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1. INTRODUCION

1.1 Overview of the Integrated Management System

The CATHSSETA is a public entity established in terms of the Skills Development Act
97 of 1998. CATHSSETA aims to promote economic and employment growth, social
and economic development, redress inequalities in education and training and to
facilitate and advance employment equity in the Culture, Arts, Tourism, Hospitality
and Sports sectors.

CATHSSETA has developed the CATHSSETA Integrated Management System i1
CIMS. CIMS is based on the business processes and is designed to enable the
CATHSSETA to implement the National Skills Development Plan 2030 more
effectively.

CIMS has the following core functional modules:

1. Skills: The Skills Module gathers information and data from employers/entities about
the organisation, workplace skills planning and the implementation of training. This
information and data is used to process mandatory or discretionary grant
applications, in line with CATHSSETAs Grants Policy. In addition, some of the data
collected from employers is used in CATHSSETASs sector skills planning and research
activities as well as for monitoring and evaluation.

2. Finance: The Finance Module focuses on mandatory grant payment, and discretionary
grant disbursement in line with grants regulations that govern the payment and
utilisation of levies and the CATHSSETA Grants Policy.

3. ETQA: The ETQA Module focuses on managing skills programme registration,
gualification development, learnership registration, learning programme material
management, workplace approval and mentor registration, skills development provider
accreditation management, assessor and moderator registration and management,
management of industry funded learners, provider monitoring, learner certification, and
learner management.

4. Projects: The Projects Module supports the management of the CATHSSETA's
funded projects.

5. Reporting: CIMS reporting functionality supports CATHSSETA's to decision-making
as well as reporting to the DHET

1.2 Purpose of this User Manual

This document provides a guide on how to gain access, and if approved, register and
maintain an organisation profile on CIMS

1.3 System Requirements

CIMS can be accessed using any browser and requires good Internet connectivity.
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1. To access, type the address in the address bar as:
https://cims.CATHSSEB#g.za

2. Step 1 for first time registration click on download under documents
section to access information on the documents that you will need to
access CIMS.

Documents Get started.. Login

required to register on the CIMS You can now request to register required to register on the CIMS
as a User

A leader in skills development within our diverse sector

3. You can download the file SDF Required Documents to get the
requirements. Users wishing to register as an SDF will need to upload a
certified copy of their RSA ID/RSA Smart ID card or Passport (for users
not holding RSAIDSs).

4. You are also required to upload a signed copy of an SDF
Appointment Letter as part of the registration. A sample format can
be downloaded and used to complete the required information.

/6%

Documents Get started.. Login
required to register on the CIMS You can now request to register required to register on the CIMS
as a User
==y

SDF Required Documents /"

Sample SDF Appointment
Letter

cathsseta.org.za/# A leader in skills development within our diverse sector
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5. Once you have clicked on Login, you will be taken to the following page.
6. If you are registering for the first time, you will click on Register.

7. If you are approved to use the system, when you return, you will click on
Login and enter your Login details.

Cathsseta

Re-send confirmation email

-y

8. After selecting Register, the Protection of Personal Information (POPI)
Act pop- up screen will be displayed.

9. You will be required to read through the screen,and check the POPI
Act Consent box and then Submit. If you submit without checking
the POPI Act Consent box, you will not be able to continue with the
request to register on CIMS.

Protection of Personal Information Act

LIy W SIRunGr T

The Cathsseta will take all reasonable measures in line with any law and/or the Cathsseta policies to ensure that personal information is protected and secured during collection,

storage, transfer, processing and use of personal information.
Contact Person Information

Any questions relating to the Cathsseta's reatment of personal information may be addressed to the contact details below:
The Cathsseta Chief Executive Officer (Information Officer)
Email Address: info@cathsseta.org za

Telephone Number: +27 (0)11 217 0600

Declaration and Informed Consent

| declare that | am permitted to supply personal information 10 the Cathsseta for the purposes of access and use of the CIMS and related legal and operational reasons and that the
information s aceurate, up-to-date, is not misleading and is complete in all respects. | undertake to immediately advise the Cathsseta of any changes to personal information should
any of these details change. | furthermore give the Cathsseta permission to process personal information as provided above and acknowledge that | understand the purposes for

which it is required and for which it will be used.

