
Workforce Profile (WFP) Bulk Upload 
Before proceeding with your Employment Equity Plan, we kindly request that you review your 

workforce profile (WFP) data to confirm that all information is accurate, valid, complete and up to 

date. Once updated, please mail to cp@eecms.co.za as we will upload it into the portal for you. 

How to access the workforce profile data through the EE 

Dashboard.  

Login to the TAP EE portal (https://app.tap.co.za/login) as per the User Manual: “Final_Client 

Registration and Setup.docx”. 

Click on “More” and select "Employment Equity Portal”. 

mailto:cp@eecms.co.za
https://app.tap.co.za/login


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

The EE Dashboard will be displayed as below: 

The EE Dashboard: 

 

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

Profile Configuration Section. 

 

The following screen will be displayed below: 

 

You can now download your current Workforce Profile so that you can ensure that it is correct. 

  



Download the Workforce Profile Sheet 

 Click the “Download WFP Sheet” and save it to your local machine as seen below: 

Name the file with the date and your company name to ensure that your data integrity is 

maintained. 

Please open the spreadsheet once you have successfully downloaded it. Once open (for ease of 

viewing the data): 

1. Expand the Cells 

2. Add a Filter 

3. Open Freeze Panes -> Freeze the top row. 

  



The spreadsheet will look like this: 

Steps to Maintain Data Integrity  

It is essential to follow these steps as any deviation for this will result in errors in the WFP Sheet. 

There are specific fields locked to the columns in the WFP Sheet that are essential for the uploading 

of the WFP Sheet to the portal. They are accessed by clicking the drop-down 

arrow in the cells in the columns described in the list below. 

Here is the list of essential fields required to be completed: 

1. Employee First Name* 

2. Employee Surname* 

3. ID/Passport Number* 

4. Foreign National (Yes/No)* 

5. Gender*  

6. Ethnicity* 

7. Employment Status* 

8. Job Title*  

9. Starting Date* 

10. Occupational Level*  

11. Was Promoted (Yes/No)* 

12. Last Promotion Date (to be completed if there was a promotion)  

13. Termination Date (to be completed if there was a termination)  

14. Termination Reason (to be completed if there was a termination)  

15. Disabled (Yes/No) *  

16. Disability Specification (to be completed if disabled cell was selected as “Yes”). 



1. Employee First Name (Column A) 

Please ensure that all employees have a first name completed. Please do not capture as per 

examples into this field: 

• Middle names (Joe Robert Soap) 

• Initials (JR Soap) 

• Titles (Mr/Mrs, etc.)  

• Nicknames (Bobby as per Robert). 

Please check that there are no blank cells in this column 

2. Employee Surname (Column B) 

Please ensure that all employees have a surname completed. Do not combine the middle 

name with the surname: 

• Joe (Employee First Name) Robert Soap (Employee Surname). 

Please check that there are no blank cells in this column 

3. ID/Passport Number (Column F) 

Please note the format of the cell for ID/Passport Number in Excel it is set to “General”. 

Should you need to add an ID Number please change the format to “Number with no 

decimal places”. 

 

 

 

 

 

 

 

 

There is a known problem with ID numbers from the year 2000-2009 as the first digit of the 

ID number is a ‘0’. To cater for this in the upload use an apostrophe (‘) at the beginning of the 

number for example: 

• 0002125001080 would only display 2125001080 in the cell. Add the apostrophe with 

the 3 leading zeros ‘0002125001080 after which the entire ID number will be 

displayed in the cell. 

Please check that there are no blank cells in this column for each completed employee 



Structure of a South African ID Number so you can determine if an employee is a foreign national 

• YYMMDD (Digits 1-6):  

This represents the individual's date of birth in a six-digit format (e.g., 940510 for May 10, 1994).  

• SSSS (Digits 7-10):  

These four digits are sequential numbers used to determine gender (females 0000–4999, males 

5000–9999). 

• C (Digit 11 & 12):  

This digit indicates the person's status:  

• 08: South African Citizen. 

• Anything other than 08: Foreign National. 

