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Using this Guide

Please note that this User Guide will assist external applicants to:

v Apply for Vacant positions at Transnet,
v Apply for a full time Transnet Bursary, or
v' Update/Maintain a Personal Profile.

Kindly therefore ensure your information is correctly captured/updated on our system
according to the relevant requirements.

Copyright - No parts of this guide may be reproduced or transmitted in any form without
the prior written consent of Transnet SOC Ltd.

Registering to apply for a Full-time Transnet Bursary
We can through our bursary scheme assist you to make your dreams come true.

Full-time bursaries are awarded annually according to the employment needs of the
Organisation. All our full-time students are viewed as potential employees — depending on
the vacancies being available after successfully completing their qualifications.

Students are permitted to study at a South African University of their own choice who offers
the appropriate fields of study and the bursary value covers tuition fees, accommodation
and meals, book allowances and experiential training.
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When applying for a full time Transnet Bursary, open the Transnet SOC Ltd. website namely
www.Transnet.net and Transnet home page will be displayed.

Sign In
TRANSNET
Q S' T delivering freight reliably
About Us Our Divisions Investor Relations Press Office Business With Us Careers PAIA Contact Us

About the Organisation

® Job search to view our
Vacancies.
Transnet is a State Owned Company (SOC), e Register as an Applicant.
wholly owned by the Government of the o Login after Registration.

Republic of South Africa and is the custodian
of rail, ports and pipelines. We are
responsible for enabling the competiveness,
growth and development of the South
African economy through delivering reliable
freight transport and handling services to
satisfy customer demand.

e Apply for vacant positions using
a reference code.

Refer to the External Applicant
User Guide for ease of

reference.

System Requirements

e Use Internet Explorer for the

Transnet consists of: best results
Five core Operating Divisions: ® Ensure your Pop-up Blocker is
OFF.

Transnet Freight Rail (TFR)

Add "Transnet.net" to your

Transnet National Ports Authority (TNPA)

Transnet Port Terminals (TPT) compatibility view settings.

For technical issues send mail

Transnet Engineering (TE), and
to:Careers-Help@transnet.net

Transnet Pipelines (TPL)
* Please allow 20 minutes for
Three Specialist Uni

System generated e-mail
e Transnet Property (TP)

e Transnet Foundation (TF), and

notifications to be sent when

you register or request a new

Proceed to access the Career's website by clicking on the “Careers” link on the home page
to display the careers page.
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Transnet Careers

Welcome to the Transnet SOC Ltd Career Pages

Looking for an exciting opportunity to contribute to futwre economic growth of
South Africa?

Transnat ks a warkd-class smpioyer with a highly mothvated waridoros excaading 55 300 permanant emplayses. We value
thelr dadication and cammitmeant and smbrace the importance of ensuring the right sidils, capabiiifl=s and Imporowved

CERSIITY Etainabis in the lang-term by heiping our Emplaysss Wil in sohieving their d=sirad potential.

Dur Warkplaos Renacts our dynamic and Challenging SmvINanmant and Gfsrs QUTSTandIng appartunitias 2Iming 2t aTracting
regults driven individusls wha are suftably qualifiad and wha have ths NScSssary CANssr Draspects.

salutions, Transnst SO0C L
madar transpart

mitad has s roots

With & vislan to baoome Africa’s v
estabiished In resourcefulness and

rid chamiplan In transpart and log!
transformation. We proudly aperate and cantral S

nfrastructure,
Transnet ks comimittad towards warking with our Custamears ta sult thelr avery nasd. W alm ta create 3 warking
amviranment that attracts and retains the mast talentad paopie, nabiing tham to reach thelr full potantial.

Employment aquity alsa remains a priarity on our transformation agenda. Emplaying the best sidll=d paapis in the industry k&
wital ta the sucosss and sustalnability of gur company . It ks through our ST that we realiss gur acpirations and deliver an
aur stratagic goals and abjectives. Jur care valuss Include the fillowing;

= 'We DELIVER, an our pramis:=s

= 'We treat ssch other with DIGNITY and

@ Weheve s SAFETY HINDSET
= Werscognise and AEWARD GOOD WORK
= 'Wea ars EMROWERED to perform in our jobs

= We have GOOD OOMMUNICATION

= Weans BUS
I you balleve you have the right combination of passion, proficlancy and tanacity ta join our taam, than parhaps Transnet ks
ithe place for youl
T wiew our amploymant appartunitias, you can browse through our vacancles by clicking an the Job S=arch buttan.
T apgpiy for any of the vacant pasithons advertisad, you would nead to register 25 an applicant.
‘Once wou hawe registanad; wou may login at amy time ta;

= Cresteupdats your profiie,

= Change your personal datalls =.g. =mall address and contact numbears,

= Change usar names & passward

= Create job aberts,

= Saarch and apply for vacant pocithons,

= Appiy for vacant positions using a reference cods a5 advertisad,

= 'Withdraw an axisting appiicatian,

= Track the status of vacancl=s appll=d for, and

Ro=f=r 7o the Extennal Applicant Liser Gulde for =xce of raference that will 2ssist wou in this regand.
i¥a nead ta take charge of our destink=s, to put our dreams into practical punposs ©o engure they comes ta frufthan” - Brian

Haole®=, Group Chisf Executive, Tramnet

On the Careers screen, select the “Registration “option and the “Logon” screen will be

displayed.

Logon

Register here

| vser —
| Pesswra* E—
[] Accessibility

Change Pagssword Password Forgotten

Click on “Register here” under the Logon heading and the Registration page will be

displayed.
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Registration

Do you want to find out more about your career options in our company?

We are always looking for talented and motivated new employees who can contribute to the success of our company. Take a look at our career pages.
You can find important information about our company and current employment opportunities. If you are interested in a job, you can apply directly for it online.
If you cannot find a suitable job but would still like to work in our company, you can register your details with us We will contact you as soon as an employment opportunity arises that may interest you

Name

First Name: | |

Last Mame: * | |

User Data

User Name: = |

— —
Repest Passward: I
E-Mail:- = |

& Make sure that the specified e-mail address is correct. This is necessary as we will contact you via the specified e-mail address.

Repeat E-Mail: * | ‘

Data Privacy Statement

Confirm that you accept our data privacy statement
/M, Tha information is displayed in a new window_If the display of additional windows is currently suppressed by a pop-up blocker, you must first deactivata this sstting.

Please complete the Registration Form making sure to complete all the required fields,
especially those fields marked with an asterisk* as they are mandatory and necessary for
the organisation to identify you and contact you appropriately.

Once you have registered, use your username and password to access the site in future.
Please note the email address you enter must be unique to you to ensure we can maintain
contact with you.

Transnet Password Rules:
e Must be at least 8 characters long
e Must contains a Capital (A —2)

e Must contains a Number (0 -9)
e Must contains a Special character (!@#5%"&*()><?)

Type the email address and the repeat email address in the fields provided.

Read and check the Privacy Statement which explains how Transnet will protect you and use
the personal data you provided. Please note that Registration is not possible without

reading and accepting this privacy statement.
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Registration

Name
First Name:
Second Name:

Last Name: *

User Data

User Name: *
Password: *
Repeat Password: *
E-Mail: *

Repeat E-Mail: *

Data Privacy Statement

Do you want to find out more about your career options in our company?

We are always looking for talented and motivated new employees who can contribute to the success of our company. Take a look at our career pages.
You can find important information about our company and current employment opportunities. If you are interested in a job, you can apply directly for it online.
If you cannot find a suitable job but would still like to work in our company, you can register your details with us We will contact you as soon as an employment opportunity arises that may interest you.

|Anthony ]
| Other |
|AN OTHER

[another0213@gmail.com |

@ Make sure that the specified e-mail address is correct. This is necessary as we will contact you via the specified e-mail address.

|another0213@gmail.com |

Confirm that you accept our data privacy statement

/I The information is disolaved in a new window. If the disolav of additional windows is currentiv suporessed bv a poo-up blocker. vou must first deactivate this settino.

Once you have clicked the register tab, the system will automatically send an email to you
containing a link to the website including your Username to log onto the system — copy of

which is reflected below.

Date

TRANSNErI

W,

25 February 2013
Dear Anthony Other,

Confirmation of your e-mail address

Thank you for rezastenng your details on the career pages of Transnet. Your user name 15 AN
OTHER
To confirm your e-mail address, click the following link

HTTP/RECRUITINGDVQA TRANSNET NET:443/sap be/erecnuting/venfication’param=Y 2Fu
ZGIYXRIN2hyb2JqZWNOPTAXTKE IMDAwMzI20S db”\ X2FdF 9nd\\ kPTU: x.\(JgJ\._BGRT
hGMzBCRTBFMTAWODAWMDBBNjIwMkEw&sap-¢ !

ent=610&sap-language=EN

In this way, you obtain access t0 your personal career pages, where you can create and edit your
profile and explore career oppornmities within Transnet

Note that the link to confirm your e-mail address is valid for the next 14 days.

