Skills
Development
Scotland

Individual Training Account

Cancelling ITA Assignments on FIPS

October 2017
V4



Table of Contents

About Cancelling ITA Assignments

Cancellation Scenarios

Cancel a Single Assignment

Cancel Multiple Assignments

Registering a participant who has previously cancelled a course

Appendix 1: Glossary of Terms

Appendix 2: Acceptable Documentation for Proof of Income

12

18

21

22



About Cancelling ITA Assignments

Points to be aware of:
1 ITA assignments can be cancelled either individually or in bulk.

9 Cancelling an assignment only cancels that particular course booking,nott he parti ci pant
learner year.

1 The ITA learner year continues until it reaches the ITA End Date that is set when the participant
is initially assigned to a course, regardless of whether that assignment is cancelled.

9 Once an assignment has been cancelled it can not be un-cancelled.

1 After cancellation the participant is able to book onto another course by following the standard
application process through My World of Work.

1 AnITA assignment that has been cancelled can be foundlistedunder 6 Assli gananeinu es6
to see cancelled assignments fitertos how only assignments with a st
(Archived) 0

+ Assignments - Inactive ~

' | Status Reason el Reason for.. Preferred M_. = Mational Ins__
Contains Mo Uata

Leaver {archived) Custom Filter... ~
Leaver {archived) D Salect All
Rejected O Draft
l:‘ Awaiting Appraval
Rejected
I:‘ Manual Approval Required
Rejected I:l Unconfirmed Assignment
Leaver (archived) l:l Confirmed Assignment
Ol Hold
Rejected
l:l Unreadable Response Requires Inv...
Leaver {archived) I:l Assignment Requires Investigation
Rejected l:l Leaver (active)
D Rejected
Rejected fjecte
Leaver (archived)
Leaver (archived) D Deleted
( N v
D Transferred

1 - 50 of 1680 (0 selected)

All 8 A | DK | | Cance|

T When viewing the participantds r ecoyodwildiidt er t he
that:

Their ITA Statusremains6 Ver i f i edd

Thereisnochangetot he par t i cilpAdtat &Enddatesi gi n a l

Their assignment now shows as O6lnactiveo

The Status Reason of theirass i gnment i s6 now OLeaver

O O O O



P Worknpl n ) . -
:&glgmﬂen orkplace | v| Assignments > Patrick Max Williams... >

<1 PRISM : PROCESS ~ C@l SHARE SECURED FIELDS € EMAIL A LINK mWORD TEMPLATES ~ RUN REPORT ~ v Al X
ASSIGNMENT : INDIVIDUAL TRAINING ACCOUNT ™

Patrick Max Williams... - v | o

Emily's Trai

Status Reason
Leaver (activ

¥ Date of Birth 13fUif1993

Required (OU
P17A Start Date 12/10/2017
11/10/2018
Verified

¥17A End Date

ITA Status

Post Code G1 5EB

Street 1 163 Gallowgate v

Emily's Training Owner Emily's Training

™
5

Read only B

The Training Details section of the assignment will show:
o Course Attendance Claim Type of 6 P e n dike.mgckim (ade)

File Edit View Favorites Tools Help

Workplace [ v | A m Archie Ben

@ PRISM I PROCESS v  U'SHARESECURED FIELDS & EMAILALINK % RUN WORKFLOW  [¥] START DIALOG (| WORD TEMPLATES ~ [ RUN REPORT ~ voE X

A IMENT : INDIVIDUAL TRAININ: UNT ~
William Archie Benn... = it | o e
= B William A 1 Lifeskills Inc Leaver (activ
A
» Actions
» Participant Details
» Training Provider Details
4Training Details
Course™ & Caravaning
[
Course Title ™ Caravaning
Curriculum ™ Health and Safety
Course Cost ™ £150.00
ITA Contributi £150.00
Qualific Award at SCQF Level 3
Participant Contribution £0.00
Status Reason Leaver (active)
Active Individual Payment Plan William Archie Bennett - Lifeskills Inc - ITA - 2017 - Unknown Qualification
Claim Type 4 Amount Claimed On Status Reason
Course Attendance Pending
v
Training Provider Lifeskills Inc Owner % Lifeskills Inc

Inactive Read only



Cancellation Scenarios

The following guidelines apply whether you are cancelling an individual assignment or bulk
assignments.

Cancelling an assignment for a participant(s) who has not yet attended the course:
A patrticipant is free to cancel before the course start date for any reason, without losing their ITA
funding for that learner year.