 

• Z (Digit 13):  

The final digit is a checksum, calculated using a formula (like the Luhn algorithm) to ensure the entire 

number sequence is valid.  

Most time all foreign national passport numbers with be alpha numeric (containing both numbers 

and letters). 

4. Foreign National (Yes/No) (Column G) 

As per point number 3 you will be able to determine which employees are foreign nationals. 

Please ensure that each completed employee has either a “Yes” or a “No” in this column which 

can be selected from the drop-down. 
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5. Gender (Column J) 

Gender can only be Male or Female (as per the Employment Equity Act and its Regulations) -

South African ID Number. (females 0000–4999, males 5000–9999). 

 

 

 

 

 Please check that there are no blank cells in this column 

6. Ethnicity (Column K) 

There are five options in the portal for ethnicity:  

a. African  

b. Coloured 

c. Indian  

d. White 

e. Foreign National (if you selected “Yes” in column G please ensure you 

select Foreign Nation in column K as well). 

Please check that there are no blank cells in this column 

 

7. Employment Status (Column R) 

The following “Employment Status” are the only ones allowed for the employment equity portal, 

even though there are other options: You need to select one of the following three options only: 

a. Permanent  

b. Apprenticeship 

c. Terminated. 

Definitions for EE portal: 

Permanent: Any employee employed for an indefinite period or a 

period of three months or more.  

Note: Fixed Term Contracts – Any Fixed Term Contract of three 

months or more is deemed a fulltime employee for EE reporting 

purposes.  



Apprenticeship: This is used in conjunction with Column AA. It is a solution to show 

temporary employees at this stage. You will select “Apprenticeship” 

in Column R and “Temporary” in Column AA to indicate that this 

employee is temporary and only has a 3-month (or less) contract. 

Terminated: The employee no longer works for the company. 

Please check that there are no blank cells in this column 

8. Job Title (Column V) 

Please enter the Job Title of the Employee in the field. Ensure that it is concise 

description. Overly long descriptions do not upload correctly and will cause the upload to fail, for 

example: 

a. Account Executive – This will not fail. 

b. Account Executive that is responsible for each province in South Africa Eastern Cape, 

Free State, Gauteng, KwaZulu-Natal, Limpopo, Mpumalanga, Northern Cape, North 

West, and the Western Cape.  (This is too long and will fail). 

c. If you intend to use “Occupational Title” in Column Z, these same rules for length of 

description will apply. 

Please check that there are no blank cells in this column 

9. Starting Date (Column W) 

The starting date is the date that the employee started to work at the company. The following 

guidelines will ensure that any new or current data that you enter will be correct:  

a. Date Format must be: dd-mm-yyyy (No other format will update 

correctly). 

b. Please ensure that start dates are not fictitious like 12-13-1905. 

c. Please add new employees up to 31 August 2025, as this is your 

WFP Snapshot for your EE Plan. 

Please check that there are no blank cells in this column 

10. Occupational Level (Column AA) 

Here you will be able to select the correct “Occupational Level” for 

each employee. The options are in this format as follows: 

a. Top Management (See description on next page) 

b. Senior Management (See description on next page) 

c. Middle Management (See description on next page) 

d. Junior Management (See description on next page) 

e. Semi-Skilled (See description on next page) 

f. Unskilled (See description on next page) 

g. Temporary (See description on next page). 

Please check that there are no blank cells in this column 



 

OCCUPATIONAL LEVELS – EEA9 
Paterson 
Classic 
(levels) 

Paterson 
Modern 
(bands) 

 

ReMeasure 
©(points) 

 

Hay Units 
©(points) 

Hay 
Decision 
Tree (© 
points) 

 

Peromnes 
©(points) 

 

Task © 
(levels) 

 

JEasy © 
(levels) 

 
DESCRIPTION – EEA9 

          

 

Top Management/ Executives 

F+1 – F+5 G Band1 300-349 3581-7160 
 

1++ 
  Controls the functional integration of the business. Determines 

the overall strategy and objectives of the business. Directs the 
company into the future. The nature of the work and focus is long-
term. Sign-off on policy or strategy 

 
F1 – F5 

 

