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1 OVERVIEW

Microsoft Dynamics 365 for Contract Management is designed to define and streamline
contracting and project management processes, providing users with a centralized point of
reference for the efficient management of project milestones, stipend disbursements.

Contract Signing

Contract Addendum

Project Management

* Project Close
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4
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2 HOW TO LOGIN INTO THE IMIS

Action

Launch the internal system:

e Open any browser of your choice.

e Insert the following URL into your browser:
https://sasseta-imis-aut.crm4.dynamics.com/

e C(Click enter.
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https://sasseta-imis-aut.crm4.dynamics.com/

Action

You will be prompted to sign in with your SASSETA account.

Click the e-mail textbox.
Type in your valid e-mail address
Press enter
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Action

e Click the Password textbox.
e Type in your password
e Click the Sign in button

3 CONTRACT MANAGEMENT APP

Apps provide a collection of functionalities for accomplishing a specific class of activity, such
as managing your contracts and project. Click Employer management App.

Apps B X

-
O Search my apps. + Create new App. (D Refresh 7 Filter

~ Published Apps (25)

I I N I

Channel Integration Fram... | | Contract Management Copilot Service admin ce... | | Customer Service Hub

A unified app for Copllot Service
administration

Customer Service worksp... Dataverse Accelerator App Deployment Pipeline Con... Discretionary Grants
Multi-session Customer Service with Discover the Iatest feature set Model-driven app for configuring Configuration and management
Produ is vers the dep! s

UNIFIED INTERFACE UNIFIED INTERFACE UNIFIED INTERFACE UNIFIED INTERFACE UNIFIED INTERFACE

Action

Application Is Running:

Note that the respective application icon appears in the browser tab if the
application is running.

e Click the Contract Management app.
e The Contract Management form will be opened.

4 NAVIGATION
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% sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=621289b0-2f9f-ee11-bel7-000d3adc0257 &pagety o =vw_contract& d=0d97c9e2-7d7b-499a-add4-7d%a68bf31608...

2 seach SANDBOX

- & M Focusedview [ ShowChart  + New [I Delete (D Refresh ] Visualize thisview (5 Emailalink  ~ 2 Flow v
@ Home
@ Recent 1. All Active Contracts ~ 7 Editcolumns 7 Edit filters \P

# Plnned Project Code Programme Type~  Project Name ~ Contract Type ~ Chambers v Employer~  Provider ~

Contracts T . ) . )
DC/LSE1325 Learnership Security Training Pivotal Programme Defence Sekhukhu..  24/7 Secu

| B contracts
DC/SPESD25 Skills Programmes. Defensive and Offensive Driving Pivotal Programme Defence Sekhukhu... 28 MANA

Projects. [J pcasusszs Learnership Basic firefighting Pivotal Programme Defence Sekhukhu.. 2B MANA

O Project Register DC/SPE4T26 Skills Programmes  Patrol Officer Training Programme Pivotal Programme Defence Sekhukhu..  1SA INFA

Payment Transactions | BURSE2925 Bursary Firearm Training Pivotal Programme Defence Sekhukhu 1 SA INFA
‘0 Payments ] DO/LSEss2S Learnership Self Defense Mastery Pivotal Programme Defence Sekhukhu 007 INNC

: DC/INTU4725 Internship Digital Signing Pivotal Programme Defence Sekhukhu.. Sekhukhu
Project Amendments gital Signing og

B conge rewets Qualification Dog Handling Pivotal Programme Defence Molepo T Molepo Ti
1 Request for Contr... ] DC/NTUB325 Internship Program Pivotal Programme Defence Sekhukhu.. t Hart Sel
I Request for Transf.. INTU - 6026 internship Testing Digital Signing Pivotal Programme Defence Sekhukhu..  Sekhukhu
& Request for Additi...

(& Request for Cance..

s

Site URL.

Contracts records
Project records
Payments Records
Project Amendments
Contracts Change Area
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4.1 CONTRACT RECORDS

C % sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62289b0-219f-ee11-be37-000d3adc0257 pagetype=entitylistatetn=vw_contractiviewid=0d97cde2-7d7b-439a-addd-Td9a68b31b0&...  ¥r

— SANDBOX

& P Focused view 5] Show Chart [ Delete « () Refresh ] Visualize this view [ Emailalink ~ 3 Flow

Hame
Racerit 1. All Active Contracts 3 Edit columns 7 Edit filters

Ld ] Project Code~ Programme Type ~ Project Name ~ Contract Type ~ Chambers ~ Provider ~
DC/LSE1325 Leamership Security Training Pivotal Programme Defence Sekhukhu 24/7 Secy

I Z Contracts

Projects O] Donsusezs Learnership Basic firefighting Pivotal Programme Defence Sekhukhu.. 2B MANA

DC/SPES025 Skills Programmes Defensive and Offensive Driving Pivotal Programme Defence Sekhukhu... 2B MANA
03 Project Register DC/SPE4726 Skills Programmes Patrol Officer Training Programme Pivotal Programme Defence Sekhukhu...  1SAINFA
Payment Transactions BURSE2925 Bursary Firearm Training Pivotal Programme Defence Sekhukhu..  1SAINFA
T Payments DC/LSEB625 Leamnership Self Defense Mastery Pivotal Programme Defence Sekhukhu 007 INNC
DC/INTU4725 Internshi Digital Signin Pivotal Programme Defence Sekhukhu Sekhukhu
Project Amendments ’ " g d ‘ B

™

R e Bk Qualification Dog Handling Pivotal Programme Defence il Molepo T
B g

Request for Contr.. DC/INTUB325 Internship Program Pivotal Programme Defence Sekhukhu *t Hart Sel

Request for Transt.. INTU - Intemship Testing Digital Signing Pivotal Programme Defence Sekhukhu..  Sekhukhu

Request for Additi..

Request for Cance...

[ p—

e Contract views

o All Active Contracts
Pivotal
Non-Pivotal
Unemployment Bursaries
Inactive Contracts

O
O
O
O
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4.2 PROJECT REGISTER

Ewn By Ry By B @ @Pr @pe @rov @ro [ FRa oo @my | B Georn |9 M | BEPo | B8P0 |+

%3 sasseta-imis-dev.crm4.dynamics.com/main aspx?appid=62f289b0-219f-ee11-be37-000d3adc0257 &ipagetype= entitylistetn=vw_projectiviewid=a3b85540-66de-4c1f-beds-5226d8f0bs338mie. v  £3 @

2 Search

M Focused view 7] Show Chart -+ New  [i] Delete - ) Refresh | Visualize this view [ Email a Link 2 Fow

Recent Active Projects 03 Edit columns 7 Edit filters

i [} ProjectCode  ProjectNa.. ¥  Employer - Provider ¥ Programme T... ~  Estimated Start ... Finish D...

Contracts -
Security Trai. Sekhukhune TVET College 24/7 Security Services Learnership 2025/05/09 2025/12/0¢

B Contracts
DC/LSEB625 Self Defense..  Sekhukhune TVET College 007 INNOVATIONS (PTY) LTD Learnership 2025/05/08 2026/05/0

Projects DC/LSEBB25 Self Defense... Sekhukhune TVET College 007 INNOVATIONS (PTY) LTD Learnership 2025/05/08 2026/05/0

| O Project Register DC/LSES625 Self Defense..  Sekhukhune TVET College 007 INNOVATIONS (PTY) LTD Learnership 2025/05/08 2026/05/0°

Payment Transactions BURSE2925 Firearm Trai... Sekhukhune TVET College 1 SA INFANTRY Bursary 2025/05/09 2026/07/3
) Payments Molepo Trading Pty Ltd Molepo Trading Pty Ltd

2 Molepo Trading Pty Ltd Molepo Trading Pty Lid
Project Amendments

= Chenas Farjisss Molepo Trading Pty Ltd Molepo Trading Pty Ltd

1 Request for Contr. Molepo Tr Pty Ltd Malepo Trading Pty Ltd

5 Request for Transt... NC: General ..  Sekhukhune TVET College Sekhukhune TVET College Unit Standar.. 2025/05/04 2026/05/2¢
@ Request for Additi..

® Request for Cance...

