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1. Introduction
Dear Skills Development Provider,

Hello and welcome to the Learner Management Integrated System’s (LMIS) User Guide. This
document will help you navigate the system effectively and efficiently to help you achieve the
following tasks:

i. Registration of Skills Development Provider on LMIS

ii. Application for Accreditation at FP&M SETA on LMIS

iii. Approval of applications by FP&M SETA

iv. Applying for Extension of Scope

v. Learner Site Visits and Certification Management

vi. View single Truth of the information about the Skills Development Providers accredited
with the FP&M SETA

This user manual only covers Skills Development Provider functionality

Below is the URL to access the application

URL https://fpmseta.endorseds.co.za/

Recommended Supported e Google Chrome
e Mozilla Firefox
o Apple Safari

e Microsoft Edge

4|Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

- s

Welcome to Integrated LMIS, to gain Access to the System please click the link below.

Register Now &+

System User Guides

Search ~

1). User Registration 2). Log in
This video explains and illustrates the account registration process into the LMIS
System, Follow along to successfully create your account.

3). Assessor & Moderator Registration

This video explains and illustrates how to log in after a successful sign up. Foliow

This video explains and illustrates on how to Register your Assessor/ Moderator
along to login to LMIS. Account on LMIS.

bre Processing & Manufacturin

ation and Training Authority

FUTURE PERFECT | FUTURE PERFECT|  FUTURE PERFECT
SKILLS DEVELOPMENT ~ 5KILLS DEVELOPMENT  5KILLS DEVELOPMENT

Download user manual here: | A Download user manual here: | A
=) -

Download user manual here: | A
e

5). Skills Development Provider

2. Skills Development Provider Registration
i. This section demonstrates and explains how a Skills Development Provider can gain

access to LMIS and start applying for Accreditation at the FP&M SETA.

2.1 User Registration
i. You need to Register on the system as a Training Provider before gaining access to the
following key features:

a. Capturing Skills Development Provider details
b. Adding learning units that they are accredited for
C. Uploading Supporting Documentation

5|Page
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d. Capturing their Professional Experience

e. Adding the Educational background and submitting the application for registration

2.2 Register a User

i. To register on the LMIS System, you click on the “Register Now” button to open the

Registration page as below:

- ystem pley

Welcome to Integrated LMIS, to gain Acce

he link below.

Register Now &+

1). User Registration 3). Assessor & Moderator Registration
This video explains and lliustrates the account registration process Into the LMIS This video explains 3 %stul sign up. Follow This video expiains and liustrates on how to Register your Assessor/ Moderator
System. Follow along to successtully create your account. along to login to LMIS. Account on LMIS.

bre Processing & Manufacturing ation and Training Authority bre Processing & Manufacturing ation and Training Authority bre Processing & Manufacturing ation and Training Authority

FUTUIRRE PERFECT | FUTURE PERFECT | FUTURE PERFECT
SKILLS DEVELOPMENT ~ 5KILLS DEVELOPMENT ~ 5KILLS DEVELOPMENT

|Download user manual here: _); |Download user manual here: \_,t |Download user manual here: \ﬁ
4). Workplace Based 5). Skills Development Provider
Supported Browsers : S @@ ®  ©2021 All rights reserved. Mutti Domain SSL
6|Page
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ii. You must complete your information shown in the screen below to register as a

Skills Development Provider:

Login Search

Register User

User Name: admin
E-mail Address:
User Type: -- select -
Password:

Confirm password:

Show Password(s)?: -

Fm nat  rabot

2.2.1 New Skills Development Providers

i. Skills Development Providers that are NOT Accredited with the FP&M SETA need to
select “Training Provider” under the “User Type” menu and click on the “New Provider”

checkbox.

ii. The System will then add “Unknown (0)” to the “Training Provider” field, as below.

7|Page
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Training Provider

New Provider:

ining Provider:

Unknown (0)

Password:

You can then continue to add the other information and then click on “Register” to

conclude the process.

SKILLS DEVELOPMENT

LMIS User Guide - SDP

Search =

Register User

User Name: Userm3980
il.com
User Type: Training Providsr
New Provider:
Training Provider: Unknown (0)
Password: Prettypitikoa1 &
Confirm password: Prettypitikoa18
Show Password(s)?:
™
~ Imnotarobot e
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2.2.2 Accredited Skills Development Providers
i. Skills Development Providers that are already Accredited with the FP&M SETA need to

select “Training Provider” under the “User Type” menu.

ii. You then leave the “New Provider” checkbox unmarked and type the name of the FP&M
SETA Accredited Provider on the “Training Provider” field. The system will populate the
Provider name and Registration Number, as below:

Home  Login Search =

User Name: Userm3980
E-mall Address: userm3980@gmail.com
User Type: Training Provider

New Provider:

Taining Provider: | | type and/or
Password:
1 Classie Africa (Pty) Lid (FPM20/PRPACC-024)

Confirm password:
1 Military Printing Regiment (MAPP-1itia-08021)

Show Password(s)?: 1st Black Rand Group (FPM20/PRPACC-05T)
1st Black Rand Group (Pty) Lid (FPM1S/PRPACC-035)

2KO Africa (FPM04-0002411)

i. You click on the correct Skills Development Provider name, then continue to add the rest

of the information and click on “Register” to conclude the process.

ii. Once the registration information is successfully captured, a success message with

instructions on how to activate the account will appear as below:

ilbos for d

Your user profle has been registered successtully. Please check your
mailbax for details.

9|Page
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2.3 User Account Activation

i. An activation email with your details and an Activation Code is then sent to you, as
below.

ii. You copy the Activation Code and proceed to the LMIS Login Screen.

