4

1

|
SOUTHAFRICAN VETERINARY COUNCIL

SAVC CPD PROVIDER PORTAL OVERVIEW



1. EXECUTIVE SUMMARY ..ciiiiiiueiemusie s sissssnssssnssssnssssnsssssssssnssnssssnnnnsnnsnsnnnns 3

2. WEBSITE OVERVIEW ....cciveciiemmianmmanmsasmsasmsasssasssasssasssasssssssasssasssasssasssnnssnnssnnssnnsns 3
2.1 A=) [ole] 0 g T=TN 2= T 1= S 3
2.2 Provider Registration ..o e 4
2.3 1= 1 N =T 0 4
2.4 Maintain PreSENterS ... e 5
2.5 CPD AcCtivity Registration ...uviiiii i i i e e e s s e s e s e e e s aann e s aanneaannneaans 5
2.5.1  Apply fOr @ NEW @CHIVILY ..vvuniiiiiiiiiie e e e e e s e e e e e rans 6
2.6 Maintain ACHIVITIES . ..o e 11
2.6.1  VIEW ACHIVIEY coviieiiii i e e 12
2.6.2 LU 0T =1 = PN 13
2.6.3 Late SUDMISSION ....vuiiiiiiii i e s e 13
2.6.4  ACHIVIEY DEtaIlS .. vuis ittt e en 14
2.6.5  SUPPOMING DOCUMENTS ...euiiuiitiiiiiiiii s s s s e s s e s s ea s s a s e s e s s s san s e sensannss 14
2.7 Update AL ENAEES .. e e 15
2.7.1 Edit or delete attendee UPlOads .......ccouiiuiiiiiiiii i 16
2.8 REMOVE AP PliCatiON .. i i e e e e e e aaeaas 16
2.9 Submit for aCCreditation........ccu i 17
Glossary
South African Veterinary COUNCIl ... e SAVC
Continuing Professional DevelopmMENT..... ..o e CPD
Multiple Choice QUESLIONNGITE .......oiiciiie et e er e e e eaees MCQ
SAVC CPD Provider Portal Overview Page 2 of 17

Last updated: 19 February 2020



1. EXECUTIVE SUMMARY

The SAVC CPD Provider Portal allows for CPD providers to apply for accreditation of
activities presented to SAVC Registrees. Registrees attending these activities will
automatically be allocated CPD points as specified in the registered activity.

2. WEBSITE OVERVIEW

SAVC

Welcome to the SAVC CPD Provider

Portal!

Clapvight © B0umh, ADkrt Vehwsiay Conpml 26018

The website is self-service site insofar as that the prospective provider needs to self-register before

using the site. Once registered, the
provider may apply for one or more
activities.

Password reset (self-service) is also
available during the login process.

All communication between the provider
and the SAVC staff and Approval committee
will be done via messages on this site and
the corresponding SAVC admin site. Where
appropriate, messages or the
announcement of a message will also be
sent via email.

An activity will go through stages until it is
approved, and an approved activity is valid
for 6 years.

Please fill in the following detalls in order to register to use the SAVC
CPD Provider Portal
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2.2 PROVIDER REGISTRATION

The following details are captured during registration:

Username,

Name of the Provider (Company name or individual)

Physical address (including postal code)

First- and surname of the contact person

Contact telephone number

Contact email address. The email address is verified during the registration process via an
authentication code sent to the provided email address.

2.3 MAIN MENU
Once authenticated, the main menu with an overview page will be displayed.

Overview

Messages

No Massages Avadabie

CPD Provider Details on File

Provider Name
Address

Postal Code

Internal Reference Number
Contact Person Surname:

Contact Person First Name(s)
Contact Person Telephane Numbet
Contact Person Emall Address:

Please contadt regelralont ssvn vy 2o o 1ol +27 (512 345 6360 of you exponencs any dificuties i sccess or v dhes pavral
)

(Shoutd 2 now o-aw Pof O oMYy Wi choking on INe aguneas, Please send (s An o-mw coescse Mve

The Message area contains status information and messages with regards to the registration
process of an activity.

