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Introduction 

Thank you for participating in the Skills Survey for the SAFCOL. This exciting initiative is 

aimed at assisting the organisation to identify and address the skills development needs of 

our people. 

The Skills Survey project is managed via an online platform, supported by Skillogical, which 

gives us the ability to identify and manage the reported skills needs as people participate in 

and complete the survey. The platform also gives us the ability to interact with people in the 

organisation by suggesting learning programmes, related to industry skillsets and manage 

the allocation of Learning Programmes, which will be made available during the year. 

The Survey will focus on the following: 

• Identification of learning needs related to employees’ 

• Generic Competencies 

• Leadership Competencies 

• Technical/Functional Competencies 

 

• Record information related to 

• Qualifications and Courses 

• Professional Registrations; and 

• Licences  

employees already have, are busy with or need to do. 

• Allow people to give an indication of the languages they understand and are able to 

speak. 

• Indicate number of years’ Work Experience for specific Categories. 

We request Supervisors and Managers to introduce the project to employees and encourage 

all employees to complete the survey. 

 

The survey is accessible via any internet enabled device (Smartphone, Tablet, PC) by going 

to www.skillogical.com/SAFCOL and entering your employee number as username 

preceded by “SAF” and your Employee Number as password. You need to reset your 

password after the first login, DO NOT REPEAT YOUR ID NUMBER AS PASSWORD 

AGAIN.  

It should take approximately 30 minutes to complete and uses very little data. This user 

guide is available at the same link and can be downloaded as a PDF document to help 

people complete the survey and clarify possible questions or the guide could be viewed on-

screen. 

Employees who have completed the survey are encouraged to go back to the website to 

view their Personal Development Plan. We will also use the system to collaborate on the 

allocation of the Learning Programmes on offer. 

 

Contact Details for Support 

Please direct any questions regarding the project or issues using the online system to 
complete the survey to george@skillogical.com.  

Alternatively, a mail could be sent via the Support link on the Home Page by clicking on the 
Support link. 

You can also send a WhatsApp or sms to 0722593444 for someone from the Support Centre 
to call/support you and your people. 

mailto:george@skillogical.com
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On-screen Navigation 

The survey website is available via any web-enabled device. The pages re-size depending 
on the type of device used.  

This implies that some of 
the icons will be arranged 
next to each other 
(horizontal) on a normal 
screen and below each 
other (vertical) on for 
instance a cell-phone.  

 

Completion Status 

As you complete the survey the status 
indicator at the top of the Survey screen will 
update to remind you of which sections were 
completed and which you still have to 
complete. 

Example: Please make sure you have 
responded to all the competency statements, 

If a specific competency is not applicable you should select the Not Required option to 
obtain the 100% Completed Status for the section. 

Similarly you need to make sure the Achievement Status for the Qualifications you have 
added is also completed. 

 

The following on-screen navigation information is important to take note of: 

 

 

  

 

 

 

 

  

 

 

 

 

  

Try not to use these arrows as it may take you 

off the website, so you will have to login again 

 

Use this arrow to navigate back to 

the previous screen or Home Page 

 

Click on this icon to remove the Left Margin  Logout when 

you are done 

 This is the on-line 

notice board. Click on 

bell to read notices 

such as possible 

Learning Programme 

updates 

Return to Home Page 

Edit 

Personal 

and Job 

Details 
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Login as User 

Please go to www.skillogical.com/SAFCOL click on LOGIN.  

 

 

Your Username is SAF12345 (SAF+your employee 
number) and Password is your ID number for the first 
login only. 

 

PLEASE REMEMBER the Username and Password is 
CASE sensitive. SAF must be UPPERCASE and the 
password you use need to be exactly the way you have 
entered it, using UPPER and lower case consistently. 

 

Click LOGIN when you have completed the Username and Password to proceed. 

 

 

 

 

 

When you login for the first time the system will prompt 
you to change your password from using your ID 
number to another password. Follow the Change 
password instructions on the next page to change your 
password.  