LMIS registration information inbox x

FP and M SETA 12:12
tome ¥

Welcome to FP&M SETA

FUTURE PERFECT
SKILLS DEVELOPMENT

(Learner Management Information System)

EEOREE S

YOUR ACCOUNT IS SUCCESSFULLY REGISTERED!

Dear User
Your login details for the LMIS (when logging in using this password we suggest you copy and paste the password to avoid any
errors), details for the LMIS and Activation Code to avoid errors.

Your login details are as follows: Login:

Username: Userm3980

Password: Prettypitikoel&

Activation Code: 5bc3360916ef41d097eb0c8779ca3f70

2.3.1 User Login

i. Once the Activation Email has been received, you navigate to the LMIS Login page.

ii. Onthe LMIS Login Page, you enter your username and password as seen on the
Activation email.

10| Page
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iii. The system automatically populates the “User Type” field in accordance with what you

have registered for, as below:

iv. You then click on the “Login” button to proceed.

Home - Search ~

Welcome to SETA Learner Management Information System

_—

Please enter your username and the password. ANNOUNCEMENT

IFyou are not a registered user yet, please contact the LMIS administrator for assistance.

User Name: Userm3981

Password:

User Type: Training Provider

] Show Password?
o

If you have registered already but forgotten your password. Please Click hers

i. Before accessing your profile, you will need to verify the account. The system will
navigate to the “Verify Account” (New User Verification) page as below. Enters (copy

and paste) the Verification Code on the activation email, then click on the “Verify” button

to proceed.

Log off

Verify Account

User Name: Userm3981
E-mail Address: userm3981@gmail.com
Activation Code:
AValue 15 Tequired for Activation Code. Piease provide a value for Activation
GCode

11|Page
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3. Application for Accreditation
i. This menu handles all the Accreditation process for the Skills Development
Providers within the LMIS system. Skills Development Provider Accreditation
allows the application for a NEW Training Provider, be it a first application, re-
registration, or the Extension of Scope - in the case of those Training Providers
that are already registered on the system.

3.1 Step 1 - Training Provider Details
i. After successfully activating your account and having logged in, you land on the
application page, as below:

re applying for.

—

ii. By clicking on “Full Qualification”, then click on Next and the system will lead you to the
next page:

Q v @ ¢ @ B @ Do @ Boome Q v

iii. You continue to fill out your details in the fields provided, as below:

12| Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

Lopged an a5: UsemI9EJ....User Tygs: Training Provide

O @ - @ i @ B Bunosonss @) Booore (@) Fremeen

Enter the detaits of the training provider. Click on Save lo save the changes that you have made. Click on Edit to edit an already existing record.

Proviger iD;

Provider Name:

Provider Coge:

FPM-

Entity Registration Ne.:

Traging Mame:
Select Primary SETA:  — salect — =
Proot of Primary Accreditation and RL:
Registered with CHET. Y OHET Registration No.:
DHET Registration Start Date: DMET Registration End Date: o]
BBBEE Ratng: solect BBBEE Recognmon: 000 =
No.Full Tme staft. No.Contracted Staft: 0
MAIn Provincs Of Operation:  — salect -
Lotitude Degrees: 0 Lattude Minutes: 0 Latitude Seconds: 0000
Longituce Degrees: 0 Longituce inutes: 0 Longituce Seconas: 0000
Gontact Details
FirstName: Te:
Last Name: Position In Organization:
THNe. canNo:
E-mal
Physical Acaress: Postal Aaaress:

House Na/Gomplex Name:

Street Name:

House Ne /Camplex Name:

Street Name:

supported Browsers : @RV @  ©2022 AN rignts reservea. Mt Do 551

o Should you attempt to click on “Save” with mandatory information missing, the system

will highlight the missing data in “RED” as below:

13| Page
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oot o s Userma982....ser Type: Training Prowier

O @ o~ @ e @ oo Beminsions @) Boce (@) Frerremn
g

Enter the details of the training provider. Glick on Save o save the changes that you have made. Click on Edit to edit an aiready existing record

Provider I0: 0 Provider Code FPM- Entity Registration No.:
Eily Registrason N value 1§ required

|

Trading Name:
equired
Salect Primary SETA:
equeed
Proot of Primary Accreditation and RL:
Registered with DHET. Y DHET Registration No.:
DHET Registration Start Date: I} DHET Registration End Date: o]
888EE Rating: — select — - BBBEE Recognition:
No. Full Time Start: Ll = No. Contracted Stafr. L]

Main Province Of Gperation: — select —

Main Province Cf Operation valis is required

Latinuce Degraes: 0 3 Please ener avane less Latiude Minutes: 0 : Latitude Seconds:  0.000
Longituce Degrees: 0 3 Please enter avame Longitude Minutes: O : Longituce Seconcs: 0000
Contact Details
First Name: i

The First Name fiex s required

Last Name: Pasition in Organization

The Last Name field 5 requirea

Supperted Browsers - S @ Q@  ©2022a8 nghts reserved. [Rpa——

Should you select a different SETA from FP&M, the system requires that you
also add the MOU Request Letter, the system will highlight the missing data in
“RED” as below:

Logw on 25: UsermISR2....Usse Type: Training Proviows

if the ETQE Is not SETA then the MOU Request Letter shoukd be suppled _
i s s
QO =- ® o- QO i @ #orow o secs (@) B o Q v
-

Enter the details of the training provider. Click on Save o save the changes that you have made. Ciick on Edit to edit an aiready existing record

iv. Fill in all the required details, then click on the “Save” button. The system will

proceed to save the details. Once your details have been successfully captured,

14| Page
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you click on the “Next” button and the system will navigate to the next step, as

below:

Q v @ ¢ @ Eew Dommsonss @) Boee ) S
&

Fnler the delails o the training provider Click an Save I save ihe changes that you have mads. Click an Edit fo edit an already existing record

