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For further assistance
For further information or assistance in using the Skills & Employment Portal, please contact the Infoline on 1800 673 097 and ask to speak with a Program Officer from Contract Support Services.
1. Purpose
The Skills and Employment Portal (Portal) is an online reporting and information management tool for contracted Training and Project providers. This document provides instructions for the use of Portal for organisations (Project Providers) managing a Skilling South Australia Project through an Employment Project Service Agreement (EPSA) or a Skilling South Australia Projects Service Agreement (SSAPA).

Registered Training Providers (RTO) delivering accredited training through an Accredited Training Service Agreement (ATSA) will continue to use Portal to create training accounts, and view claims and payments.

Projects may have specific reporting requirements to trigger milestones and payments which will not be covered in this document. Please consult your relevant Agreement Annexure for the reporting requirements specific to your Project.

These instructions do not apply to ‘WorkReady Qualification Projects – 2018/19’.
This document provides instructions on the use of the Portal, for the purpose of:

1. Searching for and creating a participant profile in Skill and Employment Portal; and

2. adding Participants into a Project
Portal is used for a number of different DIS programs and initiatives; only the Portal sections referred to in this document are applicable for Providers delivering a Project under Skilling South Australia Projects.
Unless otherwise indicated, the terms used in this document have the same meaning as in Agreement and relevant Annexures.

2. Reporting process

The Portal is the primary reporting tool for Projects administered through an EPSA or SAPPA in 2018-19. Use of the Portal for reporting is shown in Figure 1, and an overview of information to be reported is detailed below. Step-by-Step instructions for using the Portal are from section 3 System login onwards.
For Project Providers delivering ‘WorkReady Qualification Projects’, sections in these instructions related to hourly paid claims - 2.2.1, 2.2.2 and 6, do not apply.
2.1. Participant information

To participate in a Project, all Participants must first fill in and sign the Skilling South Australia Projects – Participant Agreement form. This form serves to identify a participant and provides authorisation for the Department to collect and use Participant information. The Project Provider must submit scanned copies of completed and signed Participant Agreement forms to DIS.fundingagreements@sa.gov.au.

After the Participant Agreement form has been completed, the Project Provider must use the Portal to:

3. Search for the Participant Profiles. If a Profile does not exist for a Participant, the Project Provider must create one.

4. Add the Participant to the Project. This step must be completed before a Participant is considered to have commenced in a Project and before the Department will pay for any Accredited for that Participant in the Project.
Participant Commencement forms and Participant Exit forms used for other programs such as ‘Jobs First Employment Projects’ or ‘WorkReady Qualification Projects’, are not required for ‘Skilling South Australia Projects’.  

Please note that the Department may choose to survey Participants after the Project has been completed, for the purpose of validation and evaluation.
2.1.1. Accredited Training

Accredited training must be delivered and reported by the Registered Training Provider (RTO) nominated in the relevant Agreement Annexure. RTOs delivering accredited training for a Project under a Head Agreement will be issued a Schedule 4 under their ATSA, for the delivery of that training. The Schedule will specify the correct Fund Source and Purchasing Contract Identifier for the RTO to report training against in The Student Training Enrolment Logistics Application (STELA). 
If a Training Provider is delivering training for multiple Projects, a Schedule 4 will be issued for each Project. RTOs must create Training Accounts for each participant undertaking training.
If training under the Project is delivered by an RTO without an ATSA, the Project Provider must subcontract the training to that RTO. In this case, the Project Provider must pass down any relevant reporting requirements to their RTO for reporting accredited training in STELA. This usually involves a specific Fund Source Identifier and a Purchasing Contract Identifier which will be specified in the Provider’s Agreement Annexure.
2.1.1.1. Training Account Creation

Training Accounts can only be established for Participants after the Project Provider has added the Participant to their Project in Portal. A ‘Participant Number’ will be generated when the Participant Profile is created (or will already be available if the Participant Profile already exists). 
The correct Participant Number must then be used by the nominated RTO to create a Training Account. Where the Project Provider is not the same organistaion as the nominated RTO, the Project Provider must give the RTO the correct ‘Participant Number’ after the Participant Profile has been added to the Project in Portal.
It is the Project Provider’s responsibility to notify the RTO when Participants have been added to a project and provide the RTO with the correct ‘Participant Number’.

Participants who have completed and signed a ’Skilling South Australia Projects Participant Agreement’ do not need to complete a separate ‘WorkReady Participant Agreement’ for the RTO before undertaking training.

An RTO cannot commence any training until the Training Account is established.
2.1.1.2. Sub-contracted Accredited Training

Where the RTO is not the Project Provider, a written agreement between both parties must be signed in accordance with the EPSA/SSAPA.