DO NOT USE YOUR ID NUMBER AGAIN AS 
PASSWORD 
 

Click on Reset my Password if you cannot remember your Password. 

  

http://www.skillogical.com/sabs
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Reset Password 

Your Password can be reset if you forgot it or if you feel you need to change it for security 

reasons. Click on Reset my Password on the LOGIN screen. 

 

 

 

 

 

 

 

 

 

 

Enter your Username (SAF+employee number) 
in the Password Reset screen and click on 
RESET PASSWORD.  

A message will appear indicating to which e-mail 
the password reset mail was sent.  

Click Yes if the e-mail is correct, a confirmation 
message will appear, check you e-mails for the 
reset mail. 

 

 

 

 

 

If the e-mail address is incorrect you need to click on the No 
button. 

Please enter the correct e-mail address and your Telephone 

number. The Support Centre will contact you to confirm your 

e-mail address. 

 

Prefix+employee Number 

Prefix+employee Number 

SAF+employee number 
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Please check your Inbox for the e-mail. If 

you do not receive the mail it could have 

been blocked by your service provider. 

The e-mail is then usually in your Junk 

Mail Folder.  

Click on the Create my new password 

in the mail you have received. 

 

 

Contact Skillogical if you do not receive a mail by sending a mail to george@skillogical.com 

or you could click on support on the LOGIN screen and send a mail from there. 

 

 

A New Password screen will open. Type your New 

Password. Remember the Password is Case Sensitive, 

so you have to make sure you remember which letters 

were typed in UPPERCASE and lowercase,  

Click on CHANGE PASSWORD 

 

 

A message will appear at the bottom of the screen confirming your Password was changed.  

 

 

 

Proceed to LOGIN by entering SAF+employee number and New Password in the LOGIN 

screen.  

 

  

mailto:george@skillogical.com
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Identify Learning Needs: Competency Framework 

The identification of learning needs is based on competencies that relate to the various roles 

people perform. Competency is a term that describes the ability someone has to apply 

his/her understanding of the work and the ability to perform the specific skills related to the 

work.  

 

The Competency Framework and identification of 

Learning Needs is accessible by clicking on the 

Competency Framework Tab. 

 

The survey helps you identify 

your learning needs by asking 

you to consider the competencies 

listed under the four sections. 

 

 

 

  
 

 

 

SAFCOL Generic Competencies 

 

The detail of the competencies can be viewed by clicking the + in the framework. The 

competencies will show at the employee’s specific level of complexity. The level is related to 

the competencies assigned to your position. Read the complexity statements and then 

decide whether you need Learning or Mentoring related to the competencies as defined for 

your position.  

 

 

You will notice a little 

Button to the right of the 

competency statements. 

When you click on the 

Button the Learning Needs 

Options will show. 

The red Button is for 

Manager responses and the Blue button for the employee. Managers logged in will see the 

red button to allow for their input.  

 

The response popup presents you with the following four options:  

• Need Learning 

• Need Mentoring 

• Function on Own 

• Assist Others 

• Not Required 
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Leadership and Technical Competencies  

 

The Leadership and Technical Competencies lists Competencies related to the level at 

which an employee is appointed. Please read these statements and indicate your related 

learning needs. Competency statements would reflect some skill or activity that needs to be 

performed.  

 
 

Please read through the competency statements and then click on the Blue response button 

to indicate learning needs related to the competency. 

 

Completion Status 

 

The completion status of the 

various attributes of the survey is 

shown at the top of the Survey 

Section. Please note the 

Competency Framework section 

will only show Green and indicate 

100% completed if you have 

responded to all the competency 

statements by selecting a 

relevant option.  

 

 

Not Applicable Competencies 

 

 If the specific competency is not applicable to your current position you 

need to select Not Required 

 

The Clear Selection option removes the response you have selected. 