ProviderID: 504 Provider Code:  TEA 2023 200034954 Entity Regletration No: 301402053008,

ieation and Training Authoy

Prast of Primary Accreditation and AL

Registered with DHET. 1 DHET Regiatration Ho.
DHET Registeation Start Date: DHET Registrstion End Dte:
B8BEE Rating:  Level One BBBEE Recognition: 10004
No.Full Time Statr. 1 No.Contseted st 7
Main Province 01 Operation:  Free Siaie
Latitude Degrees: 22 Latitude Minutes: 1 Labitude Seconds: 1,000
Longitude Degrees: 16 Longituds Minwtes: 2 Longitude Saconds: 1000

3.2 Step2-QMS
i. This step allows you to mark/check Quality Management Systems of the Training

Provider. This step requires that you “check” all the relevant fields.

QO =- Q@ ¢ @ Ho- Dommomnsoss @) Bomen Q v

3 k5100 Dilow GICK 01 NeXE 10 53v0 Y

click Back 10 [0l 10 10 provious Details Scioen

Dacument No Palicy Area Pelicy Crite Checkes

15|Page
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Should you attempt to click on “Next” without marking the necessary QMS fields, the
system will highlight the missing data in “RED” as below:

Please check the compliance of your Organisational Quality Management
System against the listed criteria before clicking Next.

>

ii. You can use the individual “checkboxes" to mark each QMS item, or you can

simply click on the “Select All” button to proceed to have all items checked.

iii. Once all QMS fields have been “checked”, you can proceed to the next step of
the application.

iv. Once all QMS fields have been “checked”, you can proceed to the next step of

the application.

3.3 Step 3 - Programme Scope

i. This step allows you to capture the learning units that you are accredited for.

ii. Programme Scope allows you to capture Full Qualifications, Learning Programs,
Unit Standards and Skills Programs that fall under the FP&M SETA.

16| Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



fmns’eta

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

iii. When the “Qualifications” section is selected, the system only activates the
related fields to enter information and deactivates the other fields, as below:

Log Off

Logged on as: bonolo.....User Type: Training Provider

Please select the qualifications and unit standards that you need to be considered in your application. Note that you must indicate at least one

learning unit. Click on Next to continue with the process.

Salellite .

L5 ﬁ ETD Offices & . ™ verity
Programme )

DE“VEW Documents Information

Details ams scope
Sites

Back Next
@ Qualifications () Unit Standards () Skills Programs Search Options
@ ByID O By Title
Learning Program: -
Qualification: v
Start Date: m End Date: El

Add Leaming Unit

e

Qualification Learning Units

= Learning Prog

Qualification 1D - Title

Supported Browsers : & @ € &  © 2022 Al rights reserved. Multi Domain SSL
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3.3.1 Qualifications
i. This portion of “Programme Scope” allows you to capture Full Qualifications as
well as Learning Programs, you wish to be accredited for with the FP&M SETA.

Should you attempt to click on “Next” without adding any Learning Units, the system will

produce an error message as below:

Please attach some learning units for your application consideration before
clicking Next.

3.3.1.1 Full Qualifications

i.  This function allows you to capture a Full Qualification that is not linked to a Learning
Program.

ii. You enter the values (Learning Unit ID or Title) of the Full Qualification in the

“Qualification” field, as below:

18| Page
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Log Off

Logged on as: bonolg.....User Type: Training Provider

Please select the qualifications and unit standards that you need to be considered in your application. Note that you must indicate at least one
learning unit. Click on Next to continue with the process.

& & satenite .
E :9' o ° ﬁ ETD ° Offices & v Verify
Programme - -
Details QMs Staff DElIVEr\c‘ Documents Information

Scope
g Sites

@ Qualifications () Unit Standards ) Skills Programs Search Options

@ ByID ) By Title

Learning Program: [ | |-

35928 - Further Education and Training Certificate: Business Administration Services

73252 - General Education and Training Certificate: Adult Basic Education and

Start Date: Training: Small, Medium and Micro Enterprises

74630 - Further Education and Training Certificate: Generic Management. General Add Leaming Unit

Management

e e . v e

Qualification Learnir

Qualification 1D = Title = Learning Prog

iii. Once the Qualification has been entered, you proceed to add additional “Elective”

Learning Units related to the Qualification.

iv. You click on the “Choose Electives” button and the system generates a menu for you to
add Electives and ensure that your Learning Units meet the minimum credits for the
Qualification (as per SAQA Rules of Combination), as below:

19| Page
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Loyed on as: Userm 1982...User Type: Training Previcer

Please select the qualifications and unit standards that you need to be considered in your application. Note that you must indicate at least one leaming unit. Click on Mext to continue with the process

Q0= @ i - @ ¥ Dumsions @) B () Fremee

@ Quaiticanons © unit Standaros Sils Programs

Learning Program:

Qualification: 48643 - Further Education and Training Certificate. Chemical Pulp Manufacturing -
\ o e i s o s . E
[m} 7547 Operate a persanal computer system &
o 8827 Lead a team, pian, allocate and assess their work 4 M
0 ] 2 3
Credrts - 168 Running Credits - 219
l. The Electives grid provides you with the following information:

a. Code — the Elective code that uniquely identifies the Learning Unit as on the
SAQA database

b. Title - the title that identifies a learning unit as on the SAQA database
c. Credits — the individual Elective credits as on the SAQA database

d. Select — clicking on the checkbox allows you to choose the individual Elective

and highlights selected items, as above.