9 Cancel assignment using any Cancellation Reason (as appropriate)

Cancelling an assignment(s) for a participant(s) when their ITA claim has been submitted

but payment not yet received:

Follow this sequence in scenarios where a participant has to cancel a course they have already

started due to unforeseen circumstances (thisisappli cabl e at the training pro

1  Cancel assignment(s) using Cancellation Reason: Cancelled by learner i exceptional
circumstances
I Undo claim (see Undo Claim Step-by-Step Guide)

Cancelling an assignment(s) for a participant(s) when their ITA claim has been submitted

and payment already received:

Follow this sequence in scenarios where a participant has to cancel a course they have already
started due to unforeseen circumstances (this is

1 Cancel assignment(s) using Cancellation Reason: Cancelled by learner i exceptional
circumstances

1 Contact SDS by emailing customer.services@sds.co.uk or calling 0141 285 6100 to
request that the claim be undone

In situations where the patrticipant has to cancel their course after it has already begun, whether or not
to cancel the participantés assignment is at the t
following points:

By cancelling the assignment:
- You will no longer be able to make a claim on this assignment
- The participant is able to apply to do another course in the same learner
year (see section on Registering Participants After Cancellation)

By not cancelling the assignment:
- You retain the ability to make a claim on the assignment, whether now or at
a later date
- The participantés assighment remains a
at a later date and once they attend the later course you can claim for them.

Eg.l f you r un vamaorok liinf tMaly and in September and a peé
May course becomes ill and candét complete it at th
complete the course in September.


mailto:customer.services@sds.co.uk

NB. You can only claim ITA funding for the participant once within their learner year, and this should
be at the point of attendance. This is because when a claim is made on an assignment SDS seeks
confirmation from the participant that they have attended the course.

Which Cancellation Reason should | use when submitting a cancellation?

Training providers should only ever select one of the following Cancellation Reasons:

Cancelled by learner i exceptional circumstances
Participant has to cancel part-way through the course

Cancelled by learner before start date
Participant cancels before their assignment begins

Cancelled by training provider before start date
Training provider has to cancel the assignment before the course begins

No show
The participant has not attended their course

Not eligible
Thepar t i c eligikdity ¢ch@nges; they are no longer eligible to receive ITA funding
to pay for their course.
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Cancel a Single Assignment

Locate the individual assignment

- Workplace
- Assignments
- ITA Assignments Active

+ ITA Assignments Active ~

v Indwidus

Go to ITA Assignments Active and entertheparti ci pant 6s first or | as
search field

Double-click on the participant to open up their assignment

Ensure that you have selected the correct participant

If your training organisation administers other SDS programmes besides ITA then

ensure you check that you are viewing the participant under the correct programme: it
should say OAssignment: Individual Training

Workplace |~ | Assignments > William Ar

ol PRISM g PROCESS v CHl SHARE SECURED FIELDS ~ &> EMAIL A LINK !’_"I, RUI

» Actions

» Participant Details

» Training Provider Details

» Training Details

» Update Equalities Information

4 Cancellations

Cancellstion Reason a-



2.

Initiate cancellation

W(Jl'kp\ace ~ Assignments > William Archie Benn... >

) PRISM = PROCESS ~ LA SHARE SECURED FIELDS e EMAIL A LINK ’_‘-9 RUN WORKFLOW  [¥] START DIALOG m WORD TEMPLATES ~ [ RUN REPORT ~ e ¢ = X

ASSIGNMENT - INDIVIDUAL TRAIMING ACCOUNT ~

Wi | ||am Archle Benn... = Individual* Contract Status Reason

&} Willia 1| BLifeskills I Unconfirmed

» Actions

» Participant Details

+ Training Provider Details

+ Training Details

+» Update Equalities Information

4 Cancellations

Cancellation Reason |- g
Cancellation Process

+ Training Provider References

+ Upload Documents

Training Provider @ Lifeskills Inc Owner B 5% Lifeskills Inc

Active H i

T Click on the big green o6Cancellation
1 The ITA Cancellations pop-up box will appear.

Proces



3. Process Cancellation

Workplace | +]

X PRISM = PROCESS ~  [q) SHARE SECURED FIELDS = EMAIL A LINK ’?{. RUN WORKFLOW  [¥] START DIALOG m WORD TEMPLATES ~ [¥ RUN REPORT ~ .. v oal X
ASSIGNMENT : INDIVIDUAL TRAINING ACCOUNT ~
Wi ‘ | iam Archle Benn o Individual™ Contract Status Reason
e = am am 1| @ Lifeskills I Unconfirmed - ;
» Actions
. . (2 ITA-Cancellation Process - Internet Explorer
» Participant Details
ITA-Cancellation Process
» Training Provider Details Foeet
» Training Details . o ’
Please select a cancellation reason.
> Update Equa“ties Information Once selected the system will deactivate the Assignment, and update the
Booked Value details.
. [Cancelicd by Leamer - Exceptional Gireumstances __________[I&g)
4 Cancellations
Cancellation Reason -
L. . Click to add comments