 

 

 

 

 

 

 

 

 

 



10  
 

Return to Index 

Manager Input 

 

Your Supervisor could comment on your Learning Needs by adding his/her opinion. You 

could for instance have responded to the statement that you require mentoring on Ethical 

Conduct, but your Supervisor could think you might benefit from some learning in this regard 

and therefor sets a status to Need Learning. The two statuses are both recorded. 

 

 

 

Your Personal Development Plan (PDP) will show both your and your supervisor’s response. 

 

 

 
 

 

Screen Navigation Reminder 

Click on Competency Framework to access this section of the 

Survey. 

Go back to the Main Screen by clicking on My Impact  

 

or the small arrow next to your name. 
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Your Qualifications and Courses 

The survey allows you to list and comment on qualifications and courses. Please follow the 

following process to record the qualifications you either have  

done/completed,  

are currently busy with; 

Whether you are in your final year; 

or that you need to do. 

 

Start by clicking on the Qualification 

and CoursesTab. 
 

 

 

Click in the ADD button to add qualifications. 
 

 

Add your qualification by starting 

to type the qualification detail.  

 

 

 

 

 

 

If it already exists the options will 

show. Select the matching 

qualification value and click Save 

Data. 

 

 

 

 

If your qualification does not 

exists the list of options will 

disappear and the Add 

notice will appear. 

Continue to type the 

complete name of your 

qualification and click on 

Add what you have typed. 

 

The Qualification Type and 

Study Field will appear. 

Please select the appropriate 

values that relates best to 

the qualification you have 

added.  

 

Click Save Data when you 

have added the Qualification 
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Type and Study Field for the qualification you have typed. 

 

 

 

 

Please note the search function for Qualification 

Type and Study Field is dynamic. The options 

available change as you type the text you are 

looking for. 

 

 

 

 

 

 

Example: 

Add Degree in Development as 

follows:  

 

Type Degree in Development and 

click Add Degree in Development 

 

Under Qualification Type search and 

select 

Bachelor’s Degree 

 

Under Study Field select 

Development Studies 

 

Save the qualification you have defined and then proceed to add your Learning Status 

for the added qualification. 

 

The qualification you have defined by means of populating the three options will 

appear on the list of qualifications. If you are not happy with what you have added 

you could delete it and re-enter your qualification by clicking on the red Delete 

Button. 

 

 

 

 

 

D
elete 
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Qualifications such as Grade 7 

could be added by only 

completing the Qualification Type 

and then clicking SAVE DATA. 

Leave the Study Field blank.   
 

 

 

 

 

 

 

Reminder: Add the achievement status for the qualification by clicking on the Status Button 

and selecting the achievement status. 

 

The list of qualifications you have added will show.  

 

 

 

 

 

 

 

 

 

 

 

Click on the Status and select your achievement status. 

 

 

 

 

 

 

  

Status 
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Your Work Experience  

The survey allows you to pick Work Experience categories from a predefined list or you 

could also add your own Work Experience Category. 

Work Experience is reported in terms of years and the functional level of the experience. 

Please select the highest functional level and duration.  

Example: You could for instance have worked in Auding of Systems Certification for  

6 years at a Support level,  

4 years at an Operational/Supervisory level, and  

two years at Management Level. 

Select Management Role 1-2 years, which is the highest functional level for the 

specific work category. 

 

Select the Experience Tab 

 

Click on the +ADD button and 

scroll down to view the 

Experience Categories or type a 

key word to limit the list of 

options. Select the Work 

Experience Category and click 

SAVE DATA. 

 

 

 

 

 

 

 

 

Click on the blue button to update the level of Experience and Years for the category 

selected.  

You could also upload any document related to the Work Experience such as a reference 

letter or award. Please refer to the Qualifications section for instructions on how to upload 

documents.  

The Category selected could be deleted if you entered the wrong value. 

  

Level &
 Years 

U
p

lo
ad

 &
 

D
elete 
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Additional Work Experience Categories could be specified as follows: 

Type the category you want to add and if the option is not listed click on Add to add the Work 

Experience you want to report on.  