The main menu will be visible at all times for the full duration of the authenticated session.

The menu consists of the following items:

Overview The Overview Pages as described above.
CPD Activity Registration Creating a new application for activity registration.
Maintain Activities Maintain activities that are not yet registered and upload
attendance information.
Maintain Provider Details Maintain the contact details of the provider.
Maintain Presenters Maintain a list of provider presenters and upload their CVs.
SAVC CPD Provider Portal Overview Page 4 of 17

Last updated: 19 February 2020



2.4 MAINTAIN PRESENTERS

Before you apply for accreditation first upload the presenters and their CVs. Presenters are
maintained on a global (per provider) basis. This allow the provider to define a presenter and

upload the presenter’s CV once and then use that presenter in multiple activities.

Registered Presenters

Register a Presenter

Registered Presenters

Marrs laentity Nure(
Johann van ger Wal

Suzan Holp

Rachs! s Baer

Plot Wi Westhuzen

Last Updated CV

20181082

01002

oanoe2

0181002

19.48:47

12

124527

12

CV Name
POOO1_PPOO0T_Cypd

20001 PRO0Y

Cvpd

PDO01_FPRO00S_CVpa

PO001_PRO00S_CV patf

Action

| ‘ |
\

The following information is captured for a presenter:

Title

First Name(s)
Surname

Id Number
Telephone Number

Email

2.5 CPD ACTIVITY REGISTRATION

MR v

Johann

van der Walt

The CPD Activity Registration main menu option is the starting point for applying for accreditation.

The activity registration application process guides the provider through several screens.

Based on the answers on the first screen, the second will either be extra information needed for a
late submission, or more details about the activity such as venue contact details and the date or
dates of the activity at the specified venue or venues.
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2.5.1 Apply for a new activity

Apply for new Activity

Activity Name

Provider Category Please select Y
Activity Type Please Select v
Target Professions Veterinarians (D)

Veterinary Specialists (S)

Compulsory Veterinary Comunity Service (CS)
Animal Health Techicians (H)

Laboratory Animal Technologists (L)
Veterinary Nurses (V)

Veterinary Tecnologists (T)

Veterinary Physiotherapists (VP)

Formal Contact Hours

Social Contact Hours

Total Activity Duration
Attendance Monitoring Method
Method of Evaluation

Include Practical ' Yes ® No

Late Submission ' Yes '® No

Save and Continue to Next Step

2.5.1.1 Provider Category

Select one of the available categories or choose “other” to provide a customised provider
category.

Please selact v

Please select

Educational Institution

Individual

Pet Food Company

Pharmaceutical Company

SA Veterinary Association Congress Organisers
Other (Please Specify Below)

Please note that the above list is for demonstration purposes only, the actual list in the system
may change over time.
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Select one of the possible Activity Categories from the drop-down list or choose “other” to
provide your own category.

Please Select v
Please Selet |
Lecture

Article / Magazine Quiz

Webinar

Wet Lab

Internet or Electronic

Other (Please Specify Below)

Please note that the above list is for demonstration purposes only, the actual list in the system
may change over time.

Select one or more target professions from the options provided.

Veterinarians (D)

Veterinary Specialists (S)

Compulsory Veterinary Comunity Service (CS)
Animal Health Techicians {H)

Laboratory Animal Technologists (L)
Veterinary Nurses (V)

Veterinary Tecnologists (T)

Veterinary Physiotherapists (VP)

Please note that the above list is for demonstration purposes only, the actual list in the system
may change over time.

Please capture rounded amounts (hours). The Committee allocate CPD points according to the

activities on your programme. The programme is essential, as this gives a very good idea of actual
contact time.
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2.5.1.5 Activity Registration Validations

The following validations will be carried out during saving of the first step of registration:

Apply for new Activity

Activity Name

Provider Category

Activity Type

Target Professions

Formal Contact Hours

Soclal Contact Hours

Total Activity Duration

Attendance Monitoring Method

Method of Evaluation

Include Practical

Late Submission

Pease provide the Activity Name

| Ploase select ~]

Piease select a Provwder Category

Piease Select =]