+ Training Provider References

» Upload Documents
Training Provider @ Lifeskills Inc Owner Lifeskills Inc

Active H

| Select cancellation reason from drop-down list
i Click on ONext o

& PRISM

PROCESS ~  [fl SHARE SECURED FIELDS & EMAILALINK % RUN WORKFLOW  [E] STARTDIALOG [E]WORD TEMPLATES =[] RUNREPORT v === v oAl X

IMENT : INDIVIDUAL TRAINING ACCOUNT

Wl ‘ | | am Arch |e Be nn... = Individual™ Contract Status Reason

&g William 1| 8 Lifeskills [ Unconfirmed - &

» Actions

R R (2 ITA-Cancellation Process - Internet Explorer
» Participant Details

ITA-Cancellation Process
» Training Provider Details Fos?

» Training Details Tio ’
You have selected Cancelled by Learner before Start Date, do you wish to.
action this process.

0

‘es- Proceed with cancellation

» Update Equalities Information

4Cancellations

Cancellation Reason -

Click to add comments

» Training Provider References

» Upload Documents

Eevs ] [ n | [

Training Provider @ Lifeskills Inc Owner a Lifeskills Inc

Active H



il Sel e
il Clic
9 Pr es

Worl

A

cippo¥eseed with cancell ationé
k on O6Next 6
s OFinishodé to cl ose.

kplace [+ | Assignments > William Archie Benn.

S PRISM  E PROCESS ~ @

AZZIGNMENT : INDIVIDUAL

SHARE SECURED FIELDS ¢ EMAILALINK &% RUN WORKFLOW [ START DIALOG (] WORD TEMPLATES ~ RUN REPORT = ==+ v oAl X

[

TRAINING ACCOUNT ™

illi i Individual® Contract Status Reason
Wl‘llam ArCh‘e Benn = B g Williar 1| @ Lifeskills I Unconfirmed = ;

» Actions
» Participant Details
» Training Provider D

» Training Details

» Update Equalities Information

4 Cancellations

Cancellation Reason

» Training Provider References

» Upload Documents

Training Provider @ Lifeskills I

Active

(2 ITA-Cancellation Process - Internet Explorer { = ij

ITA-Cancellation Process.

etails

This is the end of the dislog. Click Finish to close it

Click to add comments

o | [ ] s

e Owner B Lifeskills Inc

1 You must inform the participant that:

o
o

o

Their booking has been cancelled

They are now able to apply for another course through My World
of Work

They will need to supply their proof of income again when making
a new booking.
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Cancel Multiple Assignments

Bulk cancellations are the cancellation of assignments to a course, not the course itself. To
cancel a course completely you must use the Course Management Tool to deactivate the
course.

Bulk cancellations are processed on a course-by-course basis, and should be processed
before the course has begun.

4. Go to Active Bulk ITA Course Cancellations

- Workplace
- Bulk ITA Course Cancellations
- Active Bulk ITA Course Cancellations

Fil it Vi Favorites Tools Help

Workplace [ | Dashboards >

Workplace

My Work FIPS Extensions Tool

@ Dashboards % Organisations Q Applications Payments @ Electris Validations @ work Experience Plac.

E What's New Individuals @ Programmes @ Bulk Expense Authoris.. @ change of Circumstan... @ Additional SUpport N. g

Activities S individual search Assignments @ Expense Authorisations @ Forecasts e =revciam N
@ Contracts @ Contract Change Red. @ Reactivation Requests
E Mlerts Posting Runs @ Adopt An Apprentice...  [E3] Buk [TA Claims

@ Expense Claims @ Payment Clsims @ Participant Samples

1 When you open up Bulk ITA Course Cancellations the system may take you
automatically to Active Bulk I TA Course Ca
arrow next to the screen title to open up the drop down list and select the correct
view.

11



File Edit View Favorites Tools Help

Workplace | v | Bulk ITA Course C

S SEARCH =+ NEW (1 PRISM e EMAILALNK |+ [ RUNREPORT ~ @, EXPORTTOEXCEL | = ol CHART PANE ~

G Active Bulk ITA Course Cancellations 2
System Views
Active Bulk ITA Course Cancellations Created On Y e *
Inactive Bulk ITA Course Cancellations 08/10/2017 13:46 I:m“
Create Personal View 06/10/2017 1438 %’

Save Filters as New

Save Filters to Current View

5. Create a new Bulk Cancellation

This screen shows any previous bulk cancellations you have processed; you need to
create a new one.

