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1.

First time login

This is the first screen you see immediately when you open Permis Version 3
website. You use this screen for the first time you login to the application.
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Access to Permis Version 3 will require the user to login for user authentication.
Only the users on the PERSAL database will have access to the system.
Permis Version 3 has strict password requirements in order to protect your
performance management information. In order to access PERMIS Version 3 for
the first time, you will be required to follow these steps:
1. The first thing you need to have is a valid PERSAL number. As a first time user,
you will be required to enter your PERSAL number in the “Username” text box
[2]
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2. Then enter your PERSAL number again in the “Password” text box. Now drag
your mouse pointer and click on the “Login” button [3]. This procedure will
allow you to successfully log into PERMIS Version 3 for the first time. After
successful logging-in to PERMIS Version 3, you will be required to change your
password. By changing your password you will be ensuring that unauthorised
users cannot gain access to your information stored on PERMIS Version 3
(Please ensure a 100% indication)
LOGIN PAGE FUNCTION TABLE
Nr

Description/Functionality

1

Western Cape Government logo

2

This is where you capture your username and your password

3

Login button

4

In case you forgot your password, you click this button, then the screen which
allows you to change your password will pop-up

5

Links that (if clicked) open the relevant pages

6

You will click the link if you want to contact PERMIS administrators about any
query concerning the application, the relevant screen with the list of PERMIS
administrators and their contact details will appear
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In order to proceed further on PERMIS version 3 you will be required to change
your password. To do this you need to:
1. Begin by typing your old password, (i.e your persal number) in the text box
titled “Enter Old Password”
2. Now type in your new password in the text box titled “Enter New Password”.
3. As part of the improved security requirements on PERMIS Version 3 your new
password has to have a combination of letters (both Capital and in standard
format), numbers, and special characters
4. You will note that there is a coloured rectangular box titled “Score”. The
colours range from yellow to green. These colours ranges indicate the
strength of your password. Your password needs to be “Very Strong” in order
to be accepted by PERMIS Version 3 (Ensure reading is on 100%, to ensure
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you would not be required to change your password very soon after you
have chosen it).
5. PERMIS Version 3 will now require you to validate your new password by you
having to re-enter you new password in the text box titled ”Re-enter
Password”
6. Once you have re-entered your new password, you are to select your
security question
7. After selection of your security question, provide the answer to the question
8. Once you have entered your answer to the security question, click on the
“Submit” button to save your new password
9. PERMIS Version 3 will now redirect you to the login screen where you can now
log in, using your new password
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2.

Forgot Password?

In the case where you have not selected your security question on PERMIS 3 yet
If for any reason you have forgotten your password, please e-mail your name,
persal number as well as telephone number to the following address:
hr callcentre@westerncape.gov.za or telephone: 021 483 6799

In the case where you have selected your security question on PERMIS 3
1. If for any reason you have forgotten your password, enter your PERSAL
number in the “Username” text box [2]
2. Then enter your PERSAL number again in the “Password” text box. Now drag
your mouse pointer and click on the “Login” button [3]
3. You are now requested to supply the answer to your security question in the
“Answer” text box [1]
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4.

Home Page

This is the screen where you will either select an option to create the new PA or
you will transfer data from the previous cycle’s PA.
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Historical Performance Agreements
PERMIS Version 3 has a Search function. This is useful should you wish to find a
specific Performance Agreement. To do this, you:
1. Drag your mouse pointer to the “Search” button
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2. Now enter the specific Performance agreement information that you
for, by typing in your specified search field

look

You can also search for historical Performance Agreements that were compiled
on previous PERMIS Versions.
To do this:
1. Drag your mouse pointer onto the “Rows” drop down box [2], which will
display the number of Performance Agreements that you had compiled on
PERMIS
2. PERMIS will now display details of the number of Performance Agreements
rows that you selected.
Each row will have information on the
“Organisation”, “Component”, Cycle”, “Salary level” and “Start Date
“regarding each individual Performance Agreement previously selected
from the “Rows” drop down menu
3. To view the detailed version of each Performance Agreement listed on the
“History of Agreement for:” page, drag the mouse pointer to the specific
Performance Agreement that you want to view and click on the “View
Agreement” button [3].
4. PERMIS Version 3 will now generate a pdf version of the Performance
Agreement that you selected
5. Each row on [3] is representing your PA and you can click on the relevant row
to view
New Performance Agreements and transfer Performance Agreements
The first step in drafting a new Performance Agreement is to;
1. Drag your mouse pointer to the “Create New Agreement” on the bottom left
hand side of the “Home” page
2. Now click on the “New” button [4]
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3. To complete the transaction - drag your mouse pointer to the bottom Right
Hand side of the page where it says” Process Request”.
4. Click on the “Submit” button [7] to access the New Performance Agreement
page
You can also use transfer options [5] and [6] to transfer data from your previous
PA cycle or to transfer your PA from Permis Version 2.
Note: The top part of the screen which is labeled History of Performance
Agreement for: <<Employee Name>> will not be displayed for the first time user,
because that user will not have had a previous Performance Agreement.
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4.