Yours Sincerely,

Recruitment Team
Transnet SOC Ltd

You have now successfully registered with Transnet.
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Online Application for a Full-Time Transnet Bursary
Logon to the Transnet Careers website using the logon credentials created.

Logon
Register here
[ vser I
| Password * [ ]

[] Accessibility

Change Pagssword Password Forgotten

The “My Profile” page is displayed.

27 Applicant Cockpit - v 2] @b v Pagev Safetyv Tools~ @~
Log off

Candidate Profile ( Empioyment Oppertunties.

| My Profile | Personal Settings | Change User Name | Delete Registration

My Profile
|¢4‘ 1 2 3 4 5 6 7 s ! [ E—
Candidate Profile Creation Personal Data Education/Training Work Experience Qualifications Preferences Attachments Overview and Release ompletec

Next Step b

Create Candidate Profile using your resume

é Would you like us to create a candidate profile from your resume?

We can automatically create your candidate profie from your resume. You wil be able to review and confirm the information prior to it being used. Accepted resume formats include Word (.doc), Adobe (.pdf), Works, Microsoft Word for Mac, HTHL and
more.

File: | |[ Browse... |
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Click on the “Employment Opportunities” tab to activate the job search window.

ApplkatErofile  Employment Opportunities

|mm|mmmm|mlwmlum

Job Search

Ara you lookdng for an Interesting new [ob?

Yioa o3 ressArict e search resul by spechying search crierts

[| | [Feset | [ 52w Search Guery | [ Dol Searcn uery | [S3mas JonAler

YOl RN EEVE POUT BSarch criterta for kater reuss

Full Text Search
Keywands: [
[ v =t hezst ome o e wancs -

Search Mefhod:

Search Criteria for Employment Opportunities
Functional Area:

< B
Administration (|
Arts & Culure
Aaeltary
Business Imegration =
Courfry- <Al [=]
S0t Afrca
]
Confiract Type <Al [=]
[Eursar
Nor-PerEnent
Permznent
Tralnee
[

¥ile: e comstantly looking for tlented and MOSkEted e SIIOYESS Wi C3N COMrEAR D IS SUCGEES Of our company. Take 2 0ok 3t our employment oppornities!

Under the heading “Search Criteria for Employment Opportunities” scroll down to “Contract

Type” and select “Bursar” in the drop-down screen.

Click the “Start” tab to continue and the search results screen will be displayed

/ Applicant Profile )/ Empluym:nt(mpnmlliﬁ

| Job Search | Application via Reference Code | Favourtes | My Applications | Job Alerts

Job Search

Are you looking for an interesting new job?

Here you can submit an application directly for an employment opportunity. Choose "Apply” to start the application wizard.
Choose "Create Favorite” to add the job posting to your fist of faverites

*You can alse change your entry and restart the search

4 Return to Search

| Search Criteria

Search Criteria for Employment Opportunities

Contract Type: Bursar

Search Result: 1 Hits
| 100 posting

| | sursar
[Add Favourate | [Save Search Query | [ Tella Friend

‘ Functional Area Country Employment Start Date Published Favourate

201310212 (]

4 Return to Search

Application from




TRANSNET

SAP HCM e-Recruiting External Applicant Guide A/

Click on the Bursar position to apply for a full time Transnet Bursary and the Bursar
application screen will be displayed.

Bursar

You can apply for the selected job posting or go back to the search results.

8 H e €

TRANSNET
Thiz acvett i open for application by extemal applicants.
Equity Statement :Preference will be given to bly qualified ficlates who are s of the
designated groups in line with the Empioyment Equﬁy Plan and targets of the Organisation/Operating

Dirision.
Applicants that are interested in applying for any ofthe advertised postions must apply by registering on the Careers sadtion
of the Transnet Internet. Please take care in com pleting all required details on the profile, and then apply for the position.

A A bcatic f(» fonn supp d By your CHrHi Vitza to bo ]
Post : Catton Centre,1 50 Commissioner 41 08, Johanneshburg, 2000
E-mail : Recruiteri@transznet net

Click on the “Apply” tab and the Application Wizard screen will be displayed.

Application Wizard

Welcome, Mr Anthony Other

Do you want to continue submitting an application for this employment opportunity? The information for your resume that you have already entered is still available to you
Choose "Continue” to view your resume again or enter additional information to it.

Since the personal information you have already entered is still available, choose “Continue”
to view your résumé or to add additional information.

=7 Applicant Cockpit fi - B - = @ - Pager Safety~ Tools~ @~
Log off

Candidate Profile f Employment Opportunities

‘ My Profile | PersonalSetings | Change UserName | Delste Registration

My Profile
I 1 2 3 4 5 3 7 8 —q
Candidate Profile Creation Personal Data i g Work i Qualif Overview and Release

Next Step k

Create Candidate Profile using your resume

% Would you like us to create a candidate profile from your resume?

We can automatically create your candidate profile from your resume. You will be able to review and confirm the information prior to t being used. Accepted resume formats include Word (doc), Adobe (.pdf), Works, Microsoft Word for Mac, HTML and
more.

File: | || Browse.
[Upload |

10
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Click on the “Add” tab and the “Add Education” screen will be displayed.

Add Education

Educational Institution:
Start Date:

Couritry:

Location:

Education Type:

Field of Education:
Subject:

Description:

(To he Completed should you wish to spply far a Full-Time Bursary)
Subject

g

| Endl Date:
[-- Select -- -| Feegion:
| |
[-- Select - -| Education Level:
[-- Select -- -| Highest DegresiCertificate:

Gracle:

1]

Achievement Level

Percentage

Complete all the fields required especially those relating to your past academic school

performance by completing the fields Subject, Level, Achievement Level and Percentage
fields respectively - an example is depicted below for ease of reference.

Add Education

Educational Institution:
Start Date:

Couritry:

Location:

Education Type:

Field of Education:
Subject

Descrigtion:

(To be Completed should you wish to apply for & Full-Time Bursary)
Subject

|

|Cape Towwn Boys High School

06.02 2006 [ End Date:

|South Africa -| Region:

[Cape Town |

[ Certificate -| Ecucstion Level:

| ther Figld -| Highest Degree/Certificate:
L 1 Grade:

S0.41.2011 7]

[wiestern Cape -|

[Certificate

-]

Guantitstive Managemernt

wizh to persue a career inthe Arts and Humanities fieldand majoring in Industrial Py chology

Level

High Grade -
High Grade -
[~
[~

Achievement Lewvel

Percertage

|7 Outstanding Achievement

«|[9g%

|5 Meritorious Achievemert

- |(a8%

|B hderitorious Achievement

~|[a0%

|5 Substartial Achievemert

- |[75%

|7 Outstanding Achievement

~|(a0%

|5 Substartial Achievemert

- |[78%

|

-|[

11
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Select and click on the “OK” tab and the Application Wizard screen is displayed indicating
that your application for a bursary has been added for viewing and consideration by
Transnet.

=% Applicant Cockpit &~ v [ g v Pagev Safety~ Toolsv @~

Log off
Candidate Profile r Employment Opportunities

‘ My Profile | PersonalSetings | Change UserName | Delete Registration

My Profile

I»

1 2 3 4 5 3 7 8 —q

Candidate Profile Creation Personal Data E g Work Q Overview and Release

Create Candidate Profile using your resume

% Would you like us to create a candidate profile from your resume?

We can automatically create your candidate profile from your resume. ou will be able to review and confirm the information prior to it being used. Accepted resume formats include Word (.doc), Adobe (.pdf), Works, Microsoft Word for Mac, HTML and
more.

Fie: | |[ Browse... |

Click on the “Close” tab and a “Warning” screen will be displayed where after you are
required to click on the “Yes” tab to process your application.

Your application has not been submitted vet.

& You can complete and submit vour application at  later point
in time.

Do you want to exit the application wizard?

[es | [Mo |

The Transnet Bursary Department, after the screening of all bursar applications received will
invite all successful applicants based on their academic performance on secondary or
tertiary level will them to and structured interview. These interviews will be conducted in
the major centres within South Africa, namely Johannesburg, Bloemfontein, Cape Town and
Durban.

The final selection and awarding of bursaries will be subject to a Formal Interview,
Satisfactory academic results and Medical fitness.

12
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Registering as an Applicant at Transnet

Once you have registered as an Applicant with Transnet, you will be required to create a
Username and Password and submit the request online, where after you will receive a
confirmation email informing you where to access the Transnet e-Recruiting System.

Please note that the only browser recommended is Microsoft Internet Explorer version 8.0
or higher. If different browsers or any other versions are used you will not be able to access
the system.

To prevent illegal access to your personal profile, please ensure you log-off before leaving
the system especially if you are using a computer in the public domain.

Please always make sure you deactivate the pop-up blocker on the computer during this
application to avoid being inhibited to display information, since most screens are opened
and displayed in separate windows.

How to Register Online

To apply for a vacant position at Transnet, you first need to create and register a profile
online. Once registered, you will be given access to the personal career pages website of
Transnet.