 

 

 

 

 

 

Click SAVE DATA and proceed to add the functional level and years’ experience, and 

related documents. 

 

 

  

Add Category not Listed 
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Your Professional Registrations  

The survey allows you to select and respond to Professional Registrations. Please follow the 

following process to record the Professional Registrations you either have Registered, Need 

to Register or Want to Register. 

 

Start by clicking on the Professional Registration 

Tab 
 

 

The system allows you to 

open and select a few 

Professional Registrations 

from the lists provided. 

Click on the + to expand 

the category. 

 

 

 

 

 

 

 

 

 

 

Select the applicable Registration and then 

indicate your status. 

 

You may select and report on more than 

one Registration per category. 

 

 

 

 

 

Select Other if your specific Registration is not Listed and then select the status of the Other 

Registration. Support Centre staff may contact you to clarify which Registration you want to 

report on.  
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Your Licences  

The survey allows you to select and respond to Licences. Please follow the following 

process to record the Licences you either Obtained, Need to Obtain or are Busy Qualifying 

for. 

 

Start by clicking on the Operator Licence Tab 

 

 

 

 

 

The system allows you 

to open and select a few 

Licences from the lists 

provided. Click on the + 

to expand the category.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the applicable Licence status.  
 

You may select and report on more than one 

Licence per category. 
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Your Languages  

The survey allows you to select and respond to the Languages you are able to speak and 

understand. The Wine Tourism industry is reliant on people’s ability to communicate with 

guests and visitors. This section is especially important to get a sense of the capacity our 

people have to communicate with tourists. Please follow the following process to record the 

Languages you are able to speak or understand. 

 

Start by clicking on the Languages Tab. 

 

 

 

 

 

The system allows you to select and 

respond to more than one of the Languages 

listed.  

 

Please consider your Language proficiency 

and select the appropriate status from the 

list provided: 

 

 

Select Other if the Language you want to 

report on is not listed and indicate your 

proficiency. Support Centre staff may contact you to clarify which Language you want to 

report on. 
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Personal Development Plan 

The survey records all responses that employees and their 

supervisors/managers log on the system. This information is used 

to analyse the skills development needs in the industry and 

identify related learning programmes that will address indicated 

learning needs. 

 

You may view and even respond to your identified learning needs 

by clicking on the Personal Development Plan (PDP) Tab. The 

information contained in this tab is a summary of all the 

information you have recorded in the survey.  

 

The qualifications you have for instance listed; and for which you 

have indicated your achievement status are listed first, followed by 

Competency Framework. 

 

Please scroll up and down to view the detail. 

 
 

This first section of the PDP will contain the suggested Learning Programmes you could be 

enrolled for as outcome or result of the Skills Survey. The status for such programmes will 

be “Suggested” under the Manager Response, and you then would be required to go to the 

corresponding Tab and update the status to “Accept” to indicate that you have accepted the 

nomination for the Learning Programme.  

 

The PDP shows your responses and the inputs your 

supervisor/manager has made (Manager Response column). 
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Manager Survey Input 

People that have been granted Manager Rights have to click 

Survey in the same way as the rest of the users. 

 

 

 

 

A selection screen will appear 

after clicking Survey to allow for a 

selection between managing 

his/her own profile or that of one 

of the colleagues associated with 

the Manager. 

Click on GO to select the profile 

to work with. 

 

 

 

 

Supervisors/Managers are constantly reminded of 

which person’s survey information they deal with. The 

person’s Name appears next to Currently Managing 

Heading at the top of all the screens. 

The person selected could be changed by clicking on 

the Change? button next to Currently Managing. 

 

Managers have access to the Manager Button to add responses, they 

cannot change colleagues’ responses. 

 

 

The responses of Managers and their colleagues are indicated as follows: 

 

Manager’s Details 

Colleagues’ Details 

Colleagues’ Details 

Colleagues’ Details 

Manager 