Complete Employment Details

You verify your personal and employment details on this screen and you also
capture your job purpose and job description.
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1. Select the “New” button on the “Create New Agreement” function
2. The screen will now appear that will allow you to capture your Performance
Agreement
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Note: The fields marked with a red asterisk are compulsory.
PERFORMANCE AGREEMENT CAPTURING PAGE FUNCTIONAL TABLE
Nr

Description/Functionality

1

Your personal and employment details as they are on PERSAL

2

This is where you select your supervisor by clicking the button labeled supervisor
The screen that allows you to capture supervisor’s PERSAL Number will appear

3

The guide that tells you which area of the application you are currently viewing
will turn yellow

4

Brief explanation on what to do on the screen that you are currently viewing

5

Left menu where you select the desired screen to work on

6

This is where you capture your job purpose

7

This is where you capture your job function

8

This is a dashboard that shows you the progress of Key Result Areas,
Measurable Outputs
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5.

Select the supervisor(s)

This is the screen where you select your supervisor(s) so as to attach their details
to your PA:

PERMIS Version 3 allows you to select more than one supervisor. In order for
PERMIS Version 3 to allow you to select a supervisor or supervisors you need to
have their PERSAL Number(s).
1. Enter your Supervisor’s PERSAL Number in the “Persal” text box
2. Click on the “Submit” button. You do not have to type in your supervisor’s
name and surname as these details will be automatically populated by the
application
3. Click ‘‘Yes” to activate your supervisor
4. Then click on the “Submit” button
5. The pop-up with the Supervisor’s name corresponding will appear that
corresponds to the PERSAL number captured
6. If the Supervisor’s details are correct click OK to proceed
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7. To conclude the transaction you must activate your supervisor by clicking on
the ‘‘Yes” button
8. If you wish to add another supervisor you must click ‘‘Add Row”
9. Now follow the same procedure that you follow when registering a single
supervisor
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6.

Capture Key Result Areas (KRAs)

You use this screen to capture your KRAs:
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The Key Result Area screen allows you to capture your Key Result Areas (KRAs).
You can select your KRAs from your Supervisor Outputs as they are listed in the
multi select box [1]:
1. You can select your supervisor’s Outputs by holding down the CTRL button on
your keyboard
2. Then select the desired Supervisor Outputs by clicking on the “Add Supervisor
Outputs” button [2]
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Alternatively you can capture your KRAs:
1. Do this by entering your KRAs in the text area [5]
2. If you wish to add the next KRA, you click ‘‘Add Row” [9]
3. Remember that you have to attach a weight to each KRA (The total weight
of your KRAs must equal 100 [8])
4. For the application to open the text area [5] you must click ‘‘Add Row”
[9]

5. If you want to remove what you have just typed, (and not yet submitted) you
may click ‘‘Cancel” [3]
6. If you wish to delete a KRA you must click the corresponding tick box then
click ‘‘Delete” [4]

Note:

Remember you
saved/submitted

cannot

just

delete

something

you

have

not

7. You have an option to scroll [6] up and down the KRA screen
8. After you have captured your KRAs, you may click “Submit” button [5] to
save your KRAs
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7.

Capture Key Result Areas (KRAs) – Employees with
multiple supervisors

This screen is where you capture KRAs. The only difference now is that the
employee may have more than one supervisor on Permis Version 3.
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If an employee has more than one supervisor, the screen will look like the one
above. This is the only difference between the screens of an employee with one
supervisor and one with multiple supervisors
Your KRAs will be selected from your Supervisor’s Outputs as they are listed in the
multi select box [1]:
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1. You select the Supervisor Outputs by holding the “CTRL” button on your
keyboard and click the desired Supervisor Outputs.
2. Then click “Add Supervisor Outputs” [2]
3. Now you can select the supervisor responsible for the corresponding KRA (if
that KRA is typed in) [3]
4. If the KRA has been selected from the supervisor’s measurable outputs or key
outputs, then the name of the supervisor will be automatically populated [3],
but if you have typed in the KRA, then you will have to assign the supervisor
to the specific KRA[3]
5. If you wish to add the next KRA, you just click on “Add Row” [4]
6. You are now required to attach/adjust the weight as it will copy the one on
the supervisor’s output (The total weight of your KRAs must be 100 [5])
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8.

