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Easy Guide for the load of Questions and Answers on the WCPP website

	
	Activity
	Visual

	1
	From your browser, go to www.wcpp.gov.za to open the home page of the website
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	2
	On the accordion menu on the middle, left side of your screen, click on ‘Administration’. The menu will now expand. Click on ‘Administrator Login’.
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	3
	You can now complete your log in details.

a) Your username, comprising of your initial and surname all in lower case, eg jsaaiers. 
b) Enter your password as supplied by ITDS. 
c) Complete the CAPTCHA requirement by re-typing the text displayed.
d. Click ‘Log in’
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	4
	On the top, left of your screen, click on ‘Add content’
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	5
	Click on ‘Question – Answer’. 
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	6
	Start entering the information as received.

Enter the number of the question paper (not the number in brackets in italics), eg 8.
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	7
	In the Subject field, cut the portfolio of the Minister and paste it into this field, eg Finance, Economic Opportunities and Tourism
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	8
	Choose the name of the person asking the question from the drop-down menu, eg Hon Melikhaya Xego
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	9
	Choose the name of the person to answering the question from the drop down menu, eg Hon David Maynier
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	10
	Cut and paste the question from the question paper into the text field.

Select the correct text format from the drop down menu to ‘Full HTML’
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	11
	Cut and paste the answer from the question paper into the text field.

Select the correct text format from the drop down menu to ‘Full HTML’
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	12
	Select the date of the question paper by using the drop down options for the month and year and by clicking on the day in the calendar, eg 29 September 2021
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	13
	Add supporting documentation as received from the file.
Click on ‘Choose file’, pick the file to be uploaded, and click on ‘Upload’.

Under ‘Description’, provide the name of the file, eg Annexure A

On the left, click on the block under display to activate.

Repeat this process until all supporting documentation have been attached.
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	14
	Check that you have completed all the fields
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	15
	At the bottom left corner, click ‘Save’
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	If you would like to add another question while you are still logged on, start at Step 4.
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