1. Once the Electives have been selected and the minimum credits have been met for

the Quialification, you click on the “Add Learning Unit” button to proceed.
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. The system will generate a success message and add the Learning Unit to the grid
section, as below:

V. Once you are satisfied with the entry, the system will generate a success message
and populate the information in the grid, as below:

® m——
® 50 ayme

Learing Froga

F—

—

P—

—

Laarnng progam

custteaton

- o - @

Qualification Learning Units e

saz27 Natienai Cerlificate: Clothing, Textie, Footwear 20150701 20231026

i. The grid provides you with the following information:

a. Qualification ID — the qualification code that uniquely identifies a qualification as
on the SAQA database

b. Title - the title that identifies a learning unit as on the SAQA database

c. Learning Programme ID - the Learning Programme code that uniquely identifies
an LP as on the SAQA database

21| Page
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d. Start Date — the proposed start date for the learning unit accreditation and
conforms to the registration start date of the learning unit

e. End Date — the proposed end date for the learning unit accreditation and
conforms to the registration end date of the learning unit

f. View US button — this button allows you to view all the Learning Units that you
have captured for the Qualification/Learning Programme, as below:

Total Creaits: 192

g. Delete — this button allows the user to remove the added Qualification/Learning

Programme.

. When you click on the “Delete” button, the system will prompt you to confirm the

deletion process, as below:
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@ Are you sure you want to delete this qualification learning unit record from
your application and please note this will delete the linked unit standards as
well ?

ﬁ YES H CANCEL

iii. Clicking on “Cancel” aborts the deletion process, and clicking on “Yes” proceeds to

remove the Learning Unit from the application, with a success message as below:

LMIS

Q Record deteted successfuy.

3.3.2 Unit Standards
23 |Page
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i. This portion of “Programme Scope” allows you to capture Unit Standards you wish to
be accredited for with the FP&M SETA.

ii. Selecting the “Unit Standards” portion of the “Programme Scope” step deactivates
the other sections (Qualification and Skills Program fields) and allows you to capture
the Unit Standard and the Qualification it is linked to, as below:

Plaase selact the qualiications and unit standards that you naed 1o be considered in your application. Mote that you must indicate at least one leaming unt. Click on Next 1o continue with the process.

Q= @ O @ Bow @ i@ oo @ o

) Qualfications ® Unt Standarss } Skills Programs

Skills Frogram Name:
Learning Program:

Qualification

sunDae o] Ena Date: B

Qualification Learning Units -]

iii. Once you have added the valid Unit Standard and the Qualification it is linked to, you

proceed to click on the “Add Learning Unit” button.

o Should you attempt to click on “Add Learning Unit” without adding any Learning
Units, the system will produce an error message as below:
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@ Insufficient information provided.

Please provide data for all of the data fields.

ﬁ

Once “Unit Standard” has been selected, choose “Qualification” and click the “Add

Learning Unit to save” as below:
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Legont

Loyped on as: UsermO882....User Type: Traiming Provider

Please select the qualifications and unit standards that ycu need to be considered in your application. Note that you must indicate t least one leaming unit. Click on Next to continue with the process

Q= O - O i @ ¥rw e - Y- U R
2

O Quamcatons ® Unt stangams O sens Programs

oeo ® By e

Learning Pragram:

Qualification:

Unit Standard: Complete crafted fumiture (117351)

Mational Certificate: Furmiture Making. Wood (49105)

Skills Frogram Mame.

Learning Program:

Quaitication:

start Date: 2018-07-01 ] End Date: 2023-06-30 o] \

Qualification Learning Units

supported Browsers . S @ WG © 2022 A1 rghts reserved. [——

iv. Should all the learning unit fields be supplied, the system generates a success
message and populates the “Unit Standards” grid as below:
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swrosw 20180701 & EndDate:  2073.08-30 i

Qualification Learning Units e

Unit Standard Learning Uniits ]

Skills Programs Leaming Units -]

V. The grid provides you with the following information:

a. Qualification ID — the qualification code that uniquely identifies a qualification as
on the SAQA database

b. Learning Programme ID - the Learning Programme code that uniguely identifies
an LP as on the SAQA database

C. Unit Standard ID - the unit standard code that uniquely identifies a unit standard
as on the SAQA database
d. Title - the title that identifies a learning unit as on the SAQA database

e. Start Date — the proposed start date for the learning unit accreditation and

conforms to the registration start date of the learning unit

f. End Date — the proposed end date for the learning unit accreditation and

conforms to the registration end date of the learning unit
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g. Learning Type — this applies to the unit standards and specifies whether the
application is a Core, Fundamental or Elective.

h. Delete - this button allows you to remove the added Unit Standard

Vi. When you click on the “Delete” button, the system will prompt you to confirm the

deletion process, as below:

Are you sure you want to delete this unit standard learning unit record from
your application.

Vii. Clicking on “Cancel” aborts the deletion process, and clicking on “Yes” proceeds to

remove the Learning Unit from the application, with a success message as below:
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@ Record deleted successfully.

3.4 Skills Programs
i.  This portion of the Learning Units process allows you to capture Skills Programs
you wish to be accredited for, Extend or Remediate with the FP&M SETA.
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Plaase saledt he and unit standards thal you need to in your application. Note that you mus! indicale at least one leaming und. Click on Next 1o confinee wilh the process.
Qo =- QO = [ R —— L Q@ oo @) Boomw Q v
b
e oomrme ——

/ oo com

Learning Program:
Quannication
Quanncation

‘SIS Program Nams:

Learning Program:

startDate: a End Date: o)
Qualification Leaming Units o

ii.  Selecting the “Skills Programs” option deactivates the other sections

(Qualification and Unit Standards fields) and allows you to capture the Skills

Program Name and the Qualification it is linked to, as below:
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Skills Program Name: Leather Processing
Qualiheatien: 58227 - National Certificale. Clothing, Textile, Footwear and Leather Manufacturing Processes
2009 ‘Apply basic knowledge of stafistics and probabiify o Influence the use of data a -

ii.  Once the Skills Program Name and linked Qualification have been captured, you
click on the “Choose SP Unit Standards” button and the system generates a

menu for you to add Unit Standards to the Skills Program, as above.

