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" Commencement Date 26 Ocipber 201
"Raview Dale 28 Oclober 2018
“Perodical Raview Annual
Resources Staff, Budgst, ICT Equipment and Software
lutont of SOP #s&siaggﬁsna.ﬂﬁﬁgﬁgaiiﬁgg&-aﬁﬁug
MIS officials in rendering the Dala Warehousing service,
Scope The SOP appiies to all ffidais Involved In the process of rendering data acquisiion and management services within the Easter Cape
Department of Soclal Development.
Objectiva(s) To provide inlegrated services and secured relovant information Through sound ICT Governance to af cusiomers.
Desired Pesformance Avaliablily of data to assistthe Deperiment in decision making and performence of operafions throughout the Department.
 Definitions Terms and Acronyma: T




ICT: means information Commumication Technology
DWH: means Dala Warshouse
D.D: meens Deputy Director

Kay Pesformance Indicator | Number of Stralegic Business Infaligence Reports Produced,

Principles The following principies must be caniral in all the interventions with chikiren In allemetive care:
n-éggﬁgwugaiiiiigisﬁg.
sggggagnaga&nﬂagsn&ggsnﬁésin
aiggiﬁigwgsggsgnggsmg#

" Compliance Measures Relavant data must be requested and hostad In the DW Server.
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STEP BY STEP GUIDE
DATA ACQUASITION PROCESS

| Supporting Service
Nr | TaskMame Task Procedure Rasponsibliity Documentation Standard
1 | RequestDatakr |« Wriie an e-mad to Financlal Information Sysfems io get BAS information | «  Deputy Direcior— | @ Dataraqueste- | 20 Minules
report production dump Deta Warehouse ma
e Remind the responsible peopls if they delay fo submit the information » Data request form
until received.
2 | Receive and  Roceive dala in Notepad format and save the document into & specific | ¢  Depuly Direckr— | «  Monthly BAS 30 Minutes
convert the folder Data Warehouse data dump
document toMS | «  Convert the Mformation to excel as follow: = Converted Excel
axoel > Open the saved document with Excel. document
> Select Fiuxi Width on the Text Import Wizard Box and click
next.
» Align and comect the column names accordingly on Text Import
Wizard Box and click next.
> Set the data format for each column on Text Import Wizard Box
L and click finish.
3 |Cleanthedala |« Addindexing o Depuly Director— | Cleaned Excel | 3 hours
¢ Remove unrequired data by fillering using the Captured [d Column Data Warehouse document
e Delale 2ll rows where contains the folowing:
> Blanks
> BRA
» Caphired dale
> Captured |d
» Cut and paste data on the Micro No. column and Amount
column from row 2 to row 1
» Change the column heading Micro No to Supplier No
» Remove other unrequired data by filtering using Disb.No
Column
» _Delste all rows where thare are blanks. .
4 | Complete Persal If Persal Request s Depuly Direcior— |« Complebed Persa) | 30 minutes
Information « Request tha Persal information request form from HR. Data Warehouse information
request form » Complete the Persal iniormation requesi form. request form
o Submit the form to HR. _

;
SOP - DW — Data Acquisltion Process Page 3



DATA ACQUISITION PROGESS _

Ne| TaskMams Teok Procedure Responsibllty poppurty | Jemies
e Recsive the information on Excel by e-mail. . nnﬂ..aaas.
ump
5 | Load the s  Open SQL Database angine and login. » Depuly Direcior— |« Loaded 30 minutes
informafion » Right click the database 1o be used for loading. Datz Warehouse information on
dumpsonDala |+ Select data, click import data and dick nex. Database tebles
warehousa data | o  Selact the Data source and click next
beza o Select Destination and clck Next up until you cick finieh.
If & is external
» Place the file as i to avoid data loss.
6 | Wrile the leiter For external data sourcing » Depuly Direcior— | @  Writlen data 1day
Submit data o Wiite the leiter requesting informalion to a specific department or Data Warshouse request lotter
request laber to Stakehoider.
SG'sOficefor | Submit the letter to Director; MIS for quality checking.
approval e  Submit the latier to Superintendent General office for signature
7 |Signthelstier | e Sign the letter o SG » Signed deta 2days
request letber
8 | Recelve and ¢ Recoive the signed data request leffer from SG's office. e DeputyDirecior— | » Submitied letter | 3months |
submit the = Send the sipned lefter o the specific staksholder via the Deparimental Data Warehouse
signed dala Registry section or
request latter » Hand deliver the signed latter to the relovant stakeholder.
= Make afolow up of the reguested data telephonically and e-mai up
untl the data is recelved
9 | Recolve the » Recelve the information i Word or Excel format. o DepulyDreclor— |« Received data 1day
information e Load the data in a Folder on FTP server. Data Warehouse

————_e———— ..,
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System{
Manual

Probability  lmpact

Process Name  Risk Description HIMIL) HiMIL Control Description

Delay Delay in recsiving the Information leading ldentiying user oala requiremants at ine beginnng of
fo delay In assisting the client that requires the year.
| the imormation — - ~
Shortage of stalf | The unit is only having one official; in the H H To motivete for funds o adverise the Post in Manual
case of unavaiiability of the official, no one assistance of the cument official
is taking the responsibiiity of moniioring the
data backupe and daia warehousing
duties.
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LEGISLATION, POLICIES, PROCEDURES, LEGISLATION & OTHER DOCUMENTATION (l.e. SOPs)

Constiution o the Republic of South Afica
{1996}

Conséiiution of the Republic of South Africa Section 32(ija) of
South Africa, 1996 provides that everyone has a right of access na:gla:iss_.sns
and any information held by anather parson that is required for the exercise or protacion of any rights.

The Promotion of Access o Information
Act, 2000 (PAIA) (Act No. 2 of 2000)

Manual for the Depariment of Public Service and Administration i terms of saction 14 of the Promofion
of Access to Information {Act No.2 of 2000).
The Promotion of Access to information Act, 2000 {(Act No. 2 of 2000) (hereinafier referred © as
ﬁgwu?grug!gi!ﬂ!s%&ﬁs?%gai
1o information. PAIA gives al South Africans the right fo have access to records held by the state,
government institutions and privale bodies.

| Protection of Personal Information Act (No
4of 2013)

information In Rs possession or under ks contral by taking appropriate, reasonable technical and
oan__mnvi:.nﬂ_-ﬁ prevent - &) loss of, damage to or unauthorised destruction of personal
rmation;

| Draft informaticn Management Policy

mo&s 1 (g) states that the Deta Warshouse Deputy Diractor shall patform cleansing of
sourced intemally and extemaly before k I stored In the data warshouss.
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the Gonsitubon of the Republic of | 1

Section 0. (1) states that a responsible perfy must ensure the integrity and confidentiaiity of personal | 2013




AUTHORISATIONS

Quality Ciacked By NAwazi2
Director : Menagement Information Sarvices

Approve By N.Baart
Acting Head of the Department h
"Distribution and Use of S0P Al CIO Directors, All CIO Deputy Direciors, All CIO Assistant Directors.
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