[ [

Rows: 993

e Project Register views

Active Projects

Inactive Projects
Industry Funded Projects
My Projects

Non-Pivotal Projects
Pivotal Projects
Unemployment Bursaries
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)

B¥ contract Contract: 1 % B¥ Business Manageme X

23 sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62f289b0-2f9f-ee11-be37-000d3adc0257 &pagetype=entityrecord&etn=vw_contract&id=e6a257c1-1fbd-41a2-a%4c-b21dd7d337ba

o Save @ Save & Close

Recent

DC/SPE3325

Contract - Contract -

=

Pinned
Contracts

|8 conacas

Summary Cost Allocation  Timeline

Projects
BACKGROUND

[] Project Register

Start Date 2025/05/13

Payment Transactions

T Payments End Date 2025/12/27

Project Amendments Contract Duration 3

B change Requests Contract Type
£ Request for Cantract...

=

Project Name
Request for Transfer ...

Request for Addition... Eployrent Stais Employed

Request for Cancellat... Sparsorship s

@
@
&

Write Backs
Programme Type

Skills Programme

—

populated from DG:

& Power Apps | Soluti

CONTRACT TEMPLATING

% | @ pod-223westeurop %X | B¥ Contracts 1. AllAGh X | @ My Contracts X Payments Active Py X | +

SANDBOX

2 Fow

5 search

New [ Deactivate [ Delete () Refresh 4 Check Access B Exportto POF B3 Process R, Assign

Draft
Status Reason

Matshidiso Tladi
Assigned User

DC/SPE332S
Project Code

Contract Type (<1 Min) Initiation

Documents  Approvals  Projects  Recruitment Constraints  Cancellation  Change Request  Extension  Related

Track the date a Contract is sent to the Emplayer

Contract sent to the
Employer

Cantract Sent 1o
Employer on

Pivotal Programme

Police Officers Training

Skills Programmes

Background Information

Parties Involved
Cost Allocation

H x

Contract: Contract

-

c

¥ Business Managem.

X | 4 Power Apps|Solutic X | @ prod-223westeurop: X | B® Contracts LAIAGh X | @ MyContracts x | B

d=62{289b0-2f9f-ee11-be37-000d3adc02 =vw_contrac

dev.crma.dy

Dynamics 365

@ Save
@ Home
Recent

DC/SPE3325 - save

Contract - Contract

Pinned

CM_Contracting for pive

Coniacs Active for 10 minutes

|B contracts

Projects

[0 Project Register

Chambers
Payment Transactions
Training Provider

O Payments

Project Amendments PROJECT TEAM

B
&8
[}
@
®
&<

Change Requests .
Practitioner (LP/SP)

Request for Contract.
Manager
Request for Transfer g

Request for Addition... Executive Manager .LP

Request for Cancellat...
ceo
Wite Backs
Approved by CEO

Bl oo

d

Summary  Cost Allocation

Contact Person (Employer) *

om/main.

&' Save & Close New [ Deactivate [i] Delete () Refresh € CheckAccess ) ExporttoPOF  BJ Process R, Assign

DC/SPE3325

Project Code Assigned User

< Contract Type (10 Min)

Timeline Documents Approvals Projects Recruitment Constraints ~ Cancellation ~ Change Request  Extension

B Nkanyezi Smith %

3 't Hart Sekuriteits Stelsels

. @ Calvin Mpe X

" @) isizel Sekhwela X
" @ washidiso Tladi
) @ Sibusiso M;

e

o

2025/05/13

Created

Step 2 Data to be populated by the practitioner: Project Team Information

Payments Active Pz

on

Step 1 Upon opening a contract, the following information will be automatically

x

=e6a257c1-1fbd-41a2-a94c-b21dd7d337ba

2 Flow

Matshidiso Tladi

Initiation

Draft
Status Reason

Related

+

Q %

2025/05/13
Created On

Step 3 Download Contract: Download Contract Template and Send to Employer for

approval.

Contract Management Module
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2 searh SANDBOX

= & o Hsawe & sae&Cose - New [ Deactivate [0 Delete (D Refresh @ Check Access B Exportto PDF B2 Process R, assign 2 Flow H

) H
@ Home 2 Request Signatures

@ Recent DC/SPE3325 - saved DC/SPE3325 2 Send Report For Signature ,  2025/05/13
Project Code Created On
8 Word Templates

T
Word Ter

# Pinned Contract * Contract

Ghtnfew ¢ Contract Type (10 Min) @ Run Repor
Quickly generate Ward documents ar create a new tem

B contract 2 3 E
I8 conracs Summary Cost Allocation Timeline Documents Approvals Projects Recruitment Constraints  Cancellation  Change Request  Extension —Related

Projects
Contract Template
[ Project Register

Payment Transactions + New™~ T Upload [ Document Location

O Payments Modified ~ Modified by ~ Created On SharePoint

Project Amendments
D a Re - No data available
3 Change Requests
1 Request for Contract...

Request for Transfer ...
P Request for Addition..

Request for Cancellat. Contract Agreement

Write Backs

Agreement

NB: Ensure the selected contract the selected template matches the contract
programme type.

] Name ~ Agreement Status ~ SentOn |
.

2 Search

cf | B save & Seve & Close Mew [ Deactivate [i] Delete () Refresh € Check Access &) ExporttoPDF  Hi Process

& R DC/SPE3325 -saved DC/SPEAZ2S Create Ward Template 2025/08/13
% Pinned Contract -+ Contract Project Code R Eoso

. i @ L Download Templat
Contacs ﬂ:&"ﬁ?ﬁmﬂ”m < Contract Type (10 Min) SERE s
Word Templates

B contracts
i Sumimary CostAllocation Timeline Documents Approvals Projects Recruitment Constraints  Cancellation  Change Reques (8 Artisan

B Contract Addendum
Projects

Contract Template B Contract Bursary

[ Project Register
[ Contract Candidacy
Payment Transactions [@ Contract individual Bursary Location
) Payments Modified ~ Modified by ~ [3 Contract Internship
[® Contract Leamership
Project Amendments
[3 Contract Skills Programme
B s No data available e
3 Change Requests B AT Contract Skills Pro
[ Request for Contract, [31. University Placement
I Request for Transter .
@ Request for Addition...
() Request for Cancellat.. Contract Agreement
€2 Wiite Badks

—
B 5 - o
Step 4 Upload Approved Contract Template:

o On receiving the approved contract template
Navigate to Documents section.
Click On Upload
Choose the contract template on local Machine.

Upload the Contract

©)
©)
@)
@)

Contract Management Module




Upload Documents

File Upload [‘Choose File | No file chosen

Maximum upload limit in Dynamics 365 is 50.00MB. Larger files can be uploaded directly
in SharePoint.

Overwiite existing files

Step 4: Navigate to Contract Business Process, on Contract type stage click on next stage

2 Search

& ©f ESave @ Save&Close -+ New [ Desctivate [i] Delete () Refresh @ CheckAccess [ Ewportta PDF B Process ~ R, Assign 2 Flow

© Recent DC/SPE3325 - saved DC/SPE3325 Matshidiso Tladi  Draft 202540513

Project Cade Assigned User Status Rea Created O
S s N pect o " ssReason  Created On

CM_Cantracting for pivo.. O
CareTices pe Contract Type (31 Min) Initiation

B Contracts Active for 31 minutes B X

Summary  Cost Allocation  Timeline Documents Ap tancellation  Change Request  Extension  Related ~

Projects Practitioner @ cabinix P

. Contract Template
[0 Project Register Programme Type ¥ skills

Programmes

: 7 5] on
Payment Transactions E e o + MNew™~ T upload [§ DocumentLocation
y 3 Programme
0 Payments ) Mame~ e Modified by ~ Created On SharePoint

s
Project Amendments &8 Contract Skills Programme 2025-05-13 15-12-38.... Matshidiso Tladi 2025/05/13 16:15

B Change Requests
{1 Request for Contract..

Request for Transfer ..

Request for Addition...

