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A.
FLOWCHART
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THETA Skills Development SMS System Process Flow

NOTE 1

:  You will need to type in a username and password with more 5 characters.  You are going to use this username and password to logon to the system. 

NOTE 2

: A pending login status indicated that the SETA needs to accept yourregistration before you are granted access to an organisations workplace skills plan.






[image: image3.wmf]Accessing the 

System

Go to Theta's 

Website: 

www.theta.org.za

Click on the 

"

Log On to 

Database

"  

Option

Fill in your username 

and password. 

Select "Skills  - 

current year" 

from the 

dropdown 

menu

Click on the 

"

Enter

" button.

Click on "Yes" on 

the next screen.

The Skills 

Development 

Facilitators 

Dashboard 

will open.

Register or 

Remove an 

Employer

Click on "

Regsiter 

or Remove an 

Employe

r"

To Remove 

an Employer 

click on the 

red cross 

under 

"

Options

" 

To Add an Employer 

fill in the L number in 

the "

SDL Number

" 

field and click on the 

"Add" button.

Once you have 

finished adding 

all the 

organisations to 

your profile 

click on the 

"

House

" icon

Edit Skills 

Development 

Facilitators 

Details

Click on "

Edit 

Skills 

Development 

Facilitators 

Details

"

Change the 

information.

Click on the "

Enter

" 

button at the bottom 

of the page.

Once you have 

finished adding 

all the 

organisations to 

your profile 

click on the 

"

House

" icon

Accessing 

Organisation 

Information

Click on the 

company that you 

want to access 

from the list of 

companies that 

are listed in your 

profile.

 

The system 

will open on 

the 

"Organisation 

Info" screen.

There are 7 different 

screens:  

Organisation Info, 

Org Contacts, SDF, 

WSP Plan and 

Report, Training 

Committee, Grants & 

Levies, Associate 

SDF

NOTE

: A pending login status indicated that the SETA needs to accept your registration before you are granted access to an organisations workplace skills plan.






B.
REGISTER AS A NEW SKILLS DEVELOPMENT FACILITATOR (SDF)


Step 1:
Go to Theta's Website: www.theta.org.za
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Step 2:
Click on the "Log On to Database” Option

Step 3:
Click on the "Register as a Skills Development Facilitator" option
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Step 4:
Fill in the information on the registration form

[image: image6.png]Fle Edt View Favorites Tooks Help a

Q- O [RGB P frroos @ @3- 5 8 [JB

‘Address | @] http://172. 16.252.5/CDAS/SDF /SDF_Registration_Popup.asp2str =SetaName %3DTHETA. v B ks >
Registration of Skills Development Facitator
Please refer o Annesuies of Fegulalon 103 to the Skils Developmen Act
et No. 57 of 1938)
Personal Detais:
Sumane Fist Name Initls Tt
{For sttstcal purposes onl)
[P Gender Fopuiaton Group Disabled
] [m]
Highest Level of Educalion
Current Dccupation
Experience relevant o Skil Development Faciltalor
Experience
Duationof ot expeiince in years

el Phone Number .0, 082555 555

Telephone Number e 011555 555
Cortact Detals

Fa Number e 011555 555 g

EMai Adhess

oy
Postal Adcess
Fostal Code Pravince v
Otper:
i 1 8
Step1of2 SOF Registration

e — T @ ]





Step 5:
Click on the "Enter" button on the bottom of the page to go to Step 2.


Step 6:
Fill in the required information.


Step 7:
Click on the "Enter" button at the bottom of the page 


Step 8:
The system will confirm the registration. It will give a summary of your details.


Step 9:
Click on the "Register an Organisation" button at the bottom of the page


Step 10:  ¹ Fill in the L number that you want to link to your profile, in the "SDL

  Number” field. 
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Step 11:  ² Click on the "Add" button.

NOTE 1:  To add another organisation repeat Step 10 and Step 11 above. 


NOTE 2:  You will need to type in a username and password with more than 5 characters.  You are going to use this username and password to logon to the system. 
NOTE 3: A pending login status indicated that the SETA needs to accept your registration before you are granted access to an organisations workplace skills plan.
C.
ACCESSING THE SYSTEM


Step 1:
Go to Theta's Website: www.theta.org.za
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Step 2:
Click on the "Log On to Database” Option


Step 3:
Fill in your username and password. 
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Step 4:
Select "Skills - current year" from the dropdown menu


Step 5:
Click on the "Enter" button.