Mease selact an Aclivity Calegory

Vetennanans (D)

Vetennary Speciaksts (S)

Compulsory Vetennary Comunity Service (CS)
Anamal Health Techutians (H)

Laboratory Animal Technologists (L)
Vetarnnary Nurses (V)

Veteanary Tecnologists (T)

oooocooo

Pease salect the Target Professions

Pease complete the Formal Contact Hours

.l Aeaso complate the Socal Contact Howrs

tl vease complete the Total Activity Durstion

Tii oase providor details about the Attendance Monitonng Mathod
Pease provide detals about the method of Evaluation

O Yes ® No

) Yos ® No

Save and Contimie

2.5.1.6  Activity Registration - Late Submission
If the “Late Submission” control of the previous step is marked as “Yes”, a second screen will be
displayed where the Provider needs to confirm the following:

Late Application Confirmation for - Reasons for unnusaul hair loss

Confrm he Cowrse 1ok Place
Copy of Procsedngs wers Hardes Our

W thare arry Devialion horm Pre 2rogremive

Yer ® 8o
Yo ® g

Yuu W N
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If the provider marks the “Was there any deviation from the programme” as “Yes”, an extra field is
display where the deviation needs to be explained.

Vias therw any Devistion from the programms. ¥ Yes U No

Owviatiom Explamaton

2.5.1.7 Activity Registration - Details

After saving the previous step, a screen will be presented to capture the detail of the activity venue
and dates.

In order to provide for an activity to have recurring events (at the same or different venues), the
activity registration date and venue details is handled as a separate screen.

Activity Details for [Reasons for unnusaul hair loss]

Add Activity Details

| ; ‘

Activities
Venus Name StartDate  End Date Telepnons Number  Venue Contact Persen  Actions
Pudrnhed m e “Cats Worl ANBANGY 2451031 1HEIN Johamn m n

At least one activity detail must be completed before submitting the application for accreditation.

Add Activity Details for [Reasons for unnusaul hair loss]

Venue Contact Person
Veoue Selephone Number LERITY
Veour Faxx Number

Veown Adaresy NA
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This is also where the presenters are linked to the activity as it is possible that different presenters

may be used at different venues. For details about how to create a provider presenter, see the
“Maintain Presenters” section.

To link the provider presenters, click on the “Presenters” button next to an activity detail entry.
Select the presenters for the activity at the specific venue by clicking on the “Add to List” button.
Note: Because the CVs for provider presenters are uploaded globally through the “Presenters”
main menu option, the CV will automatically be available for this activity.

Select Presenters for [Weight control of cats / Magazine] on [2019-04-04]

Selected Presenters

Name Mentity Numbse Last Updated CV

Action

Available Presenters

Name Idmntity Number Last Updated CV

Koas vam Ser merwn 53254742 200910031 03 5T N

Ploase Note & abowa st oy condain namas of presaniers wih vaid uploaded CVe

Retum (o Aclivity Detal

Also, note that only presenters with valid uploaded CVs will be available for selection. If a specific

presenter is not displayed, please go to the Presenters menu and upload a recent copy of the
presenter’'s CV.
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2.6 MAINTAIN ACTIVITIES

The “Maintain Activities” main menu option is used to maintain the details of an activity.

The starting point is a list of all activities created by the provider, with their current application
statuses. It is displayed in descending order (oldest one at the bottom).

Maintain Activities

Activities on File

Intermal Approval  Accreditation
Number Activity Name Status Date Number Action
0a2 Coenmcns for Not [View Actrty) |Updidel JAcwty Dwlods) (Suppoctng Document
DO hae loss Sutanited [Eimnorem Agy » Jatirel e Acusdtalon|
Yot
oo Lechao about Not v Actvty] [Update] [late Submssion] (Actwity Dulads)
Vacnes for Cats Sutmibod [Suppcesn ynonts| | 3ud Allecstoc
Yol FSutenst & |
0030 ustom Lectiy Nl [View Activty] [Updated 1Aty Dwtats} (5uppertng Docisent
Aot VisCnes Sutemitmg PFRaman Apprhcats 1Submt 1o Acrodtaton)
Yol
Yihat are the hoakt Provdors View Acivty] |Updis wiy Detals) [Suppoctng Documentis)
Deneits of Sugamibed
oot Cemomtiaticn Appeavod View Aciny]  [Updes Atencoes)|

Next to each activity are action links to the actions available for that activity. The actions available
will differ based on the status of the activity. For instance, an approved activity will only have the
options “View Activity” and “Update Attendees” and the “Update Attendees” action is only available
for a late submission and an approved activity.