B
@
@ Request for Cancellat... Contract Agreement
&

‘Write Backs

Agreement

Name ~ Agreement Status ~ SentOn |
et

e Step 5: The step in 4 above will navigate you to Initiation stage.
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e Step 5: If this is a Stipend Contract, click Yes for Pay Stipends; if not, click No.

e Step 6: If you select Yes, additional stipend fields will be displayed. Populate the
required fields.
e Step 7: For the next contract approval, select Draft Contract Completed and set
Send Draft Contract for Review to Yes. This will forward the contract to the next
personnel for approval.
e Step 8: The Manager or next personnel in line will receive an email prompting
them to take action.
e Step 9: The Manager will open the assigned record at the Review stage of the
business process flow.
e Step 10: If the Manager is satisfied with the contents of the contract, they should
click Yes for Manager Review Completed to assign the contract to the next approver.
e Step 11: If No is selected, a rejection email will be sent to the practitioner. The
practitioner can then make the necessary changes and resend the contract for

review.

@ Recent e
Pinned 4
Contracts

| B convacts

Projects

[0 Praject Register

Payment Transactions

T Payments

Project Amendments

B Change Requests

Bl Request for Contract
¥ Request for Transter ...
) Request for Addition...
@ Request for Cancellat...

£» Write Backs

o

= B Save @ Save &Close

DC/SPE3325 - save

Contract - Contract

€M _Contracting for pivo..
Active for 32 minutes

Summary  Cost Allocation  Timeline

Contract Template

Contract Agreement

Agreement

Name +

£ Search SAI\] DBOX

v [2 Deactivate [ Delete (O Refresh @ Check Access ) Exportto POF BJ Process A Assign 2 Flow )

DC/SPE3325  Practitioners  Draft 2025/05/13
ProjeciCode  AssignedUser | StawsReason  Creared On

©

Cantract Type Initiation (< 1 Min)

Active for less than one minute
Documents Approvals Projects  Recruitment Constraints  Cancellation  Change Request <Y forless than one minut

Practitioner
Pay Stipends

Draft contract td
completed?
Send Draft Contract for &

Path T ~ Modified Modified by ~ Rirview

DC-SPE3325_EGA257C11FBDA1A, 2025/05/13 1615 Matshidiso Tladi

Agreement Status SentOn |

Step 11: EM (Executive Manager) will receive an email to action the contract.
Step 12: Navigate to Approvals Tab

Contract Management Module




23 sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62f289b0-219f-ee11-be37-000d3adc0257 &pagetype=entityrecord@etn=vw_contract&id=d0ee51cf-66bd-4138-Beef-402acf754bsb. & ¢ 0 @

. ‘ — SANDBOX

H sove @ Seve&Close + New [ Deactivate [0 Delete () Refresh € Check Access B Exportto PDF B Process A, Assign

@ Hame

(O Recent DC/SPE5025 - <ave DC/SPES025 Sibusisc Manyoni  Recommended ~ 2025/05/08
Project Code Assigned User Status Resson Created On

© ®

Active for & days Contract Type Initiation Review Approval (<1 Min)

#* Pinned Contract - Contract

Contracts

B contracts - . - i
I& Summary  Cost Allocation  Timeline Documents Approvals Projects  Recruitment Constraints  Cancellation  Change Request  Extension  Related

Projects
N Contract Approvals
[1 Project Register
Payment Transactions O Refresh o Flow ™ [ RunReport Vv

O Payments Approval For ~ Approve/Decline ~ Reason/Comments Created On |

Project Amariments Executive Manager Recommendation 2025/05/08

3 Change Requests
i Request for Contract..
T Request for Transfer .
Request for Addition.
Request for Cancellat..

Write Backs

o

Step 13: Open the EM Approval record by double clicking.

Step 14: Select Recommended/Not Recommended

Step 15: On Selection of Recommended, a notification is sent to practitioner to begin
the signing process.

Step 16: On Selection of Not Recommend the record notifies the practitioner.

Step 17: The above step will set the value of EM: LP Recommend field to yes or no.
Step 18: Click on Save and Close

%5 sasseta-imis-dev.crmd.dynamics.com/main.aspxappid=621289b0- 219 -ee11-be37-000d3adc0257&pagetype=entityrecordietn=vw_contractapprovalsiid=4c140a44-f32b-1011 8cad 002. @ & O @

D e SANDBOX

& o Hsawe § Save&Close -+ New [% Deactivate ] Delete () Refresh ) CheckAccess A, Assign 2 Flow & Send Report For Signa.

2 Recent DC/SPE5025 - saved Matshidiso Tladi ~ 2025/05/14 11:59
Mocified By Modifed Dn

Pinned Contract Approvals + Information

Contracts. General Related ~

B Contracts

Approval For 8 Executive Manager Recommendation . Recommended/Not Approved
Projects Recammended

Related Contract B B De/SREENIS
[] Project Register Fiated Lontra ¥ DO/SPES02S Reason/Comments

Type B Contract
Payment Transactions

O Payments

Project Amendments

[ Change Requests

1 Request for Contract
Request for Transfer ..

) Request for Addition...
Request for Cancellat...

Wirite Backs

e

e Step 18: This will navigate you back to the Approvals Tab
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% sasseta-imis-dev.crmd.dynamics.com/main.aspx7appid =621289b0-219f-ee11-be37-000d3adc0257&pagetype=entityrecordetn=vw_contractid=d0ee51cf-66bd-4138-Beef-402acf754b5b

Dynamics 365

= « o &' save & Clase

& Save

@ Hame

DC/SPES025 - saved

Contract

@
© Recent
%

Pirned Contract

CM_Cont

for pivo... [
Active for 6 days

Contracts.

B Contracts

Summary  Cost Allocation  Timeline

Projects
: Contract Approvals

[] Project Register

Payment Transactions

Approval For ~

D payments

Executive Manager Recommendation
Project Amendments &)

[ Change Requests
Bl Request for Contract...
| Request for Transfer ...
Request for Addition.
) Request for Cancellat...

Wiite Backs

Comtncs

a#x 00

O search

SANDBOX

0+

- New

Documents

[ Deactivate [ Delete

O Refresh

€ Check Access

B bporttoPDF  Bi Process v A, Assign B Flow

DC/SPES025
Project Code

2025/05/08
Crested On

Recommended

Status Reason

Sibusiso Manyoni
Assigned User

Conlract Type

Approvals

Projects

Initiation

Recruitment Constraints

Approve/Decline

Approved

Cancellation

Review Approval (22 Min)

Change Request  Extension  Related

O Refresh  o° Flow ™ @ RunReport v

Created On | [}

Reason/Comments +

2025/05/08

e Step 19: Under Contract Agreement section, adobe link and agreement record will

be created.

NB: To setup Adobe signing process all parties required to sign the document should
be known before hand, make sure you have emails and names of all parties including

witnesses.

c 23 sasseta-imis-dev.crmd.dynamics.com/main aspx?appid=62f289b0-29f-ee11-be37-000d3adc0257 &pagetype =entityrecord&etn=vw _contract&id=d0se51cf-66bd-4138-Beef-402acf754h5b

= @ Ssave @ Save & Close
@ Home
© Recent

DC/SPES025 - saved

Contract - Contract

€M _Contracting for pivo...
Active for 6 days £

Cost Allocation

= Pinned
Contracts

|B contracts

Summary Timeline

Projects

[1 Project Register

Contract Agreement

Payment Transactions

Link to Adobe

Documents

a s 0O @

2 search

SANDBOX

New [% Deactivate [§ Delete

() Refresh

€} Check Access

B BxporttoPDF Hi Process R, Assign 2 Flow

Recommended
Status Reason

2025/05/08
Crested On

DC/SPES025
Project Code

Sibusiso Manyoni
Assigned User

Contract Type

Approvals

T Payments

Project Amendments Agreement

[® Change Requests Name ~
El Request for Contract...
B Request for Transfer ...
& Request for Addition.
@ Request for Cancellat,

£ Wiite Backs

[ -

Agreement Status ~

DRAFT

Projects

Initiation

Recruitment Constraints

SentOn |

Review Approval (22 Min)

Cancellation  Change Request  Extension Related -

Step 20: Click on the agreement record DC/SPE5025 to setup initial agreement

parameters.

Step 21: Select Preview and Position Signatures Before Sending
Step 22: Sign Order should be selected; this ensures the document is send according
to the specified signing order.

Contract Management Module




Step 23: Under Recipients section, click on + Add recipients’ button, add at least one
email address, the first signatory, or all parties, note that if a signatory is not added
here, you can add it on adobe Ul later.