To do so, open the Transnet SOC Ltd. Career's website by clicking on the “Careers” link on
the home page namely www.Transnet.net and the Careers Page will be displayed.

Sign In
TRANSNETI
P&
Q m T delivering freight reliably |
About Us Our Divisions Investor Relations Press Office Business With Us Careers PAIA Contact Us

A Career with Transnet transnetis engaged in the attraction and retention of talented individuals.

Click on the “Careers” tab, select “Registration” on the drop-down table and the “Logon”
screen will be displayed.

13
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Logon

Register here

[] Accessibility

Change Pagssword Password Forgotten

Click on the “Register here” tab and the Registration page will be displayed. Always use your
username and password to access the site.

Registration

Do you want to find out more about your career options in our company?

We are always looking for talented and motivated new employees who can contribute to the success of our company. Take a look at our career pages.
You can find important information about our company and current employment opportunities. If you are interested in a job, you can apply directly for it online.
If you cannot find a suitable job but would still like to work in our company. you can register your details with us We will contact you as soon as an employment opportunity arises that may interest you

Name

First Name: | |

Last Name: * | |

User Data

User Name: * |

— I
Repeat Passiord: —
E-Mail: = | |

& Make sure that the specified e-mail address is correct. This is necessary as we will contact you via the specified e-mail address.

Repeat E-Mail: = | |

Data Privacy Statement

Confirm that you accept our data privacy statement
/M The information is displaved in a new window. If the display of additional windows is currentlv suppressed by a pop-up blocker. vou must first deactivate this setting.

Please complete the Registration Form making sure to complete all the required fields,
especially those fields marked with an asterisk* as they are mandatory and necessary for

the organisation to identify you and contact you appropriately.

Transnet Password Rules:
e Must be at least 8 characters long
e Must contains a Capital (A —2)
e Must contains a Number (0 —9)
e Must contains a Special character (|@#5%"&*()><?)

Type the email address and the repeat email address in the fields provided. Please note the
email address you enter must be unique to you to ensure we can maintain contact with you.

14
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Read and check the Privacy Statement which explains how Transnet will protect you and use
the personal data you provided. Please note that Registration is not possible without
reading and accepting this privacy statement.

Registration

Do you want to find out more about your career options in our company?

We are always |ooking for talented and motivated new employees who can contribute to the success of our company. Take a look at our career pages.
You can find important information about our company and current employment opportunities. If you are interested in a job, you can apply directly for it online.
If you cannot find a suitable job but would still like to work in our company, you can register your details with us We will contact you as soon as an employment opportunity arises that may interest you.

Name

First Mame: [Anthony |
Second Name:

Last Name: * ‘Olher ‘
User Data

User Name: = ‘AN OTHER

Password: *

Repeat Password: *

E-Mail: * ‘anuther[]?ﬁ@gmal\.cum |

& Make sure that the specified e-mail address is cormrect. This is necessary as we will contact you via the specified e-mail address.
Repeat E-Mail: = [another0213@gmail.com |

Data Privacy Statement

Confirm that you accept our data privacy statement

/N The information is disolaved in a new window_If the disolav of additional windows is currentlv suboressed bv a pop-up blocker vou must first deactivate this setting.

Once you have clicked the register tab, the system will automatically send an email
containing a link to the website including your Username to log onto the system in future.

15
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TRANSNET

\_/

Date: 25 February 2013
Dear Anthony Other,

Confirmation of your e-mail address

Thank you for rezastenng your details on the career pages of Transnet. Your user name 15 AN
OTHER

To confirm your e-mail address, click the following link

HTTP:/RECRUITINGDVQA TRANSNET NET:443/sap be/erecnuting venfication?param=Y 2Fu
ZGIkYXRIN 2hyb2JqZ WNOPTAXTKE IMDAwMzI205Z;b3 )y X2F jdFOndWIkPTUxM)g4NzBGRT
hRGMzBCRTBFMTAWODAWMDBBNjIwMEEw& sap-client=610&sap-language=EN

In this way, you obtain access 10 your personal career pages, where you can create and edit your
profile and explore career oppornmities within Transnet

Note that the nk to confirm your e-mail address 15 valid for the next 14 days.

Yours Sicerely,

Recruitment Team
Transnet SOC Lid

Now that you are registered, click on the link provided to login to the system entering your
Username and Password in the relevant fields provided. This will enable you to create your
personal profile and apply for any of the vacant positions advertised at Transnet. You will
also have the ability to track your application progress.

Tips for Registered Users
Logging on to the Talent Warehouse

Once you have registered on our careers website, you need not register again but login
using your username and password you have provided. To do so, click on the Transnet
Careers website.
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The “Careers Page” is displayed.
Sign In
TRANSNET
Q 5‘ ? delivering freight reliably
About Us Our Divisions Investor Relations Press Office Business With Us Careers PAIA Contact Us

A Career with Transnet transnetis engaged in the attraction and retention of talented individuals.

Click on the login tab to access the careers pages log on screen.

Logon
Register here
| vser I
| Password * [ ]

[ Accessibilty

Change Pazsword Passwoerd Forgotten

Enter your username and password and click the logon tab.

The applicant Cockpit is opened. If a pop-up messages appears warning you e.g. that you
have not yet released your profile, you need to click on “Release Profile” should you wish to
do so, which will ensure that the Recruitment Specialist can access your profile.
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You can release the profile here:
Applicart Profie -= My Profile

Applicant Cockpit

You have not relessed your profile - this means that recruters can only consider waou for job
@ vacancies far which you have submitted an application

Release application or profile.

Changing a Password

If you wish to change your password, click on the login tab to access the login screen

Logon

Register here

I User=®

| Password *

[ ]
[ ]
[] Accessibility

Change Password Password Forgotten

Enter your username and password

Click on the “Change Password” link
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Change Password

User AN OTHER

Current Password = |:|
MNew Password * |:|
Repeat Password * |:|

| Change| | Cancel|

Enter your current password and new password. Repeat your new password.
Choose the “Change” button.

The system checks your new password and saves it. From here on, only use your new
password. Please note that you can change your password only once per day.

Requesting an alternative password: (You forgot your Password)
If you have forgotten your password, click on the “login” tab to access the logon screen

The login screen is displayed

Logon

Register here

[] Accessibility

Change Pazsword Passwoerd Forgotten

Click the on the “Password Forgotten” link

The forgotten password screen is displayed

Have you forgotten your password?

If you cannot remember your password, you can reguest that an alternative password be =ent to the e-mail address that you specified in your resume
Enter yvour user name andior your e-mail address and reguest the password

User Name: [
E-Mail: [

[ Request Pazsword |[ Back to Logon |
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Enter your username and email address Click on the “Request Password” link. The system
checks whether the username and email address is already registered and then sends an
alternative password to the email address entered in your personal data.

Type in the alternative password (the temporary one sent in the email to you) to gain access
to your personal career pages.

For security reasons, we suggest you should change the alternative password provided
immediately once you have successful logged on to the system.

Uploading Documents to your Profile

The success of uploading your document in the e-Recruiting system begins with the
document you create in Microsoft Word.

We require uploading a Microsoft Word document, so the document can convert properly
into both PDF and HTML versions to allow for viewing by the Organisation.

Here are just a few guidelines to make that process go smoothly.

i.  Use Microsoft Word Version 5.0 (or higher) or save to Rich Text Format for best
results.

ii.  Use only original Microsoft Word files. If your document has been cut and pasted
into MS Word from Claris or WordPerfect, you will have a problem uploading. Use
Microsoft Word Version 5.0 or higher for best results.

iii.  Documents typically uploaded are résumé, cover letter, and writing sample.

iv.  We do not encourage uploading transcripts because they are more complex
documents that can cause problems when uploading. If it is necessary to upload a
transcript, you may need to copy and paste into Notepad and then copy back into a
new Word document to strip the document of any troublesome coding. Save the
document under a new name and try to upload again. Also, remove any web links
that may be listed on your transcript. Make sure you are uploading your transcript as
type “Other Documents”, rather than “Résumé” or “Cover Letters”.

v.  Your résumé should be one page unless you are a graduate student with a CV or an
alumnus with accumulated work experience.

vi.  Create a document of maximum file size 500KB (512,000 bytes). As a benchmark, a
500KB document is approximately 20-22 pages long, using 12-point font and double-
spacing. To check the file size of your document, open your document in Microsoft
Word, click File Properties to display the Properties box, and then click the General
tab. Check the size of the document to ensure that it is less than 500KB.

vii.  Use a common font, not one with an unusual typeface. Some examples of common
fonts are Times New Roman or Arial.
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viii.

Xi.

Xii.

Xiii.

Xiv.

XV.

XVi.

A minimum of 12 point font is preferred. Anything below that is difficult to read.
Sometimes font size can create problems. If you get an error when uploading, you
might want to try to change your whole document to 10, 11, 12 point to see what
looks best and works successfully.

The upload process will process bullets, bold face, underscore and italics. If you get
dollar signs in place of bullets, copy and paste your document into Notepad and then
back into a new Word document and save again. This will strip the document of any
coding that may be causing uploading errors.

