[image: image1.png]Health and Welfare Sector
Education and Training Authority

HWSETA





HWSETA
ASSESSOR AND MODERATOR ONLINE

MANUAL
How to capture personal details

 

STEP 1:     Go to www.hwseta.org.za
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STEP 2: Click on the Stakeholder Logon Link
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STEP 3: Click on “Capture Assessor/Moderator Person Details

              [image: image4.png]Capture Assessor/Moderator Person Detais




[image: image5.png]> WELFARE SECTOR EDUCATION AND TRAINING AUTHORITY

— —
e [ —

Logon o Skis - Current vear v
Change Passwora

Fiegiter a & Skils Development Faciltator

Coptue Assessor/Moderator Person Detals

Togan e Here

Provider Accreditation

This st is best viewed in Microsof Inteiet Evplores 60 vith & Scresn

‘Resolation of 1024x 768




STEP 4: This will take you to the screen below.  Were the personal details are captured  
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· Save and continue        [image: image7.png]Save and continue




You will then receive an automated e-mail which will contain your user name and password. The below is the typical example of the e-mail you will receive: 
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Password: Test
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STEP 5: This will take you to the registration screen, as seen below, where assessor or moderator registration is selected.

NB: please note that the system is best viewed with compatibility view.

· Go to tools and select compatibility view
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· Click on the Applicant and select Assessor/Moderator
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· The user can select between the Assessor new application(if the user is applying for the first time) or  Assessor Extension of Scope (if the user is not applying for the first time)

· Click on the “Code of Conduct” link, this will open up the code of conduct document which must be read, printed, signed, scanned to your documents and later uploaded 
· Once read, tick the box next to the link

· Similarly, this applies to the terms and conditions link.

· Once the tick boxes have been select, click on “Register”

[image: image11.png]Assessor new application

Assessor Extension of scope

‘Select one option for registration: Code of Conduct

Terms & Conditions [

Moderator new application

Moderator Extension of Scope





STEP 6: This will take you to the screen below, where the qualifications or unit standards must be completed. 
NB: when the user wants to add the unit standards or the qualifications the following should be done:
1. Click on Add a new row. 
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2. Search the Unit Standard. 
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Please note: The system will check that the unit standards as per the application are indeed HWSETA related as per HWSETA unit standard and qualification database
3. Click on Add the Unit Standard to the list. 
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 Clicking on add to list button so that the unit standards can pull through on the row. If the user wants to add another row, there is an option to add more rows [image: image17.png]Add new rows



 for unit standards or qualifications if there is more than one qualification that needs to be added
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STEP 7: Once personal qualifications have been filled in, click on save and continue. Please upload all the required documents (make sure that the documents are uploaded), further down the page there is disclaimers’ relating to the qualifications. Please see screen below.
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· They must be read and each box ticked,

 The user will click on the browse button. Browse in their documents and once the correct document has been selected press the upload button


[image: image20.png]Vabdmd | cenfed ool of
v et G, [ — )

sicss.




[image: image21.png]PLEASE ENSURE THE FOLLOWING DOCUMENTS ARE UPLOADED. IF ANY DOCUMENTS ARE NOT
INCLUDED THE APPLICATION WILL BE PUT ON HOLD

Certified copy of ID
Certified copy of qualifications
ualfications data added successful
Certified copies of ETDP statement of restlts ‘ @ "
Letter from the accredited ETDP training provider
CV detailing work related expeince in realtion to the it standa T | CBrowse) [Upiad )
assessimoderate
Signed code of conduct for relevent registration [ (Browse... ) [ Upload ]
Valid and current original certified proof of
registration with professional bodies e.g SANC, [ (Browse... ) [ Upload ]
SACSSP

DISCLAIMER PERTAINING TO ABOVE DOCUMENTATION

1 declare these documents are in order, valid, available and that they will be provided to the o
HWSETA aceredited training provider for monitoring and auditing purposes.




 STEP 8: After uploading all the required documents and ticking the disclaimers section, the next screen requires the user to provide the employer Information. Complete all the information and click on save and continue.
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The final sign off is then to be completed as per screen shot below. Please note if the assessor /moderator is an independent assessor /moderator the user can complete the field (Independent assessor or moderator) whichever is applicable
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You will receive an automated email which is Acknowledgement of receipts: Application of Assessor/Moderator Registration with HWSETA.

[image: image24.png]HEALTH AND WELFARE SECTOR EDUCATION AND TRAINING AUTHORITY

four application dated 2012/03/08 10:03:17 AM is hereby acknowledged.
he registration of the application will be evaluated by the Gauteng Quality Assuror Dudu Maghashalala.

he outcome will be communicated to you via e-mail thereafter.
fshould you require additional information please refer to the relevant QA in your region.

fours sincerely

[HWSETA QA Region
Iudu Maghashalala

jote: This s a system generated e-mail. Do not reply to this e-mail.





STEP 10: This will take you to the next login screen where the username and password is filled in 

-Fill in the username and password, which was provided on the email received after capturing the personal details
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After the user has logged on the system, the user will get the below screen showing that the information has been submitted successfully.    
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Click on ok then it will show the user’s personal details whereby the user can update their information and click on update and continue
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Using the online system 
When the applicant wants to review the application or update any details he/she can login by using the following procedure
· Log on to www.hwseta.org.za 
· Select stakeholder login.

This will take you to the HWSETA login screen as seen on the screen below

· Fill in the username and password, which was provided on the email received after capturing the personal details.

· Select Assessor/moderator from the dropdown
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· Click enter, this will take you to the next login screen where the username and password is filled in again. .(The username and password that you received on the e-mail during the initial application – please keep the e-mail safe)
· Please see the Login details page below.
· Click “Login”
· Re-enter the details again.
[image: image30.png]WELCOME TO THE HWSETA ONLINE REGISTRATION OF

ASSESSORS AND MODERATORS

To logon to the Intranet you will need to supply the authorised
username and password that you have been given.

User iame.

Pazsvord

IWLOGTIN IWCANCEL





This will take you to the homepage of the assessor/moderator system. Please see screen below.
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Click on applicant then assessor /moderator. (Follow steps as above)