Step 24: On the Files section click on + Add Files button, attach the approved
contract template.

% sasseta-imis-dev.crmd.dynamics.com/main.aspxZappid=621289b0-2f0f-ee11-be37-000d3adc0257 &pagetype=entityrecord&ein=adobe_agreementid=2ecabc56-F32b-1011-8cde-000d3a.. & % 1 @

P Search

o @ Send Agreement Wl Save @ Seve & Close [ Delete () Refresh @, Check Access B Process v 2 Flow &8 Word Templates

{2 Home

B o DRAFT Simphiwe Hadebe
Agreement Status @ Ovner
 Pinned ; Agreement

Contracts Request Signatures

B contracts

Options
Recipients 4 Addrecipient 4+ Addme
Projects

| Sign Orde Rec . Email Addre Authentication Preview and position

[l Praject Register signatures before sending

Completion deadline
Payment Transactions

) Payments o Days Until Agreement
Expires

Project Amendments .
Require in-person signing

Change Requests Sign in order
Add post-signing landing
1 Request for Contract page

Request for Transler .. S e
: + Addfiles ) Refresh s i

Request for Addition...

Signature type .

) Request for Cancellt... Electronic

Wirite Back Recipient’s

: Password protect

e Step 26: Add New Recipient Page, add email address and click on save and close.

Recipient I X @ accountactn, X | @® Signintayo X | @F BusinessMz X | ) PowerApps X | @ prod-223we X | B Contracts1 X | @ MycContracts % | B¥ Paymentsac X

sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62{289b0-2f9f-ee11-be37-000d3adc0257 &pagetype=entityrecord&ietn=adabe_recipient

| @ Save&Close 2 Flow

D Recent New Recipient - unsa
Pinned

Caniras General

B contracts

Full Name
Projects
Email Address ishidi@wave.cozd

[1 Project Register

Payment Transactions

D Payments Recipient Order

Prbect Amerknians Agreement "8 [ (NoName)
[B Change Requests Actian Completed
3
Bl Request for Contract -
Date Signed
T Request for Transfer ...
@ Request for Addition...
(& Request for Cancellat
o

Wirite Backs

0 cores
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Step 27: Add Files Page, click on choose files from Computer

€ 3 C % sasseta-imis-dev.crmd.dynamics.com/mainaspx7appid=62{289b0-29f-ee1 1-be37-000d3adc0257&pagetype=entityrecord@etn=adobe agreement&id=2ecabc56-32b-1017-8cde-000d3a.. & &% £ @

Dynamics 365

= . ; & senn1=- . . o e tre saogle : v D Flow B Word Templates
@ Home

s DC/SPE5025 sat
£ Pinned Agreement

25 sasseta-imis-dev.crmd.dynamics.com/main aspx?appid=62f289b0-2f9f-ee11-be37- Q
DRAFT Simphiwe Hadebe
Agreement Status Owmer

Select Files

Contracts Request Signatures

B contracts
Options

Recipients
Projects
' Sign Ord Preview and position
[} Project Register signatures before sending
Completi deadline
Payment Transactions ampietion deading
se fles from my computer
DO Ppayments Days Until Agreement
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Step 28: On the agreement record ribbon, click on Send Agreement button, the status of
the agreement record changes from Draft to Awaiting Authoring

Step 29: Click on Save and Close button on the agreement record ribbon
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Step 30: The above step navigates you to documents section

Step 31: Click on Link to Adobe to continue the signing process

Contract Management Module




a % 0O @

23 sasseta-imis-dev.crmd.dynamics.com/main aspx?appid=62f289b0-29f-ee11-be37-000d3adc0257 &pagetype = entityrecord&ietn=vw _contract&id=d0ee51cf-66bd-4138-Beef-402acf754h5b

Dynamics 365 2 search

& o B sSwe & Save&Close Mew [ Deactivate [i] Delete () Refresh € CheckAccess & ExporttoPDF B Process R, Assign 2 Flow B @

i Home

@ Recert DC/SPE5025

#  Pinned “ Contract - Contract

Jser Status Reason Created On

DE/SPES025 @S\buslsumanv(nl Recommended ~ 2025/05/08
Project Code L

i c Contctng o - . : © _
Aecte for 6 days Contract Type Initiation Review Approval (58 Min)

Cancellation  Change Request Extension  Related

B contracts i
I Summary Cost Allocation Timeline Documents Approvals Projects  Recruitment Constraints
Projects

[] Project Register

Payment Transactions
Contract Agreement

D payments

Link to Adobe

Project Amendments
2 Change Requests Agreement
&
3 Request for Transfer ...

DC/SPES025 DRAFT

Request for Contract Hacrve Agreement Status Senton |
Request for Addition...

Request for Cancellat...

Wiite Backs

Step 32: Clicking on the link will open adobe app page, to access adobe app, you need to
have a valid adobe licence
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Step 33: On Login this is the page you will see

Step 34: The contract will be under on the Navigation drafts
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Step 36: This below page will be presented to you, with previously attached contract
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Step 37: Scroll down to the Add recipients’ sections
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Step 38: Change the recipient’s designators available options are

Signer, Approver, Sign acceptor, Certified Recipient, Sign with Witness or Delegator

Step 39: Click on Add to for additional signatories, populate their email address, select add
individual, specify the action in Step 38 above
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Step 40: Click on Preview & add fields
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Step 41: You will lend on the below page for setting up designated places for all the rec
recipients list

Contract Management Module




€ C % sassetanadadobesign.com/account/requestSignatures/authoring?agrid=CBICHBCAABAAGkpddZEeidkTleya kAKXIKWRTuVW- h&authoringRequested =falseluclient id=UBTESBXCHY&gro.. &, & 0 @ @
Powered by

uffn | Adobe bome Send  Manage  Workfoms  fepors e
| Acrobat Sign

ABD 508M RELDS FOR D) A

SAFETY & SECURITY
SECTOR EDUCATION AND TRAINING AUTHBRITY
sarerr Weeeomirr

DISCRETIONARY GRANT FUNDING AGREEMENT

Betwaan

Safety and Security Sector Edueation and Training Authority
[Hereinafter referred to

and

Sekhuhune TVET College

(Hereinafter rafarrad to as the Employer)
and

"t Hart Sekuriteits Stelsels

(Hereinafter referred to as Training Provider)

Step 42: On the left Navigation Under ADD FORM FIELDS FOR section is a list of all
recipients colour coded
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Step 43: Click on the first page that needs initials or signature, the colour represents the
recipient

Step 44: Click on the change field type to change the type of field preferred type, see field
type options on below screenshot

Step 45: Repeat this for all pages where you want the colour coded recipient to sing until
the last page
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Step 46: Select the next recipient and repeat the process for all pages for each recipient
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Step 47: Add the field type and ensures the selected recipient is correct, this ensures
recipient validity, to sign and initials in designated places
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Step 48: Repeat this process for all receipts on the list

1 Compony
[ Ttk

Step 49: To delete you can click on the bin sign and reconfigure or add again on the field or
the next field, this deletes the current user you have selected and the field type, you can
add another one or move to the next field
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Step 50: Once completed click on Send, this kicks off the signing process through sending

notifications to receipts
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Step 51: On Completion you, the below screen will be displayed, you can close adobe page
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DC/SPE3325 was successfully sent for signature

What's next?

. Sendanother agreement “. Track this agreement

‘Send anather document to others for Track status, view activity, send
sging reminders, and more for ths agreement

Step 52: When you Navigate to the contracts page, documents section, the agreement will
change from WAITING FOR AUTHORING to OUT FOR SIGNATURE

Step 53: The recipients as per specified order will receive the notification email to sign

&
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(&) Cick here to download pictures. To help protect your privacy, Outlook prevented automatic dawrioad of some pictses in this message
wamoan

Simphiwe Hadebe requests your signature on
DC/SPE5025

Due by May 21,2025
Review and sign
Please review and complete this document.

SIMPHIWE HADEBE
shadebe@sasseta.org.za

After you sign DC/SPES5025, all parties will receive a final PDF copy.