The following actions may be performed on an activity:

View Activity

Update

Late Submission
Activity Details
Supporting Documents
Update Attendees
Remove Application
Submit for accreditation

SAVC CPD Provider Portal Overview Page 11 of 17
Last updated: 19 February 2020



2.6.1 View Activity

This page gives an overview of all the information captured for the activity with links to download

all attachments.

Activity Details for [Weight control of cats]

Activity Overview

Accreditanan Number
Activity Ststus
Prownicer Category:
Actvity Category:
Target Professions
Forma Contact Hoers
Social Contact Howrs. 0
Total Acuvay Duranon:

Method af Evalvation wea
Incluge Practeal Fase

ADproeed
Educasonal Instiution
Webina

Vetonnanans

LOOK tham in e ses

Venues and Dates

Venue Name St Date Enc Date Telephone Number Fax Numdet Contact Person Adgdress Presanters

Magazni 20150404 2020-12-31

Suporting Documents

Documant Type Document Name Internal Document Name

Srevenimiotns GO MD Fee Yest POOOY_PACCOD_OR21_Presentutions ), pat

Attendance Register

Registration No, AttendanceDate Structured Points
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2.6.2 Update

On this screen the provider may modify the captured detail as required.

Maintain Activity Application

Activity Name

Provider Category

Provider Category Detail

Activity Type

Target Professions

Formal Contact Hours

Social Contact Hours

Total Activity Duration

Attendance Monitoring Method

What are the health benefits of ...

[Other (Please Specify Below) v

Prefessional Magazine Publication

[Article / Magazine Quiz v

Veterinarians (D)

Veterinary Specialists (S)

|:| Compulsory Veterinary Comunity Service (CS)
D Animal Health Techitians (H)

D Laboratory Animal Technologists (L)
Veterinary Nurses (V)

Veterinary Tecnologists (T)

10
20
30

N/A

Method of Evaluation questionnaire
Include Practical O Yes © No
Late Submission O Yes @ No

Update

2.6.3 Late Submission

When the activity is marked as a late submission, the late submission information may be selected
here.

Late Application Confirmation for - Lecture at

Confim the Courne 100k Pace: ®ves D na
Copy of Procsedngs were Handed Dut st o
Was there any Devsation Srom the programme f‘VN“.‘Mn

All late submissions must also be accompanied by the list of attendees. When clicking on the “Save
and Continue to Next Step” button, the “Activity Attendance” screen will be the next step. For
details about “Activity Attendance”, see “Update Attendees” below.
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2.6.4 Activity Details

The same screen for capturing the activity details such as venues, dates and presenters as
described previously, will be displayed when you click on this link.

Activity Details for [Reasons for unnusaul hair loss]

Add Activity Details

Venue Name Start Date  End Date felephone Number  Venwee Contact Persos  Actions

Pupished in e "Csts Worl. 2018-10-01  2018-10-31 18838238 Johana _ m -

2.6.5 Supporting Documents

Based on the activity type selected, certain supporting documents must be uploaded before
submitting the application for accreditation.

Supporting Documents for [Weight control of cats]

Add Documents

The following documents are required for this activity

Programme Final progmmmae of Ihe Event
Prespmaons LTI B pRSSENTANNNS 35 per e (NogrETIne funt 2 Docurent et
Muligie Chosce Quesaionneis Optianay suersl 8 Mufipie Chowe Quesionniaks
Supporting Documents Uploaded
Document Category Document Name Date Uploaced Actons

KRS, 208.GU I 101 Mok “
PO00T _PADOCS DR21_ Presentabons 1 paf

eium o Activities
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The screen consists of two sections, the top section describes the type of documents required, with
a button to upload the document for each type. It also shows in brackets whether the document
type is required or optional. The bottom section displays a list of already uploaded documents, with
an option to download to view the document and an option to remove the document. Note it is
possible to upload multiple documents of the same type.