If the Project Provider is same organisation as the RTO, the Project Provider will hold both an EPSA/SSAPA and Annexure for the delivery of the Project, and ATSA with Schedule 4 for the delivery of accredited training under the Project.

Figure 1. 2017/18 Project Reporting Process
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System login
The Portal operates in a secure environment; you will need a username and password to login to Portal, and permission to access content under Projects.
If you do not have a Login and/or relevant access, please refer to the WorkReady website for Skills & Employment Portal Login Request. 
How to log in
On receipt of your username and password use the following steps to access the Portal:
Open your web browser and type in https://portal.statedevelopment.sa.gov.au/workready. The Portal homepage will display.
Select the ‘Sign in’ button in the top right hand corner.
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Figure 2.Screenshot of the Portal homepage
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The Skills & Employment Portal sign in screen will display.
Figure 3. Screenshot of Portal sign in screen
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Enter your Skills & Employment Portal Username (your email address) in the Username field, and your Skills & Employment Portal password in the Password field. Click on the ‘Sign in’ button.
3. Search and view a Project
The Portal will display Projects for the organisation identified in your request to access the Portal.
From the Portal Menu Bar select ‘WorkReady Projects’ > ‘Projects’ from the sub menu.
Figure 4. Screenshot of menu options for WorkReady Projects
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All current and expired Projects delivered by your organisation will be listed.
Figure 5. Screenshot of Projects listed for an organisation
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If multiple Projects are displayed or there is more than one page, you may wish to filter the results by column. Simply click on the filter icon (
 ) in the relevant column and enter the values you would like to search.

Figure 6. Screenshot of filtering results from Project list, by Project name
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If you have a filter applied to a column, this will be indicated by a grey highlight (       ).

When you have located the Project you would like to view, double-click the Project or select the Project to highlight the line and click ‘Next’. 
Figure 7. Screenshot of selecting a Project and location of ‘Next’ button
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You will be taken to the landing page for the Project (Figure 8), which will display: 
· Under Project ID

· Participants who have been added to the Project, with the ability to delete a Participant from the Project.
· Buttons to add Participants to the Project, and create a Participant Profile if none already exist.
Figure 8. Screenshot of a Project landing page with no Participants added
Figure 8. Screenshot of a Project landing page with no Participants added
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4. Managing Participants in a Project
4.1. Add a Participant to a Project
To add a Participant to a selected Project, find the Project and go to the Project page (see 4. Search and view a Project). When on the Project page, click on the ‘Add Participant’ button.
Figure 9. Location of ‘Add Participant’ button on Project landing page
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The Participant Search screen will display:
Figure 10. Screenshot of Participant Search screen
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Search existing Participant Profiles in the Portal by entering:

· first name AND last name AND date of birth AND gender OR
· a Participant Number – this is the Participant’s WorkReady Participant Number, which is a unique number generated by the Portal. It is only allocated once.
1. If the Portal is unable to retrieve matching data, a message will display stating that no WorkReady Participant Profile could be found. You will need to create a new Participant Profile – see 5.1.1. Create a Participant Profile.

Figure 11. Screenshot of ‘No participants matching the search criteria’ result
[image: image11.png]‘ @ No participants matching the search criteria

FirstName*  Steven

LastName* | Rogers

Date of Birth * ‘ 04/07/1918

Gender* | Male

or specify

Participant Number = AA1234564

--





2. If there is a match, the Participant Profile will appear as displayed below. If more than one Participant Profile is found, Portal will prompt for more information about the Participant, in order to match with other fields in the Participant Profile.
Figure 12. Screenshot of successful Participant search
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When you have located the Participant you wish to add to the Project, select ‘Add’ (as per Figure 12). You will then be returned to the Project landing page and the Participant you added will be listed.
When a Participant has been added to a Project, you will be able to provide the Participant ID to your RTO, so that Training Accounts can be created to enable the RTO to make claims for accredited training.
If a participant has been added to a project in error and no Accredited Training Account has been created for under the Project, you may delete the participant from your Project. To delete a Participant from the Project, see 5.4. Delete a Participant from a Project.
4.1.1. Create a Participant Profile
Participant Profiles should only be created if one does not already exist for that participant. Before creating a profile, you must first search Portal to check if a Profile already exists, to avoid the creation of duplicate records. 

To create a Participant Profile, go to the Project page and click on the ‘Create Participant’ button.
Figure 13. Location of ‘Create Participant’ button on Project landing page
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This will take you to a new screen where you can create a new Participant record.

Figure 14. Screenshot of New Participant Profile screen
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The headings in this form as follows:

· Participant Details

· Residential Address Details

· Contact Details

· Participant Agreement.