Capture Measurable Outputs

Here you attach your Measurable Outputs to your KRAs:
After you have saved your KRAs, the KRA screen will look like follows -

1

2

In order to capture your Measurable Outputs for the corresponding Key Result
Area, you have to click on the “Measurable Outputs button [1]” and then click
on the “Training Needs” button [2]
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The next screen will open which will enable you to capture the Measurable
Outputs as follows:
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1. Type in your Measurable Output in the text field [2]
2. Allocate a weight to the Measurable Output by typing in a value between 1
and 100
3. Now proceed to capture the resources allocated to the Measurable Output
[3]
4. You can now schedule the Measurable Output by either selecting the
timeframe drop down menu or selecting a date on the calendar [4]
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5. To capture additional Measurable Outputs Click on ‘‘Add Row” and repeat
procedure steps 1 to 4. Remember that the total score of all the Measurable
Outputs must equal 100 to allow you to complete the process of capturing
the Measurable Outputs
6. To save the Measurable Output information that you have captured click on
the “Submit” button
7. To proceed to the Measurable Outputs of the next KRA, click on the next Key
Result Area appearing in the Key Result Area text Box on field [1]
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9.

Capture Training Needs

The functionality of this screen is to attach the training needs to the relevant
KRAs:

1

2

5

6

7

8

4

3

9
7

10

To capture your Training Needs, scroll down on the “Menu” bar on the top left
hand side of your screen, and select “Training Needs” link for the screen above
to appear.
On the training needs screen you:
1. You click on the KRA [1] you are intending to work on
2. Select the training need by clicking the dropdown [6]
3. Type in the type of training on [7]
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4. Type in the expected outcome [8] of the training need you have selected
5. Click the dropdown [9] to select a time frame for the selected training need
6. To attach another training need to the same KRA you must click “Add Row”
button [10]
7. You click “Submit” button [4] to save the captured training needs
8. If you want to cancel the actions before submitting then you must click
“Cancel” [2]
9. Deleting the training need that has been already submitted/saved, then you
have to select the corresponding tick box [5] and then click “Delete” button
[3]
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10. Signoff PA
This screen is used to sign off the PA once you are done capturing it (when your
PA is 100% complete).
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Once you are satisfied that you have completed your Performance Agreement
you:
1. Select the “Yes” button [2] situated under the “Employee Sign Off” column
2. Click on the “Submit” [1] button to confirm your sign off of your Performance
agreement
3. Your Supervisor can now proceed to sign off your Performance Agreement if
you are in agreement by clicking on the Yes option button situated under the
“Supervisor Sign Off” column[3]
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4. Your supervisor will now confirm the sign off of your Performance
agreement by clicking on the “Submit” button [1]
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11. View PA Report (pdf)
After you are done with capturing your PA you have to print the PA report.
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1. You then have to click on the View PA Report (pdf) on the left menu of
Permis Version 3 then the report in pdf format will appear on the new tab or
window. This report will be containing all relevant information you have
captured on your PA
2. You can now save the PA report on your computer and/or print it as a hard
copy
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12. Supervisor screens
This screen is used by employees who are supervisors to work on their staff Permis
accounts.

1

The screen above will appear when you have clicked “Staff” button [1]
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Transfer staff PA to another
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1. Select cycle date from the dropdown [1], then your staff members will
appear below [2]
2. Click staff transfer [3], then the following screen will appear:
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3. Click agreement [4], then select staff member you want to transfer the PA
from [5]
4. You can either double click the staff member you want to transfer the PA to
or highlight and click the arrow pointed to the right in between text fields [7]
and [8]. Either way the name clicked will cross to the text field labeled [8]
5. Click “Transfer PA” button [6], then the PA of employee on dropdown [5] will
be copied to employee whose name appears on text field [8].
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Staff reports
This is the screen where you as the supervisor will be able to view the PA,
performance review, and the final rating report your staff.
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To do this you:
1. Click on “Staff Reports” button [1]
2. Click on the desired type of report [2], then the list of your employees will
appear on [4]
3. Click the button [3], then the report for a corresponding employee will
appear on another tab or window of a browser.
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Staff status
This is the screen where you as the supervisor will be able to view the status of
your staff in terms of capturing their PA, performance review, or final ratings.
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To do this you:
1. Click on “Staff Status” button [1]
2. Click on the desired link, either agreement or performance review or final
ratings [2], then the list of your employees will appear on the right hand side
of the screen [3] (with the status percentage bar showing).
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Staff sign-off
This is the screen where you as the supervisor will be able to sign off your staff in
PA, performance review, and final ratings.
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To do this you:
1. Click on “Staff Signoff” button [1]
2. Click on the desired link, either agreement or performance review or final
ratings [2], then the list of your employees will appear on the right hand side
of the screen [3] (with the options for you to sign off)
3. Click “yes” [3] to signoff the corresponding employee.
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13. Troubleshooting
Here are some few tips that the can help you when experiencing similar
problem (s).
Issue 1
In case the browser does not display the text boxes for Username and password.

1

1. Click “Tools” [1], then the dropdown will appear as follows:
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2. Click/uncheck “Compatibility View” [2]
Then the login text boxes should appear immediately.

Else
If “Compatibility View” is greyed out;
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3

1. Click on “Compatibility View Settings” [3] then the pop-up will appear on
your left hand side of the screen as follows:
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4
5

2. Uncheck all the check boxes [4] and then click on “Close”[5],
Then the login text boxes should appear immediately.
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