Indents should be predetermined. Do not use the spacebar or multiple tabs for
spacing.

Do not use password protected files, macros, frames, or tables. Also, be sure your
document isn’t set to track changes under the Tools menu. This will cause an error
when uploading.

Do not use headers or footers.

Do not use pagination (adding page numbers).

Do not set excessive page breaks. Do USE your “enter” key to create a more natural
break for formatting and to avoid a page break leaving a hanging word or sentence
on the next page.

Do not force your margins. A minimum margin of one- half or three quarters of an
inch is recommended.

If you continue to receive an error or have trouble uploading successfully, copy your
document and paste into a new Word document. Save the document with a new
name and try uploading again. This strips the document of any unnecessary coding
or text that may cause problems when uploading.
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Creating a Profile (Electronic Résumég)

To be able to apply for a vacancy online, you need to first create an electronic résumé
complete with the necessary supporting documentation. An electronic guide has been
designed to enable you to create and submit your application in seven (7) easy steps:

Field Description

Resume Parsing This functionality will allow you to download your CV and the
information contained will be mapped to the data fields
available and where possible these data fields will be updated.
The CV will be saved as an attachment to your applicant profile.
You have to verify the data updated and correct / replace /
complete any data not updated correctly.

Personal Data This page allows you to:

e Add your address and contact information.

e Add your Identification Number or Passport Number & Work
Permit number in the case of non SA Residents.

e Change or update information where it has changed.

e You do not need to re-enter data already entered when
registering.

Education/Training This page allows you to:
e Add and update your completed courses of education and
related training details.

Work Experience This page allows you to:
e Add and update your previous employment work
experiences.

Qualifications This page allows you to:
e Enter and/or update your competencies and qualifications
and assess their proficiency.

Preferences This page allows you to:

e Tell us what type of job/position you would like, or your
expectations of your new working relationships with
Transnet.

Attachments This page allows you to:
e To upload relevant attachments to your application such as
Transcript’s, Degree certificate’s and detailed résumé etc.

Overview and Release This page allows you to:

e Review your application and submit/release it to Transnet.
Remember, you must read the data privacy statement
carefully and accept it if you have not yet already done so,
failing which we cannot access your application.
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Step one: Candidate Profile Creation using Resume Parsing

This functionality will allow you to download your CV and the information contains will be
mapped to the data fields available and where possible these data fields will be updated.
The CV will be saved as an attachment to your applicant profile. You have to verify the data
updated and correct / replace / complete any data not updated correctly.

=% Applicant Cockpit Zi v B v 0 &% v Pagev Safetyw Toolsv @~

Log off
Candidate Profile f Employment Opportunities

‘ My Profile | PersonalSetings | Change UserName | Delete Registration

My Profile
Ty 1 2 3 4 5 3 7 8 —q
Candidate Profile Creation Personal Data Education/Training Work Experience Qualifications Preferences Attachments. Overview and Release

Create Candidate Profile using your resume
D Would you like us to create a candidate profile from your resume?

We can automaticall create your candidate profile from your resume. ou will be able to review and confirm the information prior to it being used. Accepted resume formats include Word (.doc), Adobe (.pdf), Works, Microsoft Word for Mac, HTHL and
more.

Fie: |

[ rowse.. |

After completion you will receive a system message requesting you to review your profile
and to ensure all data is updated correctly.

Log ot
Applanroﬁle" Employment Opportunities | inferview Selection

| My Profile | PersonalSettings | Change UserName | Delete Registration | My Inbox

My Profile
TS 1 2 3 4 5 3 7 8 [
Candidate Profile Creation Persanal Data Education/Training Work Experience Qualifications. Preferences. Attachments Overview and Release

Congratulations! To save you time, we've created your Candidate Profile from your resume. Please review your Candidate Profile and Release it so we can consider you in our candidate searches.

Create Candidate Profile using your resume

D Would you like us to create a candidate profile from your resume?

e can automatically create your candidate profike from your resume. You will be able to review and confirm the information prior to it being used. Accepted resume formats include Word (.doc), Adobe (.pdf), Works, Microsoft Word for Mac, HTHL and

File: | | Browse...
[Upload |

Step two: Personal Data

Click on the “My Profile” tab if you are not already on the overview page and the “Applicant
Profile” will be now be displayed. Complete all the fields as you work your way through all
the steps as indicated in the table above to complete the application using the guide to help

you. (Remember you can proceed to any step by clicking on the relevant step button if you
so wish)
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Appiicant Profis Emmpioyment Coportunities

My Profile

1 2 ] 4

Personsl Daix Etuzation Training

Posaal Coo

Location
W axiinesz wouid you preter s 50 e 10 coniact you?
Fratemed Agorass.

Communioation Dats
Snm

iz

[

'WRICH Selepnone RUTIDEr WOUID JOU refer U 10 USE 0 CONtACt youT
Prefemeq Teiephone Numper.

Iniernet Referenoes.
Tipeof

/P asspon:

Fosasl Cooe

S 1

=z @&

Desorigcer: |

Once you have completed all the steps on the personal data page, click on the “Next Step”

tab to continue with the roadmap until complete. Note that all the steps marked with an

asterisk”*” are mandatory and have to be completed before navigating away from that

specific page.

Step three: Education and Training

The “Education and Training” step is now displayed. Click on the “Add” tab to complete this

section. A new window opens for you to add the new detail. Click “OK” once all the

mandatory fields are completed. Click on “Transfer” to save the information. Continue to

add for each new entry required.

Note that you can edit or delete information by clicking the relevant “Edit” or Delete” tab at

the bottom of the screen at any time!

Ammciumﬁle” Employment Opportunities | Interview Selection

Log off

| My Profile | Personal Seftings | Change User Name | Delete Registration | My nbox

My Profile

I» 1 2 B3 4

5 6 7

8

I»
Candidate Profile Creation

4 Previous step || Next Step b

Personal Data Education/Training Work Experience

Which courses of study have you completed?

List all fhe courses of study you have completed

Education/Training

Start Date ¥ | End Date Educational Institution Location

m No education/training maintained

Qualifications. Preferences Attachments

Country Education Level

Overview and Release

Grade

Highest Degree/Certificate
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Add Education

Educational Intitution: [

Start Date: 7] End Date: I3
Courtry: - Select -- -| Fegion;

Location: [ |

Education Type: - Select -- -| Ecucation Level: [-- Select -- -|
Field of Education: [-- Select -- -| Highest Degres/Certificate: |

Subject:

Grade:

Description:

(To be Completed should you wish to apply for & Full-Time Bursary])
Subject

I
I
I
[ ~] I
I
I
I
I

Achievement Level Percentage

Step four: Work Experience

The “Work Experience” step is now displayed. If you have any work experience, it needs to
be captured here. Click the “Add” tab to add each job you have had individually. Remember
to click on the “OK” tab in the new window to save the information you have entered.

Applicant Profile I/ Employment Opportunties |/ Interview Selection |

| My Profile | PersonalSeffings | Change UserName | Delete Registration | My inbox

My Profile

w— 1] 2 3 4 5 3 7 3 9 -4
Candidate Profile Creation Personal Data Education/Training Work Experience Qualifications Preferences Aftachments Overview and Release Comp
4 Previous step || Next Step
What is your previous work experience?
List all work relationships to date individually.
Work Experience
| StartDate = | EndCate Employer Location Country Job Title
Teraoka SA Trainee Scale Technician

I:‘ Teraoka SA, CH Cutting Services Operator
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Employet: | |
Mot under kotice: |
Start Date: | [T Encl Date: [T
Courtry: |-- Select -- v| Fedion:

Location: |

Inciuistry: |-- Select -- v| Functional Area: |-- Select -- -
Hierarchy Lewvel: |-- Select -- T|

Job Title: | |

Description:

Complete all the relevant fields and click on “Next Step” to proceed to the next roadmap
step.

Step five: Qualifications

The “Qualifications” step is now displayed. This is where you enter your competencies and
qualifications and rate (assess) the proficiency of each qualification added to your profile.
For example, if you select a Drivers Licence code EB from the list provided, you need to
select whether you are able to drive a vehicle or if you select a specific Degree, you need to
select the level of proficiency such as not rated, partially rated or complete etc.

Click on the “Add” tab to enter each of your qualifications. The scroll bar and tab buttons
will assist you in finding relevant qualifications. Remember to always click on the
“Proficiency” drop-down tab to inform us whether the qualification has been completed or
not.

Click on “OK” to save any new or changed information before clicking “Next Step” to
continue to the next roadmap step.

Step six: Preferences

The “Preferences” step is now displayed. This is where you indicate the type of job,
expectations and interests of the new job location etc. This means you can select the type of
job you would like to have by selecting the following:

o Type of Industry — selecting one of the Industries from the drop-down table.
e Functional Area — selecting e.g. Administration, Legal Services or Operations etc.
e Hierarchical Level — selecting e.g. Executive, Professional or Technical etc. and,
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e Desired Work Location — your preferred work location.