iv.  The Skills Program Unit Standards grid provides you with the following

information:

a. Code —the Unit Standard code that uniguely identifies the Learning Unit as on
the SAQA database

b. Title - the title that identifies a learning unit as on the SAQA database
c. Learning Type — whether the Learning Unit is a Fundamental, Core or Elective
d. Credits — the individual Elective credits as on the SAQA database

e. Select — clicking on the checkbox allows you to choose the individual Unit

Standard and highlights selected items, as above.
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Viil. Once you have added the Skills Program Name, Qualification and linked Unit
Standards, you proceed to click on the “Add Learning Unit” button.
a. Should all the learning unit fields be supplied, the system generates a success

message and populates the “Skills Program” grid as below:

Skills Programs Learning Units [-]

50584 123632 Make garments 2018-07-01
l 50584 10007 Identify, analyse and seiect business opportunities 2018.07-01

2018.07-01 2023.06-30 c Leather Testing -
’

iX. The grid provides you with the following information:

a. Qualification ID — the qualification code that uniquely identifies a qualification as on
the SAQA database

b. Unit Standard ID - the unit standard code that uniguely identifies a unit standard as
on the SAQA database

c. Title - the title that identifies a learning unit as on the SAQA database

d. Start Date — the proposed start date for the learning unit accreditation and conforms

to the registration start date of the learning unit

e. End Date — the proposed end date for the learning unit accreditation and conforms to

the registration end date of the learning unit

f. Learning Type — this applies to the unit standards and specifies whether the

application is a Core, Fundamental or Elective.
g. Skills Program Name — The Name of the Skills Program

h. Delete - this button allows you to remove the added Unit Standard.

32|Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

i. When you click on the “Delete” button, the system will prompt you to confirm the
deletion process, as below:

Are you sure you want to delete this unit standard learning unit record from
your application.

‘ YES H CANGCEL

j-  Clicking on “Cancel” aborts the deletion process, and clicking on “Yes” proceeds to

remove the Learning Unit from the application, with a success message as below:

Record deleted successfully.

3.5 Step 4 - ETD Staff

i. This Step allows you to add Assessors and Moderators to the Programme Scope

Learning Units captured in Step 3.
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ii. The ETD Staff page presents you with both Qualifications and Unit Standards Fields
to enter the Identity Numbers of their Constituent Assessors and Moderators in
relation to the Learning Unit selected, as below:

Logged om a3: serm1982... Usee Typa: Training Provider

s add your assessors and moderators by searching assessor or moderator and then clicking the Add buttan Note that you must add at least ane at lsast one ETD staff for each learning unit. Click on Next to continue with the process.

Q =- Q ~- Q - B swmecrcassonmey (@) (B s Q ~
Qualifications o
it Sandards °
endorseds.co.za/SOP/Provider/selectUSLUAjax01%id =rgmaw)PUk IMrAFqaQjSPVQ%3D%3D&USGrid-sort=ibs_assessor_id_01-asc _

iii. The Qualification field consists of the following features:

a. Qualification ID — the qualification code that uniquely identifies a qualification as on
the SAQA database.

b. Title - the title that identifies a learning unit as on the SAQA database

c. Learning Programme ID — the Learning Programme code that uniquely identifies an
LP as on the SAQA database

d. Assessor ID Number — The Assessor’'s Government issued Identification Number

e. Moderator ID Number — The Moderator's Government issued Identification Number
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f. Save — Clicking on the Save button allows you to conclude the Assessor and
Moderator link to the Qualification and the system populates the captured records

under the “Assessors” and “Moderators” grids, as below.

g. Cancel — clicking on Cancel aborts the ETD staff inclusion process for the Learning

Unit.
Ea [ & |
B GECTIGO I
iv. The Assessor/Moderator Grids provide you with the following Information:

a. Learning Unit Type — Whether the Learning Unit is a Qualification or Unit
Standard

b. Learning Unit ID — the Learning Unit code that uniquely identifies a unit as on the
SAQA database.

c. Learning Unit Title - the title that identifies a Learning Unit as on the SAQA
database

d. Assessor ID — The Assessor's Government issued Identification Number

e. Moderator ID — The Moderator's Government issued |dentification Number

f. Assessor/Moderator Name — The Assessor/Moderator's Name as on the

Identification Document
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g. Delete — Clicking on the Delete button allows you to remove the added
Assessor/Moderator record from the application.

V. Add Facilitator - This section (bottom of the ETD Staff page) allows you to add
Learning Programme Facilitators to the application.

a. The Facilitators portion has the information entry fields as well as the data grid,
as below:

Facilitators o

® Qualifications © Unit Standard:

Quallfication/Learning Programme: - Search Fcilitator

Unit Standard:

Facilitator; - Add LP Facilitator

_ - a

b. The entry fields present you with the following information:

i. Qualification/Learning Programme — the Learning Programme unique
identifier as on SAQA,;

ii. Facilitator — the Facilitator’s Identity Number;

iil. Search Facilitator button — clicking on the button presents a search

page where you can find the Facilitator you wish to add to the Learning

Programme,;
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LMIS - Search Facilitator

‘Search Facilitator

National ID: ldType:  _selsct -

FirstName: Surname:

Last Name

iv. Add Facilitator button — clicking on the button once all the required

information has been entered, completes the process.

Should you attempt to click on “Add LP Facilitator” without adding any information, the

system will produce an error message as below:

Insufficient information provided.
Please provide data for al of the data fields.
1D No. value is required. Piease supply a vaiid ID No. before proceeding.