F Lower-F 
Upper 

 
250-299 

 
1801-3580 

 
225-275 

 
1 to 1+ 

 
23-26 

 
6a-6e 

 
 

 
Senior Management 

 
 

 
E1-E5 

 
 
 

E Lower-E 

Upper 

 
 

 
200-249 

 
 

 
735-1800 

 
 

 
175-224 

 
 

 
3-2 

 
 

 
19-22 

 
 

 
5a-5e 

Knowledge of entire business area/BU/company or group. 
Provide inputs for/formulation of the overall Organisational 
strategy. Translates the overall strategy into business plans for 
BU/Functional Unit, thereby operationalising organisational 
strategy. Implements and manages business plan, goals and 
objectives and ensures the achievement of overall key 
Organisational/BU/Functional outputs. Manages the 
development of innovation and change. 
 

 
Professionally Qualified & experienced 
specialists/mid- management 

 
 
 

D1-D5 

 

 
D Lower-D 

Upper 

 
 
 

150-199 

 
 
 

371-734 

 
 
 

125-174 

 
 
 

6-4 

 
 
 

14-18 

 
 
 

4a-4e 

Professional knowledge of sub-discipline or discipline. Provide 
input in the formulation of Organisational/Functional Unit 
business plans. 
Formulate and implement departmental/team plans that will 
support the BU business plans. Optimisation of resources 
(finances, people, material, information and 
technology) to achieve given objectives in most productive and 
cost-effective way. 
 

Skilled Technical & Academically Qualified/ 
Junior Management/ Supervisors/ Foremen/ 
Superintendents 

 

 
C1-C5 

 

 
C Lower-C 

Upper 

 

 
100-149 

 

 
192-370 

 

 
75-124 

 

 
10-7 

 

 
9-13 

 

 
3a-3e 

Applies broad knowledge of products, techniques and processes. 
Evaluates procedures and applies previous experience. A good 
solution can usually be found. 
Determines own priorities. What has to be done is stipulated; but 
may require initiative in terms of how it should be done. 

 

Semi-Skilled & discretionary decision- making 
 

B1-B5 

 
B Lower-B 

Upper 

 

50-99 

 

85-191 

 

25-74 

 

11-15 

 

4-8 

 

2a-2e 

Accountable for direct product, process or service quality. 
Incremental improvement of existing processes and procedures 
according to clear guidelines. 
Choosing of correct action on the basis of set standards, 
training procedures and past experience. 
 

 

Unskilled & defined decision-making 
 

A1-A3 

 
A 

 
20-49 

 
54-84 

 
0-24 

 
16-19 

 
1-3 

 
1a-1c 

Steps to accomplish work or processes are clearly defined 
and understood. Tasks are sometimes repetitive and 
uncomplicated, and the work cycle is short. 
 



11. Was Promoted (Yes/No) (Column AB) 

The column must be completed keeping the following in mind: 

a. This column must be completed as either “Yes” or a “No”.  

b. There may not be any blank cells in this column. 

c. All “Yes” answers must have a corresponding date in 

Column AC “Last Promotion Date”. 

 

 

12. Last Promotion (Date Column AC) 

The column must be completed keeping the following in mind: 

a. The “Last Promotion Date” must be in the dd-mm-yyyy format. 

b. All promotion dates must have a “Yes” in the corresponding Column AB “Was 

Promoted (Yes/No)”. 

c. An employee cannot be promoted on a date before the start date. 

d. An employee cannot be promoted on a date after the termination date. 

 

 

 

13. Termination Date (Column AD) 

The column must be completed keeping the following in mind: 

a. The “Termination Date” must be in the dd-mm-yyyy format. 

b. All termination dates must have a corresponding “Termination Reason” in Column 

AE. 

c. Termination dates cannot be before the employees’ start date. 

d. Column R “Employment Status” must be updated to “Terminated” once a date and 

reason have been entered. 