Don't forward this email: If you don’t want to sign, you can delegate to someone
else.
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Step 54: By Clicking on review and sign in the previous email, the following page will be
opened, click on Continue
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Your turn to sign.
DC/SPES025 from Simphiwe Hadebe
Message from Simphiwe
Hadebe:

Please review and complete this
document

By selecting "Continue’, | agree to the
Terms of Use, Consumer Disclosure and
to use electronic signatures.

-

Step 55: Click on blue button at the bottom, it will guide you on need all sections to
populate
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ne TVET Calle

1 required field remaining

Contract Management Module




Step 55: Click on apply for changes to take effect on each field, once completed, click on
submit and Sasseta page will be presented.

NB: After signature you can open but cannot edit this document
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B & @B =

Type  Draw  Image  Moblle

tlad;

Type your signature above

Step 56: All recipients and the practitioner will be sent an email with attached signed

contract and the Adobe Sign Audit Report/Signed Certificate of Completion

Step 57: The practitioner should download this signed contract document and upload it in
on the documents section
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& Contract Skills Programme 2025-05-13 15-12-38. DC-SPE3325_E6A257CTIFBD41A..  2025/05/13 16:15 Matshidiso Tladi 2025/05/13 16115
Project Amendments.

[2 Change Requests

1 Request for Contract...

Step 58: The practitioner clicks on the approval stage in the business process, click on yes
for fields - Approved by CEO, Contract sent to Stakeholder, Provider Accepted the Contract

Step 59: This will Create the project under projects
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5.1 PROJECT MANAGEMENT

5.1.1 A PROJECT WILL BE CREATED UNDER PROJECTS .
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& Hame

© Recent DC/LSE1325 - saved DC/LSEN32S Israel Sekhwela  Approved  2025/05/09
s Pinned ; Contract - Contract Project Code Assigned Uiser Status Resson  Created On

CM_Contracting for piva...

Contracts Active for § days Contract Type Initiation Review Approval (5 D)

B contract: = : i i
1% contocs Summary CostAllocation Timeline Documents Approvals  Projects Recruitment Constraints  Cancellation  Change Request  Extension  Related

Projects

[ Project Register + NewProjer [ Add Existing Project (O Refresh

Project Code ~ Sponsorship ~ Contract Type ~ Definite/ Not Definite ~ Estimated Start Date ~ Finish Date >~ Chambers ~ Project Phase ~ Created On | ~
Payment Transactions

JC/LSE1325 i i t 025/05/09 ./ Defence y
T Payments el SETA Funded Pivotal Progr. Definite 2025/05/09 2025/12/09 Defen Initiation Pha. 2025/05/13

Project Amendments
[® Change Requests
1 Request for Contract...
Rows: 1
Request for Transfer ...
Request for Addition
Request for Cancellat...

Wiite Backs

Comtncs

e To open the project double, click the project or open the project under project,
project register, select and double click the project.

5.1.2 PROJECT LANDING PAGE
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B¥ Project: Project

c sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62f289b0-2{9f-ee11-be37-000d3adc0257 &pagetype=entityrecord&etn=vw_project&id=510288bb-d62f-f011-8c4d-002248a36206

Hame

Recent
5 Pinned
Contracts

B conuaas

Projects

| O Project Register

Payment Transactions

T Payments

Project Amendments

B Change Requests

£ Request for Cantract...
Request for Transfer .,
Request for Addition...
Request for Cancellat.

Wirite Backs

ot

@ accountactived: X

Save

DC/LSE1325 -5

Praject - Projects

Summary
Employment Status
Programme Type
Qualification

Definite/ Not Definite

Parties

Employer Name
Contact Person

Skills Development Provider

Allocation of Grant

Number of Learners

2 signin

Learner Registration

s % | B Bisives Mg <. | @ Power Ao 561 3¢

@ prod-223weste. x| §

&’ Save & Close [ Deactivate [ Delete () Refresh

Provider Milestones Schedule  Learner Stipent Schedule  Timeline
Employed

Learnership

Definite

No

A sekhukhune TVET College *
Pl Nkanyezi Smith %

B8 24/7 Security Services

€ Check Access

¥} Contracts 1. All

Export to PDF

DC/LSE1325

Project Code

Dacuments

Transfer of Funds

x | B paymentsAcive % | +

a v 0O @

B9 Process

ion Phase
Project Phase

Matshidiso Tladi
Assigned User

2025/05/13
Crested On

&

Additional Funding ~ Write-back  Related

5.1.3 LEARNER REGISTRATION

1. Navigate to Learner Registration Tab to view Learners has been added to the project,

verified learners have the agreement status of registered.

C % sasseta-imis-dev.crmd.dynamics.com/mainaspx7appid=621289b0-2f9f-ee11-be37-000d3adc0257&pagetype=entityrecordetn=vw project&id=89efaBB1-b225-1011-8c4d-002248%abdes. &, & 3 @

Dynamics 365 2 search

Save @ Save&Close -+ New [ Deactivate [] Defete () Refresh @ Check Access [ Exportto PDF Bl Process A, Assign

Hame
Recent

INTU - 4624 - saved

Project

INTU - 4624
Project Code

Initiation Phase
Project Phase

Sibusisa Manyoni
Assigned User

2025/04/30

Created On
Pirined Projects -

Contraety Summary  Learner Registration Provider Milestones Schedule  Learner Stipent Schedule  Timeline  Documents  Transfer of Funds  Additional Funding ~ Wite-back  Related

B Contracts

New Learner Registrati Add Existing Learner R

Projects

National ID No Surname First Name ~ Gender ~ Project Code g Status

| O Pproject Register Type ~ Created On | ~

9902055302085 Mnisi Bathandwa Male INTU - 4624 Intemship Pending 2025/05/05

Payment Transactions

0304063088088 Ndaba Sophie Female INTU - 4624 Intemship Pending 2025/05/02

T payments

9206184800088 Masilela Tshepo Female INTU - 4624 Internship Pending 2025/04/30

Project Amendments

9806184800085 Mazuku Sfiso Female INTU - 4624 Intemship Teeminated 2025/04/30
Change Requests
9911104300080 Masilela Zodwa Female INTU - 4624 Internship Registered 2025/04/30

3 Request for Contract.
Request for Transfer ...
Request for Addition...
Request for Cancellat...

Write Backs

Comtncs

5.1.4 PROVIDER MILESTONE SCHEDULE

1. Navigate to Provider Milestone Schedule for milestone payments.
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sasseta-imis-dev.crmd.dynamics.com/main aspx7appid=62{289b0-2(0f-ee1 1-be37-000d3adc0257 &pagetype=entityrecord&etn=vw projectid=80efaB81-b225-f011-8c4d-0022489abdes & & 3 @

ynamics 365 O search

&’ Save & Close New [ Deactivate ] Delete () Refresh @ Check Access [ Exportto POF B2 Process A, Assign
Home

Recent INTU - 4624 - INTU - 4624 Sibusiso Manyoni  Initiation Phase  2025/04/30
c o

Project Code Assigned User Project Phase
pinned Project  Projects - S g

Contracts Summary  Learner Registration  Provider Milestones Schedule  Learner Stipent Schedule  Timeline  Documents  Transfer of Funds ~ Additional Funding ~ Write-back  Related
B conacts

Disbursement Milestone © Refresh 2 @ RunReport
Projects

10 Project Regster Group By: | (no grouping) v
ey
Payment Transactions - ~
Initiation Phase 2025/06/25 R20 00000 Pending 2025/04/30

T Payments
Execution Phase 1 2025/08/21 R20000.00 Pending 2025/04/30
Project Amendments Execution Phase 2 2025/10/23 R2000000 Pending 2025/04/30
[B Change Requests Closure Phase 2026/01/15 R20000.00 Pending 2025/04/30
£l Request for Contract..
Request for Transfer .
Request for Addition...
Request for Cancellat..