Applinaanmﬁler Employment Opportuntties | Interview Selection

‘ My Profile | Personal Settings | Change UserName | Delete Registration | My Inbox

My Profile
I» 1 2 3 4 5 6 7 k] —e
Candidate Profile Creation Personal Data Education/Training Work Experience Qualifications. Preferences ‘Attachments Overview and Release

4 Previous step || Next Step B

What interests, preferences, and expectations do you have?

Specify the expectations you have for a new work relationship You can also describe your preferences in your own words in addition to the predefined seloction options

iterest Grous:
Salary Expectations:

Contract Type Employment Fraction
Wilingness to Travet | 0% I —
Description:

' Employment Preferences | Desired Work Location

What kind of job would you like to have?

Industry Functional Area Hierarchy Level
Industry Functional Area Hierarchy Level
I3 The table does not contain any data [ The table dnes not contain anv data I3 The table does not contain an data

Click on the “Add” tab and enter the individual answers by selecting the appropriate
responses in the drop-down screens. Complete all the relevant information and click on the
“Next Step” tab to continue to the next roadmap step.

Step seven: Attachments

The “Attachments” step is now displayed. This is where your application is completed by
uploading any supporting documentation such as copies of your identification document
and qualifications etc. Click on the “Add” tab and browse your computer’s hard drive or
flash drive to identify the appropriate documents.

Applimanmﬁler Employment Opportunities ©  Interview Selection

| My Profile | Personal Settings | Change User Name | Delete Registration | My Inbox

My Profile
» 1 2 3 4 5 [ 7 8 — o
Candidate Profile Creation Personal Data Education/Training ‘Work Experience Qualifications Preferences Attachments Overview and Release

4 Previous step || Next Step b

Do you want to supplement your data by adding attachments?

You can attach electronically stored documents to supplement your data.

Attachments
Document Title Attachment Type Language
Resume Curriculum Vitas (CV) English
Add || Edit || Delete

Please note that only certain file-type formats will be accepted i.e. only documents with the
following extensions: doc; xlIs; pdf; jpg; rift; rtf and gif. No Power Point (ppt) documents will
be accepted. The document size may not exceed 3 megabytes per document and a
maximum of 20 attachments will be permitted.

Once you have found the documents on your hard drive or flash disk drive, “Open” and
enter the title of the document into the “document title” field and select the relevant values
from the drop down options as necessary. Note that each document needs to be uploaded
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separately. Click on the “Transfer” tab to save your attachments and complete your

application.

Click on the “Next Step” tab to continue to the next roadmap step.

Step eight: Overview and Release

The “Overview and Release” tab is now displayed.

If you wish your profile details to be searchable, you are required to release your profile to
enable the Transnet Recruitment Team to view your detail when searching the talent

warehouse.

Not releasing your profile i.e. keeping it in a “locked state” means that it will not be visible
to the Transnet Recruitment Team for job matching purposes, however, your profile will be

visible to Transnet to access your job application.

Applicant Profile ” Employment Opportunities |

Interview Selection

| My Profile

Personal Seftings Change User Name

Delete Registration

My Inbox

My Profile

—1

2

3 4 5 L] T 8

Candidate Profile Creation

4 Previous step Complete

Personal Data

Do you want to be considered for open job vacancies?

Education/Training

‘Work Experience Qualifications Preferences Aftachments Overview and Release

| want to release my profile in order to be considered for other employment opportunities as well
For this purpose, other recruiters can access my data in accordance with the data privacy statement.

Confirm that you accept our data privacy statement

Data Privacy Statement

‘We endeavour to ensure that the data you submit to us remains confidential and is used only for the purposes stated in the data privacy statement.

[#] ¥es, | have read the data privacy statement and | accept it

Personal Data

Form of Address
Mr

Academic Title 1
Date of birth
06.02.1985

Nationality
South African

Ethnic Origin
Coloured

Disability

Data Overview
The candidate's profile is locked.

First name
Anthony

Last name
Other

Sex
Male

ID Number
198502061113050

Work Permit

TRANSNET

Address

Mr Anthony Other
1

Main Road
CAPE TOWN
0001

SOUTH AFRICA

Review your information and once you are happy with what was captured, click on the

“Complete” tab to complete the process. A confirmation message and window will be
displayed that shows your applicant profile was locked successfully.

28




TRANSNET

SAP HCM e-Recruiting External Applicant Guide 'r

Amﬂﬁmﬂl’mﬁle" Employment Opportunities ©  Interview Selection

| My Profile | Personal Settings | Change User Name | Delete Registration = My Inbox

My Profile

» 1 2 2 4 5 6 7 8 9

-4
Preferences Attachments Dverview and Release Completed

Your candidate profie was released successfully.

Note that if you do not complete this step, your profile will remain in “draft” format when
you view it in “My Applications” and will not be accessible to Transnet Recruitment
Specialists to view and process you application appropriately.

Browsing/Searching for Vacant Positions
Should you wish to search for vacancies at Transnet, click on the “Careers” link on the
Transnet Website (www.Transnet.net) and the Careers page will be displayed.

Click on the “Employment Opportunities” tab and the “Job Search” page will be displayed.

Applicant Profile Employment Opportunities |
| Job Search | Application via Reference Code | Fawvourites | My Applications | Job Alerts
Job Search

Are you looking for an interesting new job?
We are constantly looking for talented and motivated new employees who can contribute to the success of our company. Take a look at our employment opportunities!
“ou can restrict the search result by specifying search criteria

|_ Start | | Reset | | Save Search Query | | Delete Search Query | | Save as Job Alert

You can save your search criteria for later reuse

Full Text Search
Keywords: [

Search Method: [With at least one of the words -

Search Criteria for Employment Opportunities
Functional Area: <Al

00

Administration

Artz & Culture
Auxiliary

Business Integration

b

Country: <Al
South Africa
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Contract Type: Al

b]

Bursar
Non-Permanent
Permanent

Trainee

Hierarchy Level: Al

Executive

Widdle Management
Professional / Specialist

[ [ Dl

Semi-skiled

Search Method
(#) All search criteria must be filled

() At least one search criterion must be filed

General Search Settings

|_ Start | | Reszet | | Save Search Query | | Delete Search Query | | Sawve as Job Alert

Click on “Start” to commence the search for all jobs posted within Transnet without filtering
criteria. Alternatively, use the appropriate filters i.e. Functional Area, Contract Type and
Hierarchical Level etc.to refine your job search. The Job Search Hit-List results will be
displayed.

Loq off
Applicant Profile " Employment Opportunities
‘ Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts
Job Search

Are you looking for an interesting new job?

Here you can submit an application directly for an employment apportunity. Choose "Apply” to start the application wizard

Choose "Create Favorite” to add the job posting to your list of favorites.
You can also change your entry and restart the search

A Return to Search

Search Criteria =

The search was not restricted

Search Result: 33 Hits
Operational Diivision Position Text Job Text Reference Code Location Grade Level Closing Date E

|:| Transnet NPA Graduate - in - Training: ICT (NMB Ports) GIT ICT Management 10153125 Port Elizabeth G 26.07.2014
|:| Transnet Enginesring Snr Training Officer (Electrical Fitter) KDS EXT Training & Development (Education Incl.) 30001460 Koedoespoort G 25072014
D Transnet NPA Contract Project Manager x2- Fixed Term Contract Nggura Civil Engineering 10153127 Nogura F 28072014
D TPT POD Corporate H/O Mational Planning Manager Operational Planning And Control 20000791 Durban E 22.07.2014
D Transnet Freight Rail Eng Technician Elecirical (Light And Heavy Current) 50004537 Empangeni e} 25.07.2014
l:‘ Transnet Freight Rail Consuttant Risk Management 50004805 Ladysmith F 25.07.2014
’_| Transnet Freight Rail Sor Investigation O fficer Security & Emergency Services 50004524 Newcastle H1X 25.07.2014

Click on the “Job Posting” hyperlink that you are interested in for further details pertaining
to the job or jobs searched for. Note that this page can always be printed by clicking on the
“Print Preview”, “File”, “Print” tab and then Click on the “ Close” tab.
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Graduate - in - Training: ICT (NMB Ports)
“ou can apply for the selected job posting or go back to the search results.

TRANSNET

W,

This advert is open for application by external applicants.

Equity Statement :Preference will be given to suitably qualified Applicants who are members of the
designated groups in line with the Employment Equity Plan and Targets of the Organisation/Operating
Division.

Applicants that are interested in applying for any of the advertised positions must apply by registering on the Careers section
of the Transnet Internet. Please take care in completing all required details on the profile, and then apply for the position.

Alternative Application Methods: (Completed Curriculum Vitae to be submitted)

Should you wish to refine or extend the search criteria, click “Return” and continue as
above?

31




TRANSNET

SAP HCM e-Recruiting External Applicant Guide 'r

Online Application for a Vacancy
Click on the “Employment Opportunities” tab to activate the job search window

Click the “Start” tab to continue. The Employment Opportunities search criteria window is
now displayed.