First Name value is required. Please supply a vaid First Name before
proceeding.

Last Name value is required. Please supply a valid Last Name before
proceeding.

1D Type value Is required. Please supply a valid ID Type before proceeding.
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Search Facilitator

Faciliator. ‘Add LP Facilitator

c. The Facilitator grid presents you with the following information:

i. Learning Programme — the Learning Programme unique identifier as on
SAQA;
ii. Learning Programme Title — the name of the Learning Programme;

iii. Facilitator ID Number — the added Facilitator’s Identity Number;

iv. Facilitator Name — the name and surname of the added Facilitator;
V. Delete button — allows you to remove the added information
Vi. When satisfied with the ETD Staff added to the Learning Units, you click

on “Next” to proceed.

3.6 Step 5 - Satellite Offices & Delivery Sites
i.  This Step allows you to capture all the Training Provider’s Satellite Offices and add
Qualifications delivered at those sites (Delivery of Site).
ii.  The Step consists of two sections: The Satellite Site details input fields and the

information grid at the bottom of the page, as below:
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L000ed o a5: UsermIS82... e Type: Training Provider

Please add your satellte offices by filing the site details and thenn clicking the Add button. Click on Next 1o continus wilh the process

o B oot ° @ aus . Progemea 1esge ° £m s ° ST ° e
Satsllits Sites e
J— -
E——
e
..
s
et
Postl Gade: » ect ll
J(§
Delivery Sites. e
‘ —

iii.  The Site information fields allows you to capture the following information:

a) Site Name — the name of the site office being captured.

b) Tel No. — The site office’s contact numbers

c) Physical Address — the site office physical address.

d) Postal Code — the site office area code.

e) Province — the site office Province, this is automatically populated based on the

values given for “Postal Code”, as above.
f) Add button — once all the information required has been captured, you click on
the “Add” button to proceed.

o Should you attempt to click on “Add” without adding any information; the system will

produce an error message as below:
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A value for site name is required. Please provide a value for site name.

A value for telephone is required. Please provide a value for telephone.

A value for address line 1 is required. Please provide a value for address lin
1.

A value for postal code is required. Please provide a value for postal code.
A value for province is required. Please provide a value for province.

i. The bottom section has a grid that contains the already captured site office

information as seen below:

Logan

Cogged.on as: UsamI9E2.__ises Type: Training Provider

Pleasa add your by filling the sita detail: the Add button. Click on Next to continue with the process.

QO = O - ® - @ ~ el N Jy-—
[ oo | [ |
Satellite Sites [-]

- - . [ |
OO OO
. The Site Office grid provides you with the following information
a. Site Name — the name of the site office being captured.
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b. Tel No. — The site office’s contact numbers

Province — the site office Province,

d. Delete button — clicking on the “Delete” button allows you to remove the
entry.

Programme Offering

iii. The Programme Offering page provides you with the following information:

Qualifications

Unit Standards

iv. On this screen, the following information will appear:

e. Site ID — the system-generated unique identifier for the site office added.

f. Site Name — the name of the site office as added by Training Provider.
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g. Qualifications grids — this shows the “Available Qualifications” as captured in
the “Programme Scope” step, as well as “Offered Qualifications” grid to add
the available Qualifications to the site office, grid contents are as below:

i. Qualification ID — the qualification code that uniquely identifies a
gualification as on the SAQA database
ii. Title — the title that identifies a learning unit as on the SAQA database.
iii. Start Date — the Learning Unit's commencement date
iv. End date — the Learning Unit’s expiry date
v. Add button — clicking on the “Add” button allows you to add the selected
Available Learning Unit to the site office offering, and populate the unit in

the” Offered Qualifications” grid as below:

@ Record saved successfully.

————

h. Should you wish to remove the Learning Unit from the site office
Programme Offering, you click on the “Delete” button and the system
prompts you to confirm the deletion, as below:
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Are you sure you want to delete this satellite office learning unit record?

V. Unit Standards Grid — you follow the same step as “Qualifications” to add the
“Available Unit Standards” to the “Offered Unit Standards” grid.
Unit Standards [-]

58227 873 Apply DASIC DUSINESS CONCEtS 20150701 20231026
58227 9926 Coach leamers 20150701 2025-10-26
58227 110030 Demonstiate understanding of tne water reatment and f 20150701 20231026

58227 114244 Generate chiorine dioxie for pulp bleaching 2015-07-01 2023-10-26

OO OO

Vi. Once done, you close the “Programme Offering” page by clicking on “Cancel’.
Vii. Once all the Site Offices and linked Learning Units have been added, scroll down

to “Delivery Sites” as below:
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Delivery Sites

-]
supported Brawsers | S @ Q@  © 202240 rights reserved. ot Do 558
viii. Continue to add Delivery Sites linked to the Training Provider in the fields
provided.
iX. Once done, click on the “Add” button to finish
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Delivery Sites -]
Post Code: Provinca: . m
00 JO0,
Supported Browsers: S @ Q@  ©2022 Allights resarved. [r——
X. Click on “Withdraw” to remove the added Delivery Site.
Xi. Click on the “Next” button to proceed.
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3.7 Step 6 — Documents
This Step allows you to capture all the documents that support the application.

1.
2. The Documents section consists of two sections — The Document Upload section
and the Upload Grid at the bottom of the page, as below:
Qo =- QO ~- Q® Qo i e e Q@ o Q =
[ o= | [ o |
N S—S—

supporsa growsers S @@  © 2022 A0 nghts reservea.

