How to invite trainees and administrators

e Atraining office administrator or the training officer may invite trainees

e Only the training officer may invite a training office administrator
1. Loginto TCMS
2. Under the menu item on the left hand side of the screen select manage invites
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3. Under manage invites there are two tabs, the first tab is view invites — this refers to invites
already sent and the second tab refers to trainees to be invited — this is the send invites tab,

4. The send invites tab has two options, to invite trainees and to invite administrators

5. The screen displays the quota (number of trainees that SAICA has allocated to the training
office, the active trainees, the invites accepted, the invites pending and the available invites



6. Complete the information on the screen for the invitation
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7. Once done click on add to list then select the send invites button

Email Address:
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First Name Last Name ID Number Mobile Email

James Roth 900530005643 0831234550 beverleyh@saica.co.za
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Training Office: PricewaterhouseCoopers (Gauteng) Sunninghill 03036051
Training Officer: Jacobus Minie

Individual Details

First Name: ZANDILE

Last Name: MATHEBULA

ID Number: _

Mobile: _

Email e
Invite Details

Sent Date: 2012-02-08

Status: Pending

Accepted Date: 1900-01-01
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1. The screen will show a message that the invite has been sent successfully
The trainees will receive the invites with a link to TCMS

3. The administrator must either sign up or log into TCMS to accept the invite, the
administrator must select manage invites and scroll to the bottom of page and click the
button accept

4. The accept will activate the relationship and the administrator will have access to the
trainees for the training office

5. The trainee or administrator can be uninvited by selecting the invite from the view invites
and clicking on uninvite