Applicant Profile Employment Opportunities
| Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts
Job Search

Are you looking for an interesting new job?
We are constantly looking for talented and motivated new employees who can contribute to the success of our company. Take a look at our employment opportunities!
You can restrict the search result by specifying search criteria

|_ Start | | Reset | | Save Search Query | | Delete Search Query | | Save as Job Alert

You can save your search criteria for later reuse

Full Text Search
Keywords: |

Search Method: [With at least one of the words -

Search Criteria for Employment Opportunities
Functional Area: A

(0]

Administration

Arts & Culture
Auxiliary

Business Integration

e

Country: Ty
South Africa

Contract Type: <Al

L]

Bursar
Non-Permanent
Permanent
Trainee

Hierarchy Level: Al

Executive

Middle Management
Professional / Specialist
Semi-skiled

[ [ Pl

Search Method
(=) All search criteria must be filled
() At least one search criterion must be filled

General Search Settings

|_ Start | | Rezet | | Save Search Query | | Delete Search Query | | Save as Job Alert

Click on the relevant job posting link to display it. The “Overview Job Posting” window is
now displayed
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Graduate - in - Training: ICT (NMB Ports)
“ou can apply for the selected job posting or go back to the search results.

TRANSNET

W,

This advert is open for application by external applicants.

Equity Statement :Preference will be given to suitably qualified Applicants who are members of the
designated groups in line with the Employment Equity Plan and Targets of the Organisation/Operating
Division.

Applicants that are interested in applying for any of the advertised positions must apply by registering on the Careers section
of the Transnet Internet. Please take care in completing all required details on the profile, and then apply for the position.

Alternative Application Methods: (Completed Curriculum Vitae to be submitted)

Click “Apply” and the Application Wizard” widow will be displayed.

Application Wizard
Welcome, Mr Anthony Other

Would you like to apply for another employment opportunity? You can also use for this application the resume information that you entered for the previous application
Continue with the application wizard to check your resume again or add further details.

Click on the “Display Job Posting” link to display the detail of the position advertised.

TRANSNETI

W,

This advert is open for application by external applicants.

Equity Statement :Preference will be given to suitably qualified Applicants who are members of the

designated groups in line with the Employment Equity Plan and Targets of the Organisation/Operating
Division.

Applicants that are interested in applying for any of the advertised positions must apply by registering on the Careers section
of the Transnet Internet. Please take care in completing all required details on the profile, and then apply for the position.

Alternative Application Methods: (Completed Curriculum Vitae to be submitted)

Click on “Continue” tab to start the application wizard for the relevant window to be
displayed.
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Close
Application Wizard Display Job Posting "SAP PA specialist’
1 2 3 4 5 5 7 ] 9 [

I»

Candidate Profile Creation Personal Data Education/Training Work Experience Preferences Attachments Quaiifications. Cover Letter Send Application

Create Candidate Profile using your resume

D Would you like us to create a candidate profile from your resume?
We can autematically create your candidate profile from your resume. You willbe able to review and confirm the infermation prior to it being used. Accepted resume formats include Word (.doc), Adobe (pdf), Works, Microseft Word for Wa, HTHL and
more.

Fie: | || Browse.. |

Should you wish to update your application or to upload an updated CV before you submit it
for the position to be applied for, do so by working your way through the relevant steps of
the wizard until all the required steps have been completed?

Where you are required to complete a questionnaire, click on the “Questionnaire” tab and
the Questionnaire screen will be displayed.

¢ Favorites | (@ Application Wizard v B v ) @ v Pagev Safetyr Tools+ (]
Application Wizard Display Job Posting "General Wanager: HR TRE"
" 1 2 3 4 5 6 7 ) 9 JE—
Personal Data Education/Training Work Experience Preferences Attachments Qualifications. Questionnaire Cover Letter Complete Application

4 Previous step | [ Next Step b

Before you submit an application, answer the folowing questions: You can change the information in the questionnaire at any fime until you submit your application

/' General Manager HR |

Reset

Please answer the folowing 3 questions:

Do you have a Human Diplor oran eq

) Not Specified
No
O Yes

Do you have 10 years senior management experiance? =

~) Not Specified
No
D Yes

How do you rate your personal competency in the following two fields: Resilience and Empathy? *

Reset

Read through the questions and answer those relevant to the job you are applying for. You
can click on the “Reset” tab at any time to clear the questionnaire if you wish to re-enter
responses. Note that an asterisk”*” denotes a mandatory question which must be
completed, failing which you will not be able to submit your application.

If you wish to submit your application at a later stage, or if you require additional
information to be added before submission, just click on the “Close” tab. The system wiill
give you a warning and you can click on “Yes” to proceed or “No” to cancel. Your application
will them be saved and can be accessed again later.

The “Complete Application” step is now displayed.
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Application Wizard

5 6 7 8

sy
Display Job Posting "SAP PA specialist”

= L2

» 1 2 3 4
Education/Training Work Experience

Candidate Profile Creation Personal Data

4 Previous step

You can now submit your application.

| want to release my profile in order to be considered for other employment opportunities as well
For this purpose, other recruiters can access my data in accordance with the data privacy statement.

Yes, |have read the data privacy statement and | accept it Data Privacy Statement

Send Application Now

Quali i Cover Letter

Send Application

Data Overview

Personal Data

Form of Address First name

An

TRANSNEI

r

Click the “Privacy Statement” tab to display and familiarise yourself with the Transnet
Privacy Statement. The approval for the profile to be released “Check Box” button is

selected as the default.

When you are satisfied that your application has been correctly completed, click on the
“Send Application Now” tab to complete the transaction. Note that if you do not select the
check box for releasing the profile, the system will give you a warning message.

4

Do wou want to release your profile in order to be considered
far ather employmert opportunities?

You have the option of submitting your application and
releasing your profile at the same time . Atternatively, you can
submit your application without releasing your profile.

| Felease and Submit | | Subrmit Without Release |

Proceed by clicking on the “OK” tab or on the “Cancel” tab to change any information.
However, once you have clicked on the “OK” tab, the “Application Wizard” window will be

displayed.

A message will be displayed confirming that your application has been successfully sent.
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Application Wizard Display Job Posting "SAP PA specialist’
I» 10 -1

Completed

“Your application was sent

Thank you for applying for one of our job postings.

We are checking the information in your application and will be in touch with you soon
*You can now close the window

Click on the “Close” tab to close the window and return to the “Job Posting” screen again.

Please note that if you do not see the “Application Wizard” screen, this means that your
application was not correctly completed and will not be available for the Transnet
Recruitment Specialists to access for processing.

When your application was successfully processed, you will receive a confirmation of receipt
to your email address.

MIr Anthoroy Other
1

Lilain Foad

CAPE TOWL
ooo1

S0OUTH AFEIC A

Drate: 08 Felruary 2013
D ear Wr Anthorey Other,

RE: Application -
We appreciate your interest in Transnet 300 Ltd,, wour application for the position, has been
received.

Y oy anigue apglicati on mumber iz SO081511.

To erueuire abowt your application statius please contact the Transnet Emplosree Interact on Centre
(EIC) en 011 774 1502,

Thatd wou for wowr interest shown in ow compatey.

Vo g sitcerely,

Recruiiment Team
Tratenet30C Lid
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The “Job Search” window is now displayed and if you have applied for more than one job,
you can click on the “My Applications” tab and the window displayed will reflect the
application status for each job you have applied for.

Applicant Profile Employmemoppormniﬁesf Interview: Selection

‘ Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts

Job Search

& The information is displayed in a new window. If the display of additional windows is currently suppressed by a pop-up blocker, you must first deactivate this setting.

Are you looking for an interesting new job?

Here you can submit an application directly for an employment opportunity. Choose "Apply” to start the application wizard.
Choose "Create Favarite” to add the job posting to your list of favorites

You can also change your entry and restart the search

4 Return to Search

Search Criteria

The search was not restricted

Search Result: 2 Hits

Operational Diivision Position Text Job Text Reference Code Location Grade Level Closing Date
l:‘ Transnet Group Services Appointment Administration: 60000124 Johannesburg F 23.07.2014
|_‘ Transnet Capital Projects SAP PA specialist Executives 70000008 Belville 16.08.2014

[Add Favourite | [ Save Search Query | [ Tell a Friend |

Deleting/Withdrawing an Application
Once logged into the system in the Applicant Cockpit, the “My Profile” overview screen is
displayed.

Click on the “Employment Opportunities” tab and the “Job Search” tab will be displayed.

Click on the “My Applications” link and the window will be displayed.

Applicant Profile Employment Opportunities |

| Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts

My Applications

Do you want to call an overview of your applications up to now?

These are your previous applications You can check the status of applicatiens, and withdraw or delete applications

Number of Applications: 3

Job Posting Application from Status
l:‘ RefCodeAD036 08.02.2013 In Process
| | Refcogesoozt Draft
|| Refcodeannan Draft

Click to select the “Job Posting” selection box button to highlight the application you would
like to delete or withdraw.
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Applicant Profile Employment Opportunities

| Job Search | Application via Reference Code | Favourtes | My Applications | Job Alerts

My Applications

Do you want to call an overview of your applications up to now?