Step 6:
Click on "Yes" on the next screen.
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Step 7:
The Skills Development Facilitators Dashboard will open.
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D.
REGISTER OR REMOVE AN EMPLOYER


Step 1:
Click on "Register or Remove an Employer"
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Step 2:
To Remove an Employer click on the red cross under "Options" 
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Step 3:
To Add an Employer fill in the L number in the "SDL Number" field and click 



on the "Add" button.


Step 4:
Once you have finished adding all the organisations to your profile click on 



the "House" icon
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E.
EDIT SKILLS DEVELOPMENT FACILITATORS (SDF) DETAILS


Step 1:
Click on "Edit Skills Development Facilitators Details"
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Step 2:
Change the information.


Step 3:
Click on the "Enter" button at the bottom of the page.
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Step 4:
Once you have finished adding all the organisations to your profile click on 



the "House" icon
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F.
ACCESSING ORGANISATION INFORMATION

Step 1:
Click on the company that you want to access from the list of companies that 



are listed in your profile.
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Step 2:
The system will open on the "Organisation Info" screen.
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Step 3:
There are 7 different screens:  Organisation Info, Org Contacts, SDF, WSP 



Plan and Report, Training Committee, Grants & Levies, Associate SDF

G.
FORMS

a. Organisation Info
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The first screen is the screen with the Organisation Information.  Please note that the information on the left is the information that we receive from the Department of Labour to upload onto the system.  This information can not be updated.  If you need to update the information of the organisation you can do it on the right side of the screen which is the Tourism, Hospitality & Sport Education & Training Authority DATA.
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You can add the banking details at the bottom of the page.  Remember to click on the “Enter” button of the page to save the change that you’ve made.  
b. Org Contacts
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It is important for the SETA to have the contact details of the persons in the oganisation.  The reason for this is to be able to communicate with the relevant people of the organisation when the SETA wants to send out invitations to workshops or other functions. 
c. SDF
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The Skills Development Facilitator (SDF) can also edit their information on this screen.  Remember to click on the “Enter” button to save changes. 

d. WSP Plan and Report
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This is the main screen for WSP’s. 

1. Create a new Workplace Skills Plan

Click on the “Year” dropdown box, select the year that you want to create the Workplace Skills Plan and click on the “Enter” button.  This will create the WSP for the year that you’ve selected.  If the year does not appear in the dropdown box, it means that the WSP has already been created and that you don’t need to create it again.  
2. Information
After the WSP has been created you will be able to see the following information:  

a. The Workplace Skills Plan year

b. Linked Status

c. Status of the Planning Grant

d. Due Date of the Planning Grant

e. Accepted Date of the Planning Grant

f. Interim Grant Status (If Applicable)

g. Status of the Implementation Grant

h. Due Date of the Implementation Grant

i. Accepted Date of the Implementation Grant
3. Access to the Forms 

To access the forms of the Workplace Skills Plan (WSP), click on the “Select” button. This will take you through to the WSP forms that you need to fill in.
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Click on the Select button next to the form that you want to fill in the information to access this form.  
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Fill in the required fields and remember to click on the “Enter” button and the end of the page to save the work that has been captured. 

To submit the Planning Grant/Annual Training Grant forms click on the dropdown box next to “Status” and select Submit.  You will see on the main page of the WSP that the Status will change then from “Pending” to “Submit”.  When the SETA change the status the “Submit” status on the main page will change to “Accepted”. 

4. WSP Report 

When you click on the “WSP Report” button the system will generate a report of all the information that has been captured on the Planning Grant forms. You will be able to copy this document to Microsoft Word. 
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5. IMP Report

When you click on the “IMP Report” button the system will generate a report similar to the WSP Report, of all the information that has been captured on the Implementation Grant Forms.  

e. Training Committee
According to legislation when a company has more that 50 employees then there must be a training committee.  You will be able to capture the details of the Training Committee Members on the screen. 
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To delete a member form this list, click on the red cross.  To edit information of the training committee member click on the “Edit” button
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f. Grants and Levies
This screen allows you to trace the levies been paid by the company to the SETA and the Grants that’s been paid be by the SETA to the organisation. 
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You can view the information in 2 ways.  

1) The Levies paid on one screen and the Grants received in one statement, or,

2) In a Financial Statement Format with the Levies paid on the one side and the Grants received on the other side. 
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