Write Backs

S

2. Click on the milestone and click on edit
3. Open project milestone , modify the necessary fields and add the installment
amount

sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62128950-29f-ee11-be37-000d3adc0257 &pagetyp record@etn=vw_projectmilestone&id=b16¢5fa7-ae25-011-8c4d-0022.. & % O @

B save @ Save & Close [ Deactivate [0 Delete () Refresh €4 Check Access &) Exportto PDF Bl Process A, Assign

Recent Initiation Phase - saved Pending @ Sibusiso Manyoni  2025/04/30

K ; s Jate Created
57 Pinned Project Milestone + Project Milestone Status. o D ate

ety Disbursement Milestones  Timeline Documents  Related
B contracts Payment Milestone Deliverable
Projects Milestone Name Initiation Phase

[0 Project Register Estimated Delivery

Milestone Date

2025/06/25

Payment Transactions
Pt Wilestone SR

T instalment Amount

Ourstanding Balance

Project Amendments
Payment Milestone B (e

B Change Requests D Tisining Pian
Descriptions « Project Plan

Request for Contract... + Training Plan
« Induction Report and attendance register
Request for Transfer .
Request for Addition.
Request for Cancellat..

Write Backs

c o
B convecs Paymens

4. To add a payment request fror the provider, click on New Payment
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Project Mileston: X @ accountactived! X Business Managi %' | @ Power AomsiSa X | @ prod-22iwester X Contracts 1AL/ % | BB paymentsActive % | +

c Qax O @

Dynamics 365

= @ save @& Save &Close ) Deactivate  [i] Delete () Refresh €\ Check Access Exportto PDF B Process A, Assign
@ Home

© Recent Initiation Phase - s- Pending @ Sibusiso Manyoni  2025/04/30
% Pinned . Project Milestone - Project Milestone = Gmer Do Cremes.

Contracs Disbursement Milestones Timeline Documents  Related

B Contracts

Projects.
[0 Project Register

Payments
Payment Transactions

O Payments Amount Paid

Project Amendments + NewPayment 2 Add Existing Payment

Change Requests Transaction 1D v Project Code (Project Code) + Amountv  Created On | v Status Reason v
Request for Contract
Request for Transfer

Request for Addition,
Requuest for Canceliat We didn't find anything to show here

Write Backs

[ -

5. Click On new Payment, click on save , automatic creation of project milestone
documents

Project Mileston X @ accountactived: X Signintoyours X BusinessManag X | ) PowerApps|So X | @ prod-223weste: X | @ Conacts 1Al X | B¥ PaymensActve X | +

c sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62f289b0-2f9f-ee11-be37-000d3adc0257 &pagetype=entityrecord@etn=vw._projectmilestone&id=b16c5fa7-ae25-f011-8c4d-0022.. & % £} @

Dynamics 365

H save ' Save &Close [ Deactivate [@ Delete () Refresh € Check Access Exportto PDF i Process
@ Home

® Recent ™/ Initiation Phase - s Pending Sibusiso Manyoni  2025/04/30
 Pinned Project Milestone - Project Milestone S Cunet Do Cramse)

Coiiacts Disbursement Milestones  Timeline Documents Related

B contracts

Projects
[] Project Register

Payments
Payment Transactions

0 Payments Amount Paid

Project Amendments ~+ NewPayment 2 Add Existing Payment
[ Change Requests Transaction 1D ~ Project Code (Project Code) v Amount v Created On | v Status Reason »
& Request for Contract.

Request for Transfer ..

Request for Addition.

Request for Cancellat... We didn't find anything to show here

Write Backs

Bl corvcs
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% sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=621289b0-219f-ee11-be37-000d3adc0257 &pagetype=entityrecordetn=vw_payment&id=4373d3ec-de57-4bd3 871a-6639846795.. @ & O @

SANDBOX

= ElSave § Seve&Close + New [ activate ] Delete () Refresh @ Check Access B ExporttoPOF Bl Process ~ [ Add to Queue

Hame

@© Recent T-819 - soved T-819 Matshidiso Tladi
7 Pinned " Payment - Information Transaction ID @c..w.

Payment Process

Contracts. Active o less than ane minute: Initiate Payment (< 1 Min)

B Contracts — > ;.
General Timeline Payment Verification  Financial Approval Memo.  Documents  Related

Projects
1 Project Register Praject Code

.
Payment Transactions e

I D payments Status Reason

Project Amendments Amount

B Change Requests Complaint
=] Request for Contract...

L bt L Project Milestone Documents
Request for Addition.

@ Request for Cancellat.. +  NewProject Milestone.. @1 Add Existing Project M...

Wirite Backs
e Bes Document added v Compliant ¥

No Non Compliant

inducti Report and attendance register
[ [
No

Non Compliant

Payment documents can be directly uploaded to adobe for signature and attached
on documents section

The practititoner can follw up by email or call with the provider to upload requested
milestone documents

To send the payment to payment processing all project milestone documents should
be complaint and the payment should be on status complaint

Complete payment verification and financial memo section

PAYMENT PROCESSING APP — FIANANCE

Milestone Payment can changed from Not paid to Paid by fianance team
Fianance team can attached Payment varification — On the Payment processing app

Contract Management Module




sc1mA dynamics.com/ i aspx

Dynamics 365

2 search

B Focused view

Home

Recent Active Payments

@
®
=2

Pinned Transaction ID

Processing

I F} Payments

T-811

Rows: 41

The above view is for the fianance team, finance personnel will follow the business

] show Chart -+ New

Project Code (Project Cod...

INTU - 4624

DC/LSE1325

DC/LSE1325

DC/LSET325

DC/LSU1725

DC/LSuU1725

DC/INTU4926

DC/LSE4825

DC/LSUT125

[l Delete -

Owner ¥

@ Matshidis..
0 Matshidis..
o Matshidis
@ simphiwe
© st
o Matshidis
o IMIS Admin
m IMIS Admin

process stage to complete payment request

+ dynamics.com/main.aspx

O Refresh il Visualize this view

@ Edit columns 57 Edit filters | O Filter by keyword

Amount~  Created On |~ Status Reason >

RO.O0  2025/05/14 Naot Paid

R36 000.00  2025/05/13 Not Paid

RO.00 2025/05/13 Not Paid

R2500000  2025/05/13 Not Paid

R35 000.00 2025/05/04 Not Paid

R35 000.00 2025/05/04 Not Paid

R144 00000  2025/04/25 Not Paid

RO.O0  2025/04/24 Not Paid

ROO0  2025/04/24 Not Paid

P E® B >0

P search

H save

@ Home

(@O Recent

T-819

% pinned Payment

Processing

|8 Payments

General Timeline

Project Code
Provider
Status Reason
Amount

Complaint

Documents

ﬁJ Save & Close

Payment Process
Active s <

Related

B3 INTU - 4624

Not Paid

+ New

'_-‘-‘, Deactivate

El Delete D Refresh Q, Check Access

T-819
Transaction 1D

Matshidiso Tladi

Owner

2025/05/14
Created On

Initiate Payment (32 Min)

Active for 32 minutes

Documents verified by
Administrator

Document verified by
Practitioner

Practitioner Recommended
to Manager

4. After verification fianance can click on yes for all intial payment stage
5. Move to next stage and select relevant data representing the payment

Contract Management Module




Dynamics 365

@ Home

(® Recent

57 Pinned
@ |B rayments
(L)

Processing

6. Navigate to Payment Approval Stage for and populate fields

s e

vicim dynamics.com/mainaspx

,O Search

SANDBOX

Save

T-819 - saved
Payment
Payment Process

Active minutes

General Timeline

Project Code &

Provider &)

Status Reason

Amount

Complaint

Documents

&' save & Close

Related

B INTU - 4624

Not Paid

R0.00

Yes

+ New

[ Deactivate  [i] Delete () Refresh @ Check Access

Matshidiso Tladi
Owner

T-819
Transaction ID

©®

Initiate Payment Verification (< 1 Min)

Active for less than one minute

Payment verification
attached?

Financial approval memao
attached?

Manager Verified
Compliance

Manager Recommended to
EM:LP

EM: LP Recommended to
[ae}

. paymentBid=4373d3ec-deST-4bd3-871a-6639 © B & ©@ D

< Cc & devi

@ Home
@ Recent
s> Pinned
Processing

| E; Payments

.dynamics.c

&t 11-bBes-0f

2 search

SANDBOX

Save

T-819 - saved

payment

Payment Process
Active for 37 minutes

General Timeline Related

Project Code

Provider

Status Reason

Amount

Complaint

Documents.