These are your previeus applications “ou can check the status of applications, and withdraw or delete applications

Number of Applications: 3

Job Posting Application from Status

| | Befcodeaonas 08.022013 In Process
|| Refcodesnoat

Draft
| | Refcogeanoan

Draft

[ continue/Display A ] [D aw

Click on the “Delete/Withdraw” tab to withdraw the application and the “Withdraw
Application” dialog box will be displayed.

Delete Application 0 =

Do you wwant to cancel this
application? Mote that ou will
alzo delete the azzociated
completed guestionnaire and the
application cover letter.

It yiou wwant to submit an

application again, you must erter
thiz data again

Do wou really want to delete this
application permanently?

[es [[Mo ]

Note, if you selected a job posting with the status “Draft”, the system will allow you to
delete the complete application after you have clicked “Yes” in the dialog box. Note one of
the draft applications has been removed.

Applicant Prefile ~ Employment Opportunities

| Job Search | Application via Reference Code | Favourites |~ My Applications | Job Aleris

My Applications

Do you want to call an overview of your applications up to now?

These are your previous applications You can check the status of applications, and withdraw or delete applications

Humber of Applications: 2

Job Posting Application from Status
| | etcoseannzs 08.022013 In Process

|| Retcodeannan Draft

Where your application was already submitted with the status reflecting “In Process”, the
system automatically opens the “Withdraw Application” screen where after you must click
the “Yes” tab since any submitted application cannot be deleted — only withdrawn.
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Withdraw Application

Do you reslly want to withiceswy

@ vour application?

Click “Yes” to continue and a message confirming that your application has been withdrawn
for a selected job will be displayed. You will also receive a notification confirming your
application has been withdrawn.

Applicant Profile Employment Opportunities |

| Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts

My Applications

Do you want to call an overview of your applications up to now?

These are your previcus applications You can check the status of applications, and withdraw or delete applications

Number of Applications: 2

Job Posting Applicatien from Status
|| mefcoseasoss 08.02.2013 Withdrawn
|| Refcoveaposn Draft

y Application | [ Delete/Withdrav

You will note that the status of your application has now been changed to “withdrawn”.
Where the status was in “Draft”, the entry will be completely deleted and will not be
displayed for viewing on the list.

Online Display of Status of Applicant Information
When accessing the “My Applications” link, you can view all your applications you have
started to create or have already sent for processing.

To view your applications sent, click on the “My Applications” link in the “Overview” tab.

Applicant Profle  ~ Employment Opportunities

‘ Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts

My Applications

Do you want to call an overview of your applications up to now?

These are your previcus applications You can check the status of applications, and withdraw or delete applications

Number of Applications: 2

Job Posting Application from Status

| | Refcodeaonas 08.02.2012 Witndrawn
RefCodeA0040 Draft

[ Display Application | [ D a
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All The applications you have submitted are displayed.

Highlight the application you wish to display by clicking on the tab next to the application.

Applicant Profie  © Employment Opportunities

‘ Job Search | Application via Reference Code | Favourites | My Applications | Job Alerts

My Applications

Do you want to call an overview of your applications up to now?

These are your previcus applications You can check the status of applications, and withdraw or delete applications

Number of Applications: 2

Job Posting Application from Status
RefCodeADD3E 08.02.2013 Withdrawn
RefCodeA0040 Draft

\ Continue/Display Application | \ Delete/Withdraw |

Click on the “Continue/Display Application” tab to continue. Depending on the different
statuses of your application, different screens will be displayed to continue with your work.

For applications in “Draft” format, the application wizard will appear enabling you to
continue working on your existing incomplete job application.

For applications with other statuses such as “In Process”, “To be hired”, “Not selected” or
“Withdrawn”, an overview page will appear.
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Application Wizard

Welcome, Mr Anthony Other

We have already received an application from you for this employment oppertunity You can view your application cover letter again here

Job Posting: Dizplay Job Posting "RefCodeA0035
Application from: 08.02.2013
Status: Withdrawn

Caover Letter:

Application Source Type:
Application Source:

Other Information:

All questionnaires of the application
Questionnaire Completed On
|I| The table does not contain any data

When complete, click on the “Close” tab to close the window.

Please note that one cannot submit an application twice!

Telephonic Status Follow-up on Application Progress

Transnet has a facility called the Employee Interaction Centre (EIC) which is an unmanned
call centre which is available to external Applicants once they have registered and applied
for vacancies online to follow-up on the progress on their specific applications made by
using the unique Application Reference Number provided.

The EIC Call Centre telephone number is Tel: 011 774 1502.

When you apply for a vacancy, you will receive an email or an SMS with your unique
Application Reference Number - e.g.”50081511".

Once the EIC Call Centre number is dialled, listen carefully and follow the voice prompts and
capturing the correct information and unique reference number requested to confirm the
status of your application.
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Maintaining Personal Settings
Open the “Applicant Profile” window. On the “Overview” window, Click on the “Personal

Settings” link and the window will be displayed under the “Applicant Profile”.

 AppBoantProms  Seimopmert DosteumTes
| MyProfls  Pamonel Samings Change User Mame  Daiete Ragisration
My Profile
»—m——m o m ) —
Farsonal Duts Education/Training Work Expariance Cusificaions: Frataanes Asacrmens Comniay mrd Raisae
| § Previous oD ||Nu:5'.\ep ¥ |
What Is. your parsonal data and how can we contsod pour?
Form of Adrass: =]
T [ E=em— ol
Firs: Bimme [y | Sacond e [P ]
_mt Bae < [Ermer |
== ek -
ome ot s
Sz Srgee Do 1EEE0T0E 1113050
Dasaciiey: [ = Parei: I
sty S Adrizan =
Parmansni Residenos
Srestoms Mumer I
STestHouse Numiper - [Main Reoaa
L= |Securh Arrica | Ragiom [Weazserm Cane -]
L cecaftion: [Cape Towm ] Fosial Code [ ]
Tammparary Fossldenos
SrestHouse Mumier |
SrestHouse Nurier I |
Ty [ See=— =] R [ |
Loocamion | ] Fosisl Come | ]
Whikch adidress: would yow preder us: 5o use o contect you®
Sradamad Addnass [Permenent Residence |
Coomnunioadion Cads
Efami [ercmreroz 3 @gmallcom |
Eriane ] Susiness:
Mol [o71o0s00s0 ]
“inilci sxlapminormes reainer wouldl POl pradar U 90 L 90 CONRECT youT
Fretemed Teleghome Mumper: [Mosle =
Inderned Rafizrancss
Tyoe o rares Rateranze. T SRED- - Lirkc = [==)
Descripion:
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Click on the “Date Format” drop-down list tab to select your preferred “Date Format”.

Applicant Profile I’ Employment Opportunities

| My Profile | Personal Settings | Change User Name | Delete Registration

Personal Settings

Would you like to tailor your pages to suit your personal requirements?

Basic Settings

Specify the formats in which numbers and date information iz displayed Note that these settings do not take effect until you log on again

Date Format: [DD. MM Y -|
Diecimal Notation: 1.23456788 -

General Settings

Data overviews can be displayed in HTML format or in Adobe Portable Document Format (PDF) To be able to display the information in PDF format, Adobe Acrobat Reader must be installed
The preferred language specifies the language in which you want to receive and send your correspondence.

Display Format for Data Overviews:
Preferred Language:

You can also change the “Decimal Notation” should you wish to do so, by clicking on
“Decimal Notation” drop-down list.

Note that English will be the official language in which we will correspond with regarding
your submitted application.

Once the “Save” tab has been clicked, your information will be saved. The “Personal
Settings” window will be displayed again and a message indicating that the data has been
successfully updated which will reflect the next time you access the system.

Applicant Profile |’ Employment Opportunities

| My Profile | Personal Settings | Change User Name | Delete Registration

Personal Settings

Data saved successfully

Would you like to tailor your pages to suit your personal requirements?

Basic Settings

Specify the formats in which numbers and date information is displayed Note that these settings do not take effect until you log on again

Date Format: [ rvmmmoo -|
Decimal Notation: 123456783

General Settings

Data overviews can be displayed in HTML format or in Adobe Portable Document Format (PDF) To be able to display the information in PDF format, Adobe Acrobat Reader must be installed
The preferred language specifies the language in which you want to receive and =end your correspondence.

Display Format for Data Overviews:
Preferred Language:
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Changing Username
To change your Username, open the “Overview” window.

|_H5|Pml'- Personzl Sefings ~ CrengeUserName | Deleie Reglstration

My Profile
=g g g Frl =g Fel =l .
—1] 2] L] L4 2] L] L7 : .

Personal Data  EducatonTralhg  WorkSperkence  Cualfiostons  Preferences  Amsomments  Ovendewand Relesse Compiiec
[4 Prevous 120 || Measen »]

Vithat Is your personal dats and how can we contact you?