 

 

 

 

 

 

 



14. Termination Reason (Column AE) 

The column must be completed keeping the following in mind: 

a. You may only select the predetermined reasons at this stage:  

i. End of Contract 

ii. Resignation 

iii. Abscondment 

iv. Dismissal - Operational Requirements 

v. Dismissal - Misconduct 

vi. Dismissal - Incapacity 

vii. Retirement 

viii. Deceased 

ix. Other. 

b. If you are not sure please select “Other” as the 

termination reason. 

c. All “Termination Reasons” must have a corresponding 

“Termination Date” in Column AD. 

d. If no Termination is captured, column AE can be left blank. 

15. Disabled (Yes/No) (Column AF) 

The column must be completed keeping the following in mind: 

a. Each cell in this column must have either a “Yes” or a “No” completed. No blank 

cells. 

b. If you have chosen “Yes” there must be a corresponding “Disability Specification” in 

Column AG. 

c. If you have chosen “No” column AG can be left blank. 

 

 

 

 

 

16. Disability Specification 

The column must be completed keeping the following in mind: 

a. If there is a “Yes” in Column AF “Disabled (Yes/No)” then you will need to select a 

reason. If you are unsure of the reason you may select “Unknown” as the reason. 

b. The following disability specifications are allowed to be used in the portal at this 

stage. Please do not add you own for now: 

i. Alzheimer's disease 

ii. Amputations 

iii. Angelman Syndrome 



iv. Anxiety Disorders (e.g., Specific Phobias) 

v. Arthritis 

vi. Attention-Deficit/Hyperactivity Disorder (ADHD) 

vii. Autism spectrum disorders 

viii. Autism Spectrum Disorders (e.g., Autism, Asperger's Syndrome) 

ix. Autism Spectrum Disorders (which can include both intellectual and social 

challenges) 

x. Bipolar Disorder (Bipolar I and Bipolar II) 

xi. Blindness 

xii. Borderline Personality Disorder (BPD) 

xiii. Cerebral palsy 

xiv. Chronic illnesses that severely affect mobility or daily living 

xv. Clinical Depression 

xvi. Cornelia de Lange Syndrome 

xvii. Deafness 

xviii. Developmental Delays 

xix. Down Syndrome 

xx. Eating Disorders (e.g., Anorexia Nervosa, Bulimia Nervosa) 

xxi. Epilepsy 

xxii. Fetal Alcohol Syndrome 

xxiii. Fragile X Syndrome 

xxiv. Generalized Anxiety Disorder (GAD) 

xxv. Genetic Disorders causing intellectual impairments 

xxvi. Glaucoma 

xxvii. Hearing impairments due to genetic conditions, infections, or trauma 

xxviii. Intellectual Developmental Disorder (IDD) 

xxix. Intellectual disabilities 

xxx. Low vision 

xxxi. Macular degeneration 

xxxii. Multiple sclerosis 

xxxiii. Muscular dystrophy 

xxxiv. Neurodevelopmental Disorders (e.g., Tic Disorders) 

xxxv. Neuropathies 

xxxvi. Obsessive-Compulsive Disorder (OCD) 

xxxvii. Osteoporosis 

xxxviii. Panic Disorder 

xxxix. Parkinson's disease 

xl. Post-Traumatic Stress Disorder (PTSD) 

xli. Prader-Willi Syndrome 

xlii. Rett Syndrome 

xliii. Schizophrenia 

xliv. Severe hearing loss 

xlv. Smith-Magenis Syndrome 

xlvi. Social Anxiety Disorder (Social Phobia) 

xlvii. Spinal cord injuries (paraplegic, quadriplegic, or tetraplegic) 



xlviii. Substance Use Disorders (when coupled with a disability) 

xlix. Traumatic brain injuries 

l. Williams Syndrome 

li. Unknown. 

Disability Specifications as below: 

 

 

 

 

 

 

 

 

To Conclude 

Save the spreadsheet by adding “FINAL” to the file name of the spreadsheet. 

Example: 

- [Company Name]_[DD MON YYYY]_[FINAL].xlsx 

- Demo Company_17 SEP 2025_FINAL.xlsx 

Please stop at this point and email the Workforce Profile Sheet to cp@eecms.co.za 

We will then upload the information to the portal to ensure that we can proceed to finalise your EE 

Plan. 
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