2025 N/A B Earuser

B Terminste Load More

Total Count: 3

Aot us Terms & Conditians Releaze Notes ©006

® 2025, TAP. &Il Rights Reserved

mrillis tieip and Support Frivacy Folicy

The following form will appear.

Workforce Profile

Biographical Information

Access Type
TAR User

Access Type can only be upgraded — a TAP user can
Dual, but not to TAP-only.

Email Address
kurt@agriman.africa

Employee First Name * Employee Sumame ©

Kurt ‘ Walhuter

Emplayee Number * Contact Number:
557037 ‘ B= | Enter phone number

Foreign Natienal

— 1D Number —
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Scroll to the bottom of the form and change the “User Type” to “HR”
(full access) or “Admin” (Super User access) depending on what rights

you wish to grant the user as seen below.

Workforce Profile

Job Information

Employos/Studont

Once the “User Type” has been selected please click on “Submit” to
complete the process and you will return to the User Management
screen. You will need to grant the new user access to the Employment

Equity portal.
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3.2 Employment Equity Portal

Open the “More” dropdown menu and select Employment Equity portal.

z 85 Dashboard More v [ & MyProfie . - 22 WyTeams | | € MyCourses | _ e

Reports
Company Profile

User Management User Management

( he

Manage Teams

Employee First Name ¢ Employee Surname ¢ Email Address Employment Equiy Portal DN :  Employee Number $  Action
(m] Kurt Wolhuter kurt@agriman.affic  pownioad App 557037 @
(@] Shayne Fourie shayne@agriman.africa 05-09-2025 869460 @
[m] EECMS Admin yzwB0679@toaik.com 05-09-2025 N/A ]
Load All Load More
Total Count: 3
About Us Terms & Condrtions Releass Notes
Tapisines  Help and Support Privacy Policy @ o o

©2025, TP, All Rights Reserved
s

roLs
The following screen will be displayed: Click on “Manage Access” ey

-] %5 Dashboard more v | & myProfle | | 38 MyTeams (& wycouses | _ e

Entity List

Entity Name : Manage Access

Demo Final ®© & » 8 _

Aabaut Us Terms & Conditions Release Notes e o o

© 2025, TAP All Rights Reserved

Sulc e 154

risimes  Help and Support Privacy Policy

Page 27 of 30




Here you will need to add a collaborator.

A collaborator is the person who will assist you with the employment
equity functions in your business. A collaborator is a member of your
workforce profile. A collaborator can only access the EE portal once

they have accepted the invite to the main portal.

Once the new user has accepted the invite and joined the portal, then
you can add the user to the Employment Equity portal. There are two

types of access:

1. Editor (can change, delete or update information)

2. Viewer (can only see the information)

Click on “Add Collaborator”

Add Collaborator X

| Search by Name v | Surname
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Once the user access has been granted and accepted in the previous

step you will be able to select their name in the “Search by Name” field.

Add Collaborator X
‘ Search by Name ~ ‘ Surname

Kurt

Select Capacity ~ ‘ ‘ Select Permission Leve hd

Once you have selected the name the surname will automatically

populate.
Select the Capacity of the User.

EE Management
. Senior Management

EE Administrator

A W N P

. Consultant

Lastly please select the “Permission Level.”

1. Editor

2. Viewer
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Click “Add Collaborator” to complete the process. The screen will revert

to Assign Collaborators to Entity and the process will be completed.

Assign Collaborators To Entity

. . N Action
First Name Surname Job Title Capacity Administrative Authorization e
(] Kurt Wolhuter Chief Technical Officer E Managemen ~ ‘ Editor - a
=] Shayne Fourie HR Business Partner W - ‘ [ - o
=] EECMS Admin Admin [ it ~ o
=)

Please proceed to the next training video “Confirming the Workforce

Profile.”
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