POPI Act Consent

Please be advised that should you decline to provide the Cathsseta with the required consent, the Cathsseta will not be able to grant you access to
the CIMS or assist you to access the Cathsseta services that are provided through the CIMS.
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10. For SDF Registrations, select SDF Registration.

Registration Type

Please note that only Primary SDFs can initiate registration.

Other SDFs will receive an email invitation to complete registration.

SDF Registration

Training Provider Registration

Assessor/Moderator Registration

Inter-SETA Transfer

11. You will be required to enter your RSA ID Number or your Passport
Number.

12. Please make use of the System Help Guide to help you navigate
through the system. Select either to enter RSA ID Number or
Passport Number.

4
L\ CBthsseta
o

SDF Registration

© The system will auto-fill some fields based on other sections/selections. These fields cannot be edited in the form and require to be amended in the originating section.

Enter RSA ID Number or Passport Number

(O RSAID Number

O Passport Number

€ Backto Login

Developed and powd

O RSAID Number Select if you want to
supply your RSA ID

O Passport Number Number or Passport
Number as a method of
identification
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13. Enter your First Name, Surname, Email, Telephone Number, Cell
Number and all the other required personal details.

NB: Fields which have * sign at the end, indicates that the field is

mandatory, and the user cannot proceed to the next section without
capturing the required information.

‘—\“\ cathsseta (8
/-6“@ _

SDF Registration

0 The system will auto-fill some fields based on other sections/selections. These fields cannot be edited in the form and require te be amended in the originating section.

O Please Ensure Names Are As Per Your ID Document.

Your Details

Title * First Name *

Miss ~ Test

Person

nitials * Passpart Number

T Test12312

Date of Birth * Equity *

01/10/1991 Black: African “—
Disability * Gender *

None ~ Female ~
Email *

Telephone Number *

0111111111
Cell Number *
0711111111
Home Language * Nationality *

isizulu ~ Angola ~

14. When filling in the address section, if your physical address and postal
address are the same, then tick on the i s a mephysicalad dr e s
and it will duplicate all address information and if the information is not
the same then you continue filling in the correct details.

15. Once all your information has been captured, click continue.

‘ﬂk\ Cathsseta <
yor _

Physical Address Postal Address
Address Line 1 *
2 Test Drive Same 25 Physical Address
Address Line 2 *
Test Place
Address Line 3 *
Test
Town *
Johannesburg ~
Postal Code *
1685
(Province)Municipality *
(Gauteng) City of Johannesburg Metropolitan Municipality ~
Urban / Rural *
Urban >

Citizen Residence Status *
Dual (SA plus other) ~
Highest School Qualification *

Socioeconomic Status *
Employed ~

Prasent Occupation *

NOF 8 (Bachelor Honours Degrees/Postgraduate Diploma) ~ Financial Accountant ~
Years In Present Occupation * Years Of SDF Work Experience *
5 2
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16. Select either to search for the Company using the SDL Number (for
levy paying companies) or select Non-Levy Paying Company.

17. Capture the SDL Number or the required information and click
Submit to continue.

- S S v o s

/6%
Citizen Residence Status * Socioeconomic Status *
Dual (SA plus other) ~ Employed ~
Highest School Qualification * Present Occupation *
NQF 8 (Bachelor Honours Degrees/Postgraduate Diploma) ~ Financial Accountant >
‘Years In Present Occupation * Years Of SDF Work Experience *
5 2

O The system will auto-fill some fields based on other sections/selections. These fields cannot be edited in the form and require to be amended in the originating section

Company Registration Form

Nor-levy Paying Entity [
Existing Non-levy Paying Entity |:|
Cathsseta Levy Paying Entity -

@® SDL Number S

€ Backto Login

18. You will be required to capture the information Company
Registration Number.

19. Click Upload to upload a clear and certified copy of your ID /
Passport document and SDF Appointment Letter. Then click
Save and Submit.