3. The Documents Upload section allows you to capture the following information:
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Log Off

Logged on as: Userm3980.... User Type: Training Provider

Please review the infarmation that you have provided and confirm that the information provided is correct. Click on Back to return to the previous step in the process and click on Submit Application to complete the process

S — . Satellte Offices &
B oorsie & s & 5 vectyInormaton
Delivery Sites

File Name:

Section 1-

Comments: Saction 2 -

ppicatons for ; -
4, Document Type,;
1) Section 1 - Company Documentation
e CIPC Document e Auditor Details:
e Tax Clearance e Training Venue:
Certificate: e Public Liability Insurance:

e Occupational Health and
Safety Audit Report

e Business Plan:
e Confirmation of Bank:

e Audited Financial

statements:

2) Section 2 Quality Management Systems

¢ All the required policies and procedures (signed by authorised personnel

with dates, indicate the next review date and must be current)

e Minutes of meetings e Review templates

3) Section 3 Assessor & Moderator Documents

e Assessor documents e Moderator documents
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Skills Programme
Curriculum learning

programme overview
Alignment Matrix
Formative
Assessment

Summative

Assessment
Assessment Guide

Learner POE guide

Learner Guides
Facilitator Guide
Notional hour matrix
Moderator Guide

Internal Moderation
Report

Source of Learning

material

5) Referral Letter — Referral Letter from QCTO (Full Qualification

applications only)

i. File Name — this section allows you to upload the document related to what

you selected on “Document Type”. You click on the “Select Files” button,

which opens a window for you to select the relevant document then click on

“Open” to load.

ii. Comments — when the document has been uploaded, you can add

comments to the document upload e.g. the name of the document.

iii. Add Document — the button allows you to upload the selected document.

iv. Click on “Add Document” button to upload.

48 | Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent

of relevant parties. 2022



ot

P st et s i s g At

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

o Should you attempt to click on “Add document” button without capturing the

required information, the system provides a notification to prompt action from

you as below:

Select an the application document type first before proceeding.

Select the supporting document to be uploaded first before proceeding.,
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V. You continue to select all the relevant documents and add them to your
application. The uploaded documents appear in the upload Grid as below:

Log oft

Lopges on a3: Userm3942._. e Type: Traiming Provicer

information that you have pr and confirm that the information provided is carrect. Click on Back to return to the previous step in the process and click on Submit Application to completa he process.

. B oo ° @ e ° . — ° B sestin s & Devery ° _— o P

Add D+um nt

x Seclion 3 - ETD Staff Documents

Sectian 4 - Training Matesial raining Material

vi. The upload Grid provides the user with the following information:

a. Document type — The kind of the document uploaded
b. File Name —the name of the file as saved on the user's computer
c. Comments —the comments added by the user.

d. Delete —the button allows you to remove uploaded documents.
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Should you attempt to click on “Next” button without capturing the required

documents, the system provides a notification in RED to prompt action from you

as below:

Please attach your supporting documents for each category for your

application consideration and also make sure the training material for
qualifications being applied before clicking Next.

e. If all documents are supplied, then you click on the “Next” button

to go the Next step.

3.8 Step 7 - Verify Information
i.  This step lists all the details for the application. You use this page to check on the details
captured in the application and if corrections need to be done, you can use the back
button or click on the relevant “Step” to navigate to that specific page that needs to be
reviewed:
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Logont

Lomped on as: Lsarm3942...User Type: Traiming Frovider

Pleass review the information that you have provided and canfirm that the information provided is correct. Cick on Back to return to the previous slep in the process and click on Submit Application to complete the process.

Qo = Q < Q

o e N - —

[ hereby cerity inat i information suppiied is, o e best f my knowledge, inse and comeet n all respects and tnat my application may be isqualifies shauks the infoamation suppliss preved 1o De fatse

*ﬂlnhl‘l Provider Details

Provider ID:

Proviaer Name:

Trading Name:

Select Primary SETA:

Proot of PTImary Accreaitation and RL:

38064

Bafazl Creanons

Batazi Creations Py Lii

FPMSETA - Flbee Processing ane Manyfacturing Secior Egucaton and Traiming Authorey

Provider Code:  FPIA.2022.000036964

Submit Appkcation

Entity Registration No.: 201402055308

Regtarea WINDHET: N DHET Registration No.:
DHET Registration Start Dste: DHET Registration Enc Date
BBBEE Rating:  Level One BBBEE Recognion: 100,005
Ho. Full Tme Saf: 1 Mo.Contracted Statt:
Wi Province ofOperation:  Free Siae
Latituge Degrass: 22 Latituge Minates: 1 Latude Seconcs: 1000
Longiuse Degrass: 16 Longituge Mimates: 2 Longiuge secongs: 1000
Contact Details
Fisthame:  Bonolo e s
Lasthame:  Banda Positionin Organization:  Bafax: Crestions Fiy Lig
el Mo CotMo:  061ISS00T7
Emait asc2@gmat co
Physical Address: Postal Address:
supporied Browsers: B @ Q@  ©2022 Alnights reserved. s i 551

Should you attempt to click on “Submit Application” button without ticking on

the declaration statement, the system provides a notification to prompt action

from you as below:
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You must confirm that the information that you have provided is correct

before proceeding.

ii.  You tick the declaration statement (highlighted in Red).
iii.  Once you are satisfied with the contents of the application, you click on the “Submit

Application” button. The system will generate a notification confirming the submission, as
below:

53|Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



ot

P st et s i s g At

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

@ Are you sure you want to submit this application. Please note the submission

is final and cannot be changed/altered until application is evaluated?

CANCEL

iv.  Clicking on “Cancel” aborts the submission process and clicking on “Yes” continues to

submit the application.

Loy on 25: Usenm3sez_usar Type: Training Proviser

Application Process complets. ...