Fiomm of Address [mar -|

TRi: |— 5222 - |

First Name: [Anmwoey | Sacond Name (Ml

Last Name: * [cmer |

Zender [mizie |

Date of BIfT [sasomoe

Efmik: Origi ID/Passport
DisaliRy: [ -| Pemi [

MatloriRy: South Alriean -

Parmansnt Residancs
StrestHouse Numser: [1 |

StrestHouse Numioer ] |
Courtry: [oum Atz -| Roegion: |Westem Cape -|
Location [Came Town | Postal Cooe [00m |

Temporary Residancs
StrectHouse Number:
SrestHouse NUTDST

[
[

Courtry: [—=ziee— -| Foegion [ |
[

Location | Postal Cooe [ |
W a0dness would you preter us B0 use o contact you?

Preferned Address |[Permanent Residence -|

Communication Data

E-palt = [nomenz13@gmallcom

Eriae [ Bushess

Wl [ 0710030050

|
|
|
Wiikch telepinons FRTIDET woulkd you prefer s i use B0 contat you?
Preferred Teleonone Numoer: [ kool -|

Click on the “Change Username” tab to open the window under “Applicant Profile”
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Applicant Profile ” Employment Opportunities

‘ My Profile | Perscnal Settings | Change User Name | Delete Registration

Change User Name

Do you want to change your user name?

Enter your new user name and save your entries “our current user name is then no longer valid Enter the new user name the next time you log on

User Name: AN OTHER

Enter your new Username in the space provided and click “Save” to save your change. Note
that the next time you log onto the system, you must use this new Username failing which it
will disallow you to continue.

Recommendation of Job Posting (Tell-a-Friend)

Should you wish to inform other people, family or friends whom you believe might be
interested in the job advertised in the job search, this process can be followed. The recipient
will receive an email containing the link to that relevant job posting which they can display
by clicking on the link and then follow due process to apply online if they are interested and
meet the requirements of the job in question.
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Click on the “Employment Opportunities” tab to display the job search window.

 rcovcments | Employment Coportumies |

| Job dasroh Appilicanion vis Referanoe Coge Fanoirnes My Appilications Join Adars

Job Search

Ara pou aoking for an indsrasiing new |ob?

Yo Can resTict The Seanch nesult by Speciying seanch aierls

|_'5'ﬂ'- | [ Feset | [ Seme Seanch Query | [ Deiete Search Sueny | [ S o Joio Aleri |

iow oan save pour search orfisris for ladsr reuss

= g |'\: SEAMCN QIS Samed —

e ane commtanly hooking for Sslantan amd mosivanen mew amplopess wiho can conTite 50 T succase of cur company. Take & ook &t sur amplopmant ooporunites !

Sampc Pl |'N|‘h.!'.bﬂ.'.ﬂ'l&ﬂ11‘lem -

‘Eaanoh O rifle i for Employmmand Opporiunie s

FunicTional Arss: Al
AgeninisTation

Ars & Culure
Aurciilary

S inass rnagracion
Business STategy

Cmmmm

CounTy Al
S Africa

Corfrac: Type: <A

Mor-Panmanen

Tralnes

Hizranchy Lewel Al

Exsoutie

e Maragemiens
Professional | Spaclalist
Samil-siillan

Sarbor Managemer

PR T

[ ¥[fle

|4

Eaaron Meinad
(%) AN mamrcin criveris Pt e fille

AZ l2as? onE BEarch oriarion mass e ke

Click on the “Start” tab to continue.
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Click on the relevant “Job Posting” link to select it and the Job Posting window will be

displayed.
Applicant Profile Employment Opportunities
Job Search  Application via Reference Code | Favourites | My Applications | Job Alerts
Job Search

Are you looking for an interesting new job?

Here you can submit an application directly for an employment opportunity. Choose "Apply” to start the application wizard.
Choose "Create Favorite” to add the job posting to your list of favorites

You can also change your entry and restart the search

4 Return to Search

Search Criteria

Search Criteria for Employment Opportunities
Functional Area: Administration OR Business Strategy OR Finance OR Human Resources OR Support

Search Result: 5 Hits

Job Posting Functional Area Country Employment Start Date Published Favourate Application from
|—| Bursar Human Resources 2013/02/12 O
|:| Information Analyst Human Resources 2013/04/01 2013/02/12 I
|_| Snr Admin Assistant Support 2013/03/01 2013/02/12 O
l:‘ PerfTest101 Administration 2013/01/24 2013/01/24 O

View the Job Posting and decide whether it would be of interest to another
party/acquaintance.

If the decision is to inform another party about the employment opportunity, click on the
“Tell-a-Friend” tab at the bottom-left of the screen and the “Tell-a-Friend” screen will be
displayed in a new window.

Tell a Friend

Uze thiz aption to forward interesting employment opportunities to friends and family.

Specity the name and the e-mail addres= of the recipient. You can alzo add a personal comment and enter your sender
information.

The recipient receives your meszage by mail together with & link to the employment opportunity.

First Name of Recipisnt: |
Last Name of Recipient: * | |
E-Mail &ddress of Recipient. * |

Message:
Firzt Mame of Sender: Anthony
Last Mame of Sender: Cither

[ Copy ta My E-Mail &ddress

| Send || Reset || Cloze |
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There are two options to tell-a friend, namely;

U You can copy the link of the job posting from the “Tell-a Friend” window to your
local email programme, or

U You can open the local email programme automatically by clicking on the
corresponding link “Forward Employment Opportunity via Email” on the “Tell-a-
Friend” view.

Add any additional information to the email with the link to the employment opportunity
and then send the message to the recipient.

Your friend will receive an email with the appropriate link to the relevant job posting which
could be used to look at the job posting and apply if interested in the position advertised.

Notification of Relevant Employment Opportunities

This process can be used to receive information regularly and automatically regarding
employment opportunities that meet the search requirements as defined by you. This could
also include criteria for new work relationships defined in your Applicant Profile.

Click on the “Job Alerts” tab to view the job Alerts window.

Applicant Profile Employment Opportunities

Job Search Application via Reference Code Favourites My Applications Job Alerts

Job Alerts

Would you like to receive notifications about interesting job postings?

Here, you see the job alerts that you created =0 you can receive notifications about interesting job postings.

Job Alerts
Name of Job Alert Job Alert Frequency Status
|1| The table does not contain any data
Add || Edit || Delete

[] Motify me by e-mail if the requirements in a job posting match the information in my profile.

Select the check Box for receiving emails to allow the system to search and suggest jobs to
notify you via your listed email in instances where it finds jobs that might be suitable for you
based on your profile.
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Click on the “Add” tab to create a new job alert and the Job Search view screen is displayed.

Amglica Frofie | Emplopment Opportunies |

|.uua=uu Agpilication wis Referamcs Coge | Fawourtes My Applications  Job Alsrds

Job Search

Aure you keoking for an inderesiing new |obF
Ve ane constantly booking for talened and mothaned new employees: wino Can ConTimne to e Sucoess of cur compeny. Tiaks & ook &t oo employment cpporaniles !
¥0il (A MeSTCT e S nesult by speciying Seanch el

[i 555 | [Reset] [Sove Seonch ey | [ Doiziz Soarch oy | [[Sove o Job Agess | [ 1Bk fo Dwenview of .o Ageriss |

WO o SV Pour Seanod crierls for Ladsr reuss

Sampoin S 0 SEENTH QUAT) ST

Smarc Banod [Vt et o o e WO -

‘Bamroh Crilsris for Employmant Opporiuntie s
Funsional Ares AIE =~
AnmirisTaTion

Ars & Culure
Awrclilary

Business imegration
ELEInass STANATy

Fad TN
STy <Al -
S Adrica

Comract T ey s

Hierarciy Lsssl: AIE

K

|4

t_ﬂlmhlllmd
£=) AJl saanch crberis mss e fillad

L0 A s one seanch oriferion mess e il

Define your search criteria using Keywords, Functional Area, Contract Type, Hierarchical
level etc. and click on the “Save as Job Alert” tab which will open the” Save as Job Alert”
window.
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Save as Job Alert

To overyyrite a job alert, select it in the takle and then save it.

Enter a unique name for the job alert.

Mame of Job Alert * | |

Freguency: Weekly -
Active:

Saved Job Alerts
Mame of Job Agent
@ The table does not contain any data

Assign a name and define the frequency which the job agent must be run.
Activate the job agent and save your selection by clicking on the “Save” tab.

The system will display the list of all job alerts already defined including the new ones
created. Note that the frequency can be changed at any time.

Applicant Profie " Employment Opportunities

Log off

| Job Search | Application via Reference Code | Favourites | My Appiications | Job Alerts

Job Alerts

Would you like to receive notifications about interesting job postings?

Here, you see the job alerts that you Created S0 YoU can receive notifications about interesting job postings.

Job Alerts
Name of Job Alert Job Alert Frequency Status
|| wyios Weekly - Adtive v

[] Notify me by e-mail if the requirements in a job posting match the information in my profile

Log off if applicable and the system will confirm that you have successfully logged off.

You were logged off successfully.
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