O\ cathssets (G
)

(?)

@ The system will aute-fill some fields based on other sections/selections. These fields cannot be edited in the form and require to be amended in the originating section

Company Registration Form

Company Name *

Entity ID *

Upload Documents

10 Please upload the following compulsory document(s

SDF Company Appointment Letter

SDF Company
o Appoiniment Letter wore

— I
+ Select file

+ Save and Submit

No records found
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20. To add a new company select either to search for the SDL Number
(for levy paying companies) or select Non-Levy Paying Company
Otherwise, click submit.

U\ cathssets (3
e

Highest School Qualification * Present Occupation *

NQF & (Bachelor Honours Degrees/Postgraduate Diploma) ~ Financial Accountant ~
‘Years In Present Occupation * Years Of SDF Work Experience *
5 2

(2

0 The system will aute-fill some fields based on other sections/selections. These fields cannot be edited in the form and require to be amended in the originating section

Gampany Registration Form
Nor-levy Paying Entity  []

Existing Non- aying Entity D
Cathsseta Levy Paying Entity [

([

Developed and powered by Dajo Technologies Cathsseta (g) All Rights Reserved

21. A notification will be displayed to indicate that your registration
request is being processed.

\
)\ Cathsseta <
So%)
Your registration request is being
o processed.
SDF Registration _

@ The system will auto-fill some fields based on other sections/selections. These fields cannot be edited in the form and require to be amended in the originating section

Enter RSA | Number or Passpart Number of Authorised Person

(O RSA ID Number

(O Passport Number

< BacktoLogin

Developed and powered by Dajo Technologies Cathsseta @ Al Rights Reserved
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22. If you have entered your email address correctly, you will receive a
notification in your email from CATHSSETA. The email will contain
an email confirmation link and a system generated password.a If
the notification email is not in your inbox, check your spam/ junk

mail.

23. After clicking confirm, you will be redirected to another page
where you have to click on log in and will be redirected to the

login page.

\
=\ CBthssetd (4
ﬁ 9]

a Login
Email confirmed!

Please login to the system.

Cathsseta () All Rights Reserved

Developed and posered by Dajo Technologies
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24. Enter the email you entered when registering, and the temporary
password given to you and click log in.

25. If have not received a confirmation email, then you can click resend
confirmation.

26. The POPI act will appear again and in order to go to the next step
you will have to read and agree the POPI Act, then click submit.

Protection of Personal Information Act

wsuuy v e

The Cathsseta will take all reascnable measures in line with any law and/or the Cathsseta policies to ensure that personal information is protected and secured during collection,

storage, transfer, processing and use of personal information.
Contact Person Information

Any questions relating 1o the Cathsseta’s trestment of personal information may be addressed 1o the contact details below:
The Cathsseta Chief Executive Officer (Information Officer)

Email Address: infoficathsseta org za

Telephone Number: +27 (0)11 217 0600

Declaration and Informed Consent

| declare that | am permitted to supply personal information to the Cathsseta for the purposes of access and use of the CIMS and related legal and operational reasons and that the
information s accurate, up-to-date, is not misleading and is complete in al respects. | undertake to immediately advise the Cathsseta of any changes to personal information should
any of these details change. | furthermore give the Cathsseta permission to process personal information s provided above and acknowledge that | understand the purposes for

‘which it is required and for which it will be used.

POPI Act Consent

Please be advised that should you decline to provide the Cathsseta with the required consent, the Cathsseta will not be able to grant you access to
the CIMS or assist you to access the Cathsseta services that are provided through the CIMS.
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