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Agenda 2

1. Accessing the System

2. Navigating in the LOTS Grantee Portal

3. Grantee Information- Edit Grantee

4. New Skills Development and New Self-Sufficiency

5. View Project List

6. Project List - Action Options (delete and print)



Good to Know 3

1. Purpose of the new LOTS system

2. Grant application and management will now occur entirely within 
the LOTS system for Skills Development Fund and Self-Sufficiency 
Fund

3. Applications for Skills for Small Business will still be paper based 
however, participant data will need to be entered into the new 
LOTS system

4. Project Status – review project status Job Aid

5. Training materials are available on the TWC LOTS webpage

https://www.twc.texas.gov/programs/skills-development-fund/lots


Navigation - Learning Outcomes 4

By the end of this module, learners will be able to complete the following 
outcomes:

1. Navigate to the Home page.

2. Sign out of LOTS.

3. View Project ID, Name, and Status.

4. Review details of the Summary page.

5. Print the Summary Page

6. Delete Grant



1 – Accessing the System 5



Accessing the System – Getting 
Started 6

The Users from each Grantee organization will receive an 
email from Okta containing a link to the system and an 
invitation to join LOTS.

Clicking the link will take the User to the Okta login page 
where a username and password will be created to gain 
access to the system.



Accessing the System - Good to Know 7

1. A new user account SHOULD NOT be created if there is a change in 
point of contact. If changes to organization or point-of-contact 
information are needed, the organization should login to LOTS and 
update information through the system and within the current system 
record for that organization.

2. Creating a new User account for an existing organization could cause 
multiple records for the same organization to be created within the 
system.



2 – Navigation 8



Navigation - Steps to Complete Task 9

1. Log into the LOTS Grantee Portal.

2. Review icons and buttons from the Home page.



Home Page 10

Click on the profile 
icon to:
• Update your 

profile
• Change your user 

settings
• Sign Out of the 

system



3 – Grantee Information 11



Grantee Information-Edit Grantee 12

• The EDIT GRANTEE button allows users to edit the General 
Information and Contact Information for the organization. 

• Editing any of the General Information or Contact 
Information, applies to all projects. 



Grantee Information-Edit Grantee Page 13



4 – View Project List 14



View Project List 15

Within the Project List grid, users can view the following:

1. Project Name and Status.

2. Grant Type

3. Primary Business partner

4. Created By, Creation Date, and Date Last Changed

5. Action Buttons



View Project List - Grid 16

• Some columns can be sorted by clicking on the header column.
• Once you click the column header, an arrow appears that allows you to 

sort in alphabetical order or reverse alphabetical order.



View Project List – Action Buttons 17

Use the Action buttons to Print or Delete an application or grant. The 
print action can be completed in all status types but the Delete action can 
only be completed when a project is in initiation status.  



Wrap-up 18

1.Job Aid: View the related Job Aid for this course – Introduction to 
LOTS

2.Related Courses
1.Self-Sufficiency Fund
2.Skills Development Fund
3.Skills for Small Business

All training documents are available on the TWC LOTS webpage. 

https://www.twc.texas.gov/programs/skills-development-fund/lots
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