T Sel ect O Newbd

File Edit View Favorites Tools Help

lls !
Ev;Iun!Jnenl [~ Workplace [~ = BulkTTA Course Can.. >

i
Scolar:

4+ nNEw |3 PRISM e EMAILAUNK - [JRUNREPORT ~ B, EXPORTTOEXCEL | ~ ol CHART PANE -

+ Active Bulk ITA Course Cancellations o
v | MName Created On Y e °
Emily's Training - [TA - 2017 06/10/2017 13146 ""“
o
Emily's Training - ITA - 2017 06/10/2017 1439 =

1-20f2 (0 selecteq) Page1

G H ) K L N o P Q R s T u v WX v z



6.

View the participants you wish to cancel in bulk

)l

File Edit View Favorites Tools Help

Workplace [+ | BulkITA Course Can...

B SAVE  EJISAVE&CLOSE 4 NEW &3 PRISM

BULK ITA COURSE CANCELLATION : INDIVIDUAL TRAINING ACCOUNT

New Bulk ITA Course Cancellation -=

+Actions

Submit Bulk Cancellation

«General

ion Code ™

4 Assignments

Active

Compl et e

o Sel

Last Name (Individ...

t he

ect

> New Bulk ITA Course..

First Name (Indivic..  Date of Birth (Indiv,

fiel

your

National Insurance Nu... | ITA Contribution (.. Participant Contributio,

ds in the 6General 6

organisationos

0 Select the course the participants are assigned to
O Select the cancellation reason:
Cancelled by training provider before start date

TA

13
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7. Submit Bulk Cancellation

If you wish to cancel all of the assignments on that course then you can simply press the big
greenbutton-6 Submit Bul k Cancell ationé.

kill

Skills :
E::%.‘:ﬁ's*“ |~ Workplace | v/ | BulkITA Course Can.. > Emily's Training - ITA... >

+ NEW ré DEACTIVATE 3 PRISM é& ASSIGN e EMAIL A LINK :_‘\4 RUN WORKFLOW START DIALOG EIWORD TEMPLATES ~ [¥) RUN REPORT ~ al X

BULK TTA COURSE CANCELLATION : INDIVIDUAL TRATNING ACCOUNT

Emily's Training - ITA - 2017 =

&% Emily's

4 Actions
Submit Bulk Cancellation
4 General
Contract® Emily's Training - ITA - 2017
Course ™® Winning the Champions League
Cancellation Code ™ Cancelled by Training Provider before Start Date

4 Assignments

+
Course 4 Last Name (Individ... ~ First Name (Individ... Date of Birth (Indiv.. Mational Insurance Nu...  ITA Contribution (.. Participant Contributio..
Winning the Champians League Saunders Aiden 12/10/1993 JM325524D £20000 £1,800.00
Winning the Champions League Draper Betty 12/10/1993 K1995524D £20000 £1,800.00
Winning the Champions League Lee Frances 12/10/1986 HIZ95524D £20000 £1,800.00
Winning the Champions League Nix Lori 12/10/1992 ¥T995524D £20000 £1,300.00
1-40f6 Pagel b

If you wish to cancel some of the participants on that course but not all of them then you need
to delete the participants you do NOT want to cancel from the list of assignments, leaving the
list showing only the participants you DO want to cancel:

T Scroll down to the O6Assi gnneewmorsadsigsnemtsby on ( n
using the page arrows at the bottom right hand corner of the Assignments list)

1 Hover over the assignment you wish to remove until you see the trash can icon next to
the Participant Contribution amount on the right hand side

1 Delete any assignments you wish to keep, and leave any assignments you wish to
cancel

4 Assignments

+
Course o™ Last Name (Individ...  First Name (Individ...  Date of Birth (Indiv...  National Insurance Nu... ITA Contribution (... Participant Contributio...
Winning the Champions League Nix Lori 12/10/1992 ¥T995524D £200.00 £1,800.00
Winning the Champions League Matton Charles 12/10/1953 PL993524D £200.00 £1,800.00
Winning the Champions League Cauty Jimmy 12/10/1968 JM964324D £200.00 £1,800.00

In the above example | have deleted a number of assignments and am left seeing only the
participants | wish to cancel from.tldmenowour se
ready to submit these assignments for bulk cancellation.

T Press the big green 6Submit Bul k Cancell at

14
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of t he

again

Selecticaves!l all
Press ONext 6

Then press ONext
Then press OFinisho

r el

ated

assi

gnment

15