Refer to Tables 1 through 4 on pages 13-14 about the information to be entered into the Portal. Mandatory fields are indicated by an asterisk (*). Please check information entered for accuracy before completing the Participant Profile and ensure information is consistent with any training reported in STELA for that participant by the nominated RTO (if applicable).
Table 1. New Participant Record - description of fields in Participant Details
	Field
	Format
	Additional Information

	First Name *
	Free text
	This field is mandatory.

Use capitals for first letter of each name, unless this is not a required in the spelling of the name.

	Preferred First Name
	Free text
	Use capitals for first letter of each name, unless this is not a required in the spelling of the name.

	Middle Name
	Free text
	Used to search if there is more than one match in the Participant Profile.

Use capitals for first letter of each name, unless this is not a required in the spelling of the name.

	Last Name *
	Free text
	This field is mandatory.

Use capitals for the first letter of the last name, unless this is not required in the spelling of the name.

	Gender *
	Drop down selection
	This field is mandatory.
Options are:

· Male
· Female

· Not specified

	Date of birth *
	Number only
	This field is mandatory.
Date format – dd/mm/yyyy


Table 2. New Participant Record – description of fields in Residential Address Details
	Field
	Format
	Additional Information

	Address Line 1
	Free Text
	Spell out Unit, Road, Street, Avenue etc.

	Address Line 2
	Free Text
	Spell out Unit, Road, Street, Avenue etc.

	Postcode *
	Number only
	This field is mandatory.
Example: 5000

	Suburb *
	Drop down selection
	This field is mandatory.
Suburb options will display upon entry of a valid postcode. Select the appropriate suburb name.


Table 3. New Participant Record – description of fields in Contact Details
	Field
	Format
	Additional Information

	Email *
	Free Text
	Must provide at least an email address or mobile phone number.
Example: email@address.com.au

	Mobile Phone Number *
	Number only
	Must provide at least an email address or mobile phone number.
Please do not use spaces. Example: 0444144144

	Home Phone Number
	Number only
	Please do not use spaces. Example: 0818881888

	Work Phone Number
	Number only
	Please do not use spaces. Example: 0818881888


Table 4. New Participant Record – description of field in Participant Agreement
	Field
	Format
	Additional Information

	Participant consent has been gained *
	Check box
	This field is mandatory.
Ticking this box is an indication that the Participant has completed and signed a consent form for collection and use of their personal information.

For all Projects, this is contained in the Participant Commencement Form.


When the information has been entered, select ‘Create Participant’. The system will validate data entered and verify the details against existing Participant Profiles.

5. If no duplicate Participant Profile exists, the following message will display to indicate that the new Participant Profile has been created.

Figure 15. Screenshot of new Participant profile message
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Click ‘Close’; this will return you to the Portal landing page.

6. If a Participant exists with the same First Name, Last Name, Date of Birth and Gender, the Participant won’t be duplicated. Instead, the system will provide the Participant Number relating to the existing profile.

To add the Participant to a Project, follow the process outlined in 5.1. Add a Participant to a Project.
Once a Participant has been successfully added to the Project, they will appear in the Project view screen. Please note that ‘Commencement Form’, ‘Submit Claim’ and ‘Exit Form’ buttons do not need to be used as these forms are not required for Skilling South Australia Projects, unless specified in your Agreement Annexure. 
Figure 16. Screenshot of buttons not required for Skilling Australia Projects
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4.2. Delete a Participant from a Project

You can only delete a Participant from a Project if a Training Account not yet been created by the nominated RTO for the Participant under the Project.
To delete a Participant, go to the Participant list for the relevant Project (see 4. Search and view a Project). When on the Project page, identify the Participant you wish to remove from the Project and select ‘Delete’.

Figure 17. Screenshot of selecting Delete for a Participant
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If a Training Account has not been established for that Participant under the Project, the Participant record will be removed from the Project and they will no longer display on the Participant list.
Important Note: This is general information only. It does not in any way amend, vary or waive any 
terms and conditions of an Agreement held with the Department. Where the content of this Instruction Book is inconsistent with the Agreement or the Subsidy Framework or where a Training Provider is not clear on their responsibilities they should seek appropriate independent advice.
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Participant completes a Skilling South Australia Participant Agreement form; scanned copies submitted to DIS
View Project in Portal
Add Participant Profiles to the Project
Search for Participant Profile using info from Participant Agreement
Submit Financial Acquittal and Final Report to DIS
Claim for accredited training by RTO
STELA
Project completed
Service Agreement Annexure is executed
Skills and Employment Portal

Create Participant Profile if it does not exist

Submit documentation required for validation or to trigger milestone payments for project costs (as specified in Agreement)