All uploaded documents will be available to the Accreditation Committee after submission via an
equivalent link.

2.7 UPDATE ATTENDEES

The portal provides an interface for the providers to upload the attendance register for all
attendees after completion of the activity. The “Update Attendees” action is
only available for a late submission and an approved activity.

The Provider portal has the functionality to add attendee detail either as single entries or as a
bulk upload.

Activity Attendance

Regisiree Attendance for [Weight control of cats]

Search Regialres Regatrabon
Numbern

Attencance Date:

201911408

Struciurod Points:

Subril Allendance

Bulk Attendance Upload for [Weight control of cats] Sate S |

Select the CSV File 1o Upload: Choose Fie | Mo fis chosen

feplace Al (¥ nol ssected sxisting aiendee dats will be el unlouched

Upload Buk Attend ance

Attendance Register

Registration No. Name AtendanceDate Structured Points

Retum to Actribes

The screen consists of three sections, namely;
e The top section where individual registrees are added to the attendance register
e The middle part where a bulk upload facility is provided for uploading registrees’ attendance
information
e The bottom section displays a list of attendees with the option to remove an attendee.
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There is a link available (see above screen print) to download an example bulk upload file. Use this
as a guide to prepare the upload file.

You need the following information for the upload file:
Registree’s registration humber

Accreditation number

Attendance date

Structured point.

Upload a spreadsheet as per the example below.

1. Place each column heading in its own column. This means that the excel file must have 4
columns.

registree_regno accreditation_number attendance_date structured point

V00/00000 AC/0000/20 2019-08-07 )
T0OO/00000 AC/0000/20 2019-08-07 )
HO0/00000 AC/0000/20 2019-08-07 5
S00/00000 AC/0000/20 2019-08-07 5
D00/00000 AC/0000/20 2019-08-07 )

Do not use any spaces in the numbers, dates or between lines.

2. The date must be a valid date, not a date range. Use the start date of the activity as the
date. Format: 2019-08-07

3. When saving the upload-file in Excel, make sure to select the "CSV (Comma delimited)
(*.csv)” option. Once saved as a *.csv file it will display as follows:

registree_regno,accreditation_number,attendance_date,structured_point
V00/00000,AC/0000/20,2019-08-07,5
T00/00000,AC/0000/20,2019-08-07,5
H0O0/00000,AC/0000/20,2019-08-07,5
S00/00000,AC/0000/20,2019-08-07,5
D00/00000,AC/0000/20,2019-08-07,5

Select “"Delete” under the “Action” column next to an attendee’s name. Reload as a single upload.

Registration No Name Structured Points Unstructured Points Action

) [

Until the application is submitted for accreditation, the provider may remove the application. This
option will not be available once the application was submitted for accreditation.
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As this is an irreversible action, a confirmation message will display before the removal process
starts.

2.9 SUBMIT FOR ACCREDITATION

Once the provider has met all the requirements, the application for accreditation can be submitted.
When the provider clicked on the "Submit for Accreditation” link, an overview page will be

displayed. If there are still outstanding requirements, a message will be displayed in red and a
button will be available to take him to the necessary screen to complete the requirements.

Submit for Accreditation

[Waignt control of cats)

Actwity Overvaw
Py o
Ar e N ates u

o b Py v

04 labe R Fan Wit Lomtad Permn Abbews  Pmemtes

Venues and Dates
Wrws Heme it (e
Suportng Documents
ST Vomsal Dassners Nuse

Laewesed Tpye

The Cat s P [ OSSR Pasesiatun | gt

Once all requirements are met, the “Return to Activities” button will be replaced with a button to
submit the application.

L

o — |

During this submission process, the status will be updated and emails will be sent out as per the
requirements.

SAVC CPD Provider Portal Overview

Page 17 of 17
Last updated: 19 February 2020