@’ save & Close

[} Deactivate  [i] Delete (0 Refresh @ Check Access

T-819
Transaction ID

Matshidiso Tladi
Owner

2025/05/14
Created On

Initiate Payment

B INTU - 4624

Not Paid

O]
Verification (2 Min) Payment Approval

Inactive B X

CFO Recommended to CEQ o

CEO Approved No

Click on Yes and change the status of a status reason from Not Paid to paid

2025/05/14
Created On

~

No
No
No
No
No

<

o

LEARNER STIPEND SCHEDULE.

Navigate to Learner Stipend Schedule, Stipend Schedule records will be created
according to defined process on the contract based on the following fields on a
contract.

Contract Management Module
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s sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62{289b0-2f9f-ee11-be37-000d3adc0257 Bipagetype=entityrecordietn=vw_projectfiid=c082c0c6-d328-1011-8cde-Tcie52213f64 & ¥

Dynamics 365 2 search SAN D BOX

& save @ Save & Close New [} Deactivate 1] Delete () Refresh ) Check Access B ExporttaPDF BA P v A, Asign

Home
© Recent e DC/LSuU1725 DC/LSUTT25 Sibusiso Manyoni | Initiation Phase ~ 2025/05/04.
Project Code Assigned User Project Phase Created On

& Foned Praject - Projects

ottty Summary  Learner Registration  Provider Milestones Schedule  Learner Stipent Schedule  Timeline  Documents  Transfer of Funds  Additional Funding ~ Write-back  Related
B contracts

Stipend Disbursement Schedules =+ New Stipend Disburse, B Add Bdsting Stipend
Projects

| O Project Register Number of Months +  Payment Date T~ Amount~  Create Stipend Payment Request © Payment Status ~

2025/05/31 R35 00000  Ves Pending
Payment Transactions

2025/06/30 R35 000.00 Pendin
b 9
Payments

Stipend Disbursement Schedule 3 2025/07/31 R35 000.00
Project Amendments
Stipend Disbursement Sd 4 2025/08/31 R35 000.00
[ change Requests
sbursement Schedule 5 2025/09/30 R3S 000.00
1 Request for Contract

11073 500,
Request for Transfer 2025/10/31 R35 000.00

) Request for Addition... 7 2025/11/30 R3S 000.00

Request for Cancellat... I dule 2025/12/31 R35 000,00

£ Write Backs
2026/01/31 R35 000.00

2026/02/28 R3S 000.00

[ [

e if thisis a stipend contract
e payment frequency
e paid in areas or advance.

Note: This has already been defined on contract record.

Double Click on the stipend Disbursement to open it

Click Create Stipend Payment Request to yes to create monthly stipends and
payment request automatically.

%5 sasseta-imis-dev.crmd.dynamics.com/main aspx?appid =62f289b0-219F-ee11-be37-000d3adc0257&pagetype=entityrecord@etn=vw stipenddishursementschedule®id=7ee6269%-d328-0.. & # O @

of B sae & saveiclose -4 [ Deactivate [l Delete () Refresh €4 Check Access  Ba Process R, assign B Flow
{2 Home

© Recent Stipend Disbursement Schedule 1 - saved
& Pinned ’ Stipend Disbursement Schedule - Information

Contracts General Monthly Stipend  Related

B e Commimen Amount 9 R3I5 00000 rrowaer

Stipend PaymentType B paid in arrears Payment Amournit R35 000.00
Projects

Stipend Amount per & Payment Status
Learner

[l Praject Register

Contract
Payment Transactions Committed Number of
Leamers
T Payments

Payment uests
Project Amendments e Rrgus

Change Requests
+ MewPayment B Add Bxisting Payment

1 Request for Contract.
Transaction 1D ~ Project Code ~ Narme (Stipend Disbursement Schedule) ~ Provider ~ Amount ~  Status Reason ~
Request for Transfer ..
Request for Addition... [ T-814 X 5 Stipend Disbursement Schedule 1 Sekhukhune TVET R3500000 Mot Paid
) Request for Cancellat...

Write Backs

Contenc

4. To Request Stipent Payment documents from provider or to modify the payment for
processing oepn the payment request
5. This create Stipend Documents need for updload

Contract Management Module




To proccced with payment until completion follow the same steps from 5.1. 6
number 3 and the entire 5.1.5

To run and update Leaner payments based on uploaded attandance register click on
Monthly Stipend Tab

v | B¥ stpenaDisb x B Swnintoy

v 3¢ | I Sty fo X | @ Poverpps % | @ prod2ziwe X | @ contacts

€ > da

# Dynamics365  Co 2 search

ot Save @ Save & Close New [ Deactivate [i] Delete () Refresh € Check Access B3 Process A, Assign 2 Flow

® Recent Stipend Disbursement Schedule 1 saed

 Pinned Stipend Disbursement Schedule - Information

Cotsiats General  Monthly Stipend  Related
B contacs

Month Stipends 4 MNew Monthly Stipend B Add Existing Monthly
Projects -
O Project Register T Name T~ Committed Amount - Paid Amount - Balance Remaining »  Created On ~

35 000.00 2025/05/04 23:25
Payment Transactions

T Payments

i’rujecl.ﬂmendmzn(s
3 Change Requests
7] Request for Contract..
[ Request for Transfer
b Request for Addition
% Request for Cancellat

Wirite Backs

Open Stipend Monthly record
Navigate to Monthly Learner List record

. Registered Learners will be displayed under Leaner Stipend

. The practioners can click on leaner and update this, commitment amount is the
amount that was agreed fro each lerner on the project , Paid amount is what is due
to learner based on attandance, you can update paid to yes or no and payment date

& Monthly Stipend Disbursement: Infarmation: Stipend Month 1 - Dynamics 365 - Google Chrome - [ul x

2% sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=b3fffec?-1584-ef11-ac20-000d 3ad8e0d! low=t pe=entityrecordetn=vw_monthlystipenddisbursement&id=0c04c567-8f0c-f011-9989-0022489abde5 =8

i Dynamics 365 as L Search SA N D BOX

{ B Save @ Save & Close New [ Deactivate [i] Delete () Refresh @ CheckAccess [ AddtoQueue B Queue tem Detalls &, Assign
Business
& Business Manage Stipend Month 1 - saved

Monthly Stipend Disbursement - Infarmation
BN Templates o

(B Product Catalog General  Monthly Learner List Documents  Related
Senvice Managem.
Mobile Offline Total Paid Amount 2]

3 SyncEmor

Customization
Leamer Stipend

B Customizations

2 Soluticns =+ New Monthly Learer .. Bl Add Existing Monthly ..
Micrasoft AppSou...

[® Plug-In Trace Log

£% Solutions History

System Andrew Are. Andrew Are.. 202
Fa Administration ¥ M Millie Bobby.. = = o= = - Millie Bobby.
&  Security (Preview) Nomzamo ... Nomzamo ...
B8 Data Management Boitumelo R... Boitumelo R..  2025/03/29 13:17
" System Jobs Benedict Vil . o - - Benedict VIL..  2025/03/29 1317

% Document Manag...

Auditing

12. On Completion of the update click on Calculate Paid Total, to update the total paid.
13. This total will be displayed on the stipend and the outstanding balance.
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14. The outstanding balance will be rolled up to stipend schedule for all the monthlies
belonging to that Stipend Disbursement Schedule
15. The Practitioner needs to make note of the commitment amount and the payment
amount on the stipend schedule, the remining balance should be rolled off to the
next stipend schedule.
16. To run stipend report on a monthly, ensure you are inside the monthly, click on 3
dots as per below screen, click on Run report.

£ Monthly Stipend Dusbursement: Information: Stipend Month 1 - Dynamics 385 - Google Chrome.

. sasseta-imis-dev.crmd.dynamics conyimain aspappid=b3fffecT- 1584-f

& Business Manage
8 Templates
3 Praduct Catalog
Service Managem.
) Mobile Offine

3 Sync Error

Customization
B Customizations
3 Solutions

Microsat AppSou.
1 Plug-n

ce log

Solutions History

System

A Administration
Securlty (Previen)

B Data Managerment
System Jobs
Document Manag.

Auditing

B search

€ o B Sme & Save & Close New [ Deactivate

Stipend Month 1 =

Monthly Stipend Disbursement - Informatian

General Monthly Learner List Documents  Related

Learner Stipend

Group By:
b

(o grouping)

>0 Andrew Are...

3 No Millie Bobby

Nomzama

Boitumelo R

Benedict i

] Delete

) Refresh

§, Check Access [} Add to Queue

Total Paid Amount

B Queue tem Details A, Assign

+ New Monthiy Learner

Andrew Are.
Millie Bobby.
Nomzamo ..
Boitumelo 7,

;

17. Click on stipend Schedules on the Run on Selected Records

B Monthiy Stipend Disbursement: Infarmation: Stipend Month 1 - Dynamics 365 - Google Chrome

Dynamics 365

Business

& Business Manage
B Templates

[3 Product Catalog General
B Service Managem..
& Mobile Offline

B Sync Eror

Customization

Learmer Stipend

B Customizations
Solutions

P Microsoft AppSou

[ Plug-in Trace Log Group By:

£ Solutions History

System
Ha  Administration

Security (Preview)

a
B8 Data Management
ir

System Jobs
Document Manag...

Auditing

18. This will open a new page for the report

& save

Monthly Learner List

L search

@ Save&Close + New [ Deactivate

Stipend Month 1 - saved
Monthly Stipend Disbursement

Information

Documents  Related

(no grouping) v

Andrew Are.
Millie Bobby...
Nomzamo ...
Boitumelo R..

Benedict Vil.

Contract Management Module

] Delete

€ Refresh

€ Check Access

Total Paid Amount

[t Add to Queve

B Queue ltem Details

20)-000d3adBe0d8 & newindow=trueipagetype=entityrecord@etn=vw_monthlystipenddisbursementid=0c04c567-80c-

2 flow
* Send Report For Signature
& Word Templates

{#l Run Report

% Add Bxisting Manthly

£

2025/03/23 1317

291317

T [=]

A, assign

Back

_’qkun on Selected Records

+  Mew Monthly Learner

Andrew Are...

Millie Bobby...

Nomzama. ..

[# stipend Schedules

@ Add Bxisting Manthly

2025/03/29 1317
2025/03/29 1317

2025/03/29 1317

Nomzami tha

Boitumelo K.

Benedict Vil...

2025703729137

2025/03/29 13117




% sasseta-imis-dev.crmd.dynamics.com/crmreports/viewer/viewer.aspx?id=076d9640-0226-011-Bcde-7c1e52213f64&action=runicontext=recordsBrecordstype=11568&records={0C04C56.. & & £ | @

Provider :
Project Code:  INTU - 1925
Prepared Date: 5/14/2025
Learner ID No Account  Commited Paid
Andrew Arendse

Benedict Vilakazi

Ecitumelo
Radiopane

Millie Bobby
Brow

Nomzamo
Mbatha

. To downlaod report click on export icon and select preffered download format, once
you click on the ofrmat, the report will be downloaded to your local machine, under
downloads, you can access it from there

20. To view and Run Stipend Schedule Disburment report for all the monthlies, navigae
back to Stipend Disbursment Schedule page
21. Click on 3 dots then run report

£" Stipend Di Schedule: Stipend Schedule 2 - Dynamics 365 - Google Chrome

23 sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=b3fffec’-1584-ef11-ac20-000d 3ad8e0d!

1 Dynamics 365  Power Platform Environr O Search SANDBOX

o Esave & Save &Close New [ Deactivate [l Delete () Refresh €\ Check Access B3 Process ~ R, Assign 2 Flow
Business & Send Report For Signature
& Business Manage Stipend Disbursement Schedule 2 - save & Word Templates

_ Stipend Disbursement Schedule - Information
B Templates

[# Run Report
R .

B Product Catalog General Monthly Stipend  Related

B Service Managem

R you sel
& Mobile O
Mabile Offlin i 5
- Motlia ofins Month Stipends + New Monthly Stipend e Ada Basting Moty -
B Syncémor

Name T~ Project Committed Amount Paid Amount Balance Remaining ~  Created On

Customization m

stipend Month 1 NTU - 1925 17 500.00 2025/03/291317
B Customizations

2 Salutions

P Microsoft AppSou...

[® Plug-in Trace Log

£% Solutions History

System

S Administration
Security (Preview)

R Data Management
System Jobs

3 Document Manag..

Auditing

22. Click on Stipend Disbursment Summary

23. This will open a new page to run the report follow step 19 above to download the
report

24. Repeat this process from 1 above for each new Stipend Dirsementent Schedule
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5.2 PROJECT AMMENDMENTS

5.2.1 CHANGE REQUEST

Change For change requests can be create on both the portal by the provider and on
IMIS.

Populate the Details Tab

Download relevant Change Request Document on word templates section.

Attach document on the documents section.

Move the Chage request from Request Stage to Manager Review

Assign change request record to the manager for approval.

c 25 sasseta-imis-dev.crmd.dynamics.com/main aspx?appid=62f289b0-2f%f-ee1 1-be37-000d3adc0257 &pagetype = entityrecord&etn=vw _changerequest&id=3443h0bb-da2t-f011-a2d9-7c1e5 e ¥

2 Search

SANDBOX

B save @& Save &Close

5* Pinned
Contracts

B contracts

Projects

[ Praject Register

Payment Transactions
Reasons) for Change *
0 payments Extending the project completion date

Project Amendments 2026-06-30

| B Change Requests

[ Request for Contract

I3 Request for Transfer

& Request for Addition...
Request for Cancellat...

Wirite Backs

[ -

v [B Deactivate [l Delete () Refresh €} Check Acress Export to PDF Approve Request

CR-85 Submitted 1siael Sekhwela
Reference Mo, Status Resson Owner

0
Manager Review (29 Hrs) Recommendation (EM /LPERC Approval (CEQ)

Timeline

B Search timeline
& Enteranote

& Highiights

Modified on: 2025/05/13 12:41
7 Email from: 2 IMIS.

Task Assignment : Change Request CRM:0451854
Good Day Israel Sekhwela, A change request has been assigned to you for you action. To a...

&l v B

View mare b

7. The Manager will receive change request approval notification.
8. Open the change request and selected yes for Review completed and populate Manager
Review date.
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sasseta-imis-dev.crmd.dynamics.com/main aspx?appid=621289b0-20f-ee11-be37-000d3adc0257 &pagetype= record@etn=vw_changerequest&id=3443b0bb-da2f-f011-a2d9-7cte5.. & +r i} (]

O search

o B swve @& Save&Ciose New [ Deactivate [0 Delete () Refresh € Check Access Exportto PDF . Approve Request
@ Home
@ Recent CR-95 - Saved CR-95 Submitted Israel Sekhwela

Reference No. n et
# Pinned Change Request + Summary Refesence No.  Status Reasor Ove

e [y e———
R Request (Practitioner) Manager Review (30 Hrs) Recommendation (EM /LPERC Approval (CEC)

B Contracts Active for 30 h
Summary Details Documents Related e R e

Projects Review Completed
PURPOSE

[l Project Register Manager reviews date 2025/05/13 [

Payment Transactions Rapes < m

O Payments

Project Amendments
Change Requests
Request for Contract...
Request for Transfer ..
Request for Addition, BACKGROUND

Request for Cancellat...

Wirite Backs Background

[ -

c 2% sasseta-imis-dev.crmd.dynamics.com/main.aspx?appid=62f289b0-219f-ee11-be37-000d3adc0257 &pagetype=entityrecord@etn=vw _changerequest&id=3443b0bb-da2f-f011-a2d9-7c1e5.. & ¥

ynamics 365 2 search

H save @ Save&Close -+ New [3 Deactivate [0 Delete () Refresh 4 Check Access ) Export to POF Approve Request

CR-95 -5 CR-95 Submitted Israel Sekhwela

Reference N is amer
£ Pinned Change Request + Summary Reference No.  Status Reason Ovmer

Contracts Request (Practitioner] Manager Review (30 Hrs) Recommendation (EM /LPERC Approval (CEO)

B Contracts
S Summary Details Documents Related ~ IS

Projects Recommendation ¥ Recommended
) PURPOSE
[ Project Register Date Recommended

Payment Transactions Bvrpose

O payments

Project Amendments
Change Requests
Request for Contract.
Request for Transfer ..

o jon..
fequest for Addition, R

Request for Cancellat...

Wirite Backs Background

[ [
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