Your boen i submitted for wour is FPM. d wse this reference for any conespondencs wilh regard (o this application. Please also nole thal the Accrediation process takes 90 working deys.

v.  The system will file the application and navigate to application complete page, with your
application reference number (Red) as above.
vi.  An application submission email containing the process is then sent to you as below.
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Training Provider Application inbox x &

FP and M SETA <noreply@Imis.co.za> 1:18 PM (1 minute ago) {3 LN

to me, william.mueze ~

qu_nséﬁ

LMIS

(Learner Management Information System)

T O I > [

PROVIDER REGISTRATION NOTIFICATION

Dear Applicant,
Your application has been filed successfully.

Kind Regards

The LMIS can be accessed by clicking the following link:

Copyright FP & M SETA 2021. All rights reserved. Terms & ConditionsPrivacy Policy

FP&M SETA Team
Information & Communications Technology

vii.  The application will now enter the evaluation phase of the Accreditation process. You

can view the progress of their application through their LMIS Profile “Dashboard”.
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4. Apply for Extension of Scope
i The Extension of Scope process allows Training Providers that are already accredited
and wish to expand the FP&M SETA Registered Learning Units or Apply for
Remediation.
i The “Apply for Extension of Scope” button is only generated once the initial application
has been approved and Skills Development Provider is Accredited, as below:

Administration ~  Monitoring and Evaluation v Projects « Log Off
Logged on as; Userm3982....User Type: Training Provider

details of the training provi

ve the changes that you have made. Click on Edit to edit an already existing record

Provider Code: FPM-2021-000034126 Entity Registration No.: Bafazi Creations Pty Lid

logies (FPM-2021-000034124)

Provider ID:

Accreditation End Date : 2025-03-31 itation Status : Provisional

ETA - Fibre Processing and Manufacturing Sector Education and Training Authority

MOU Request Letter:

Accreditation Number : Registered with DHET: Y DHET Registration No.: 3456789

DHET Reglstration Start Date: 20210816 DHET Registration End Date: 2021-08-20

BBBEE Rating: Level One BBBEE Recognition: 6.00%

No. Full Time Staff: 0 No. Contracted Staff: 0

Maln Province Of Operation: Free State

Latitude Degrees: -22 Latitude Minutes: 1 Latitude Seconds: 1.000

Longitude Degrees: 17 Longitude Minutes: 2 Longitude Seconds : 2.000

Contact Detalls

4.1 Step 1 - Learning Units (Extension of Scope)
i Toinitiate this process, you click on the “Apply for Extension of Scope” button on the

Provider Profile page and the system will load the page to capture the learning units to

be considered as below:
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Administration = Monitoring and Evaluation =  Projects =  Training Provider = Log Off

Legged on as: Userm3962....User Type: Training Pravider

Quality Assurance > Training Provider > Extension of Scope

Please select the qualifications and unit standards that you need lo be considered in your application. Note that you must indicate at least one leaming unit. Click on Next to continue with the process

@ Qualifications ) Unit Standards O) Skilis Programs ‘Search Options.

@ ByID O ByTile

Learning Program:

Qualification: 0

Unit Standard:

Qualification:

Skills Program Name:
Learning Program:

Qualification:

Start Date: o} End Date: o)

e S

i This step allows you to capture the learning units that you are accredited for or wish to
Remediate.

ii It allows you to capture Full Qualifications, Learning Programs, Unit Standards and Skills
Programs that fall under the FP&M SETA.

iv. When the “Qualifications” section is selected, the system only activates the related fields

to enter information and deactivates the other fields, as below:
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Administration = Monitoring and Evaluation =  Projects ~  Training Provider Log oOff

Legged on as: Userm3982....User Type: Training Provider

Quality Assurance > Training Provider > Extension of Scope

Please select the qualifications and unit standards that you need o be considered in your application. Nole that you must indicate at least one leaming unit. Click n Next to continue with the process.

@ CQualifications ) Unit Standards ) Skilis Programs

@® ByID © ByTite

Learning Program:

Qualification: 0

Unit Standard:

Qualification:

SKills Program Name:
Learning Program:

Qualification:

Start Date: o} End Date: o)

Supported Browsers : S @ Q)@  ©2021 All ights reserved. [enr——

4.1.1 Qualifications
i. This portion of Extension of Scope allows you to capture Full Qualifications as well as

Learning Programs you wish to extend or remediate with the FP&M SETA.

o Should you attempt to click on “Next” without adding any Learning Units, the system
produces an error message as below:
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Please specify the qualification or unit standard to be considered in the
application before proceeding.

Please specify the qualification to be considered in the application before
proceeding.

Full Qualifications

i. This function allows you to capture a Full Qualification that is not linked to a Learning

Program.

ii. You enter the values (Learning Unit ID or Title) of the Full Qualification in the

“Qualification” field, as below:
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Administration = Monitoring and Evaluation =  Projects =  Training Provider = Log Off

Lagged on as: Userm3982 __Usar Type: Training Provider

Quality Assurance > Training Provider > Extension of Scope

Please select the qualifications and unit standards that you need to be considered in your application. Note that you must indicate at least one learning unit. Click on Next to continue with the process.

® Qualfications O Unit Standards O Skills Programs Search Options

@ ByID O ByTile

Learning Program: -

Qualification: 66312 - National Certificate: Lumber Milling

50584 - General Education and Training Certificate: Clothing Manufacturing Processes
Unit Standard:

58227 - National Certificate: Clothing, Textile, Footwear and Leather Manufacturing Processes

Qualification:
66329 - National Certificate: Lumber Milling

66312 - National Cerfificate: Lumber Milling

Skills Program Name: 66268 - General Education and Training Certificate: Lumber Milling

Learning Program:

Qualification:

Start Date: 2018-07-01 = End Date: 2023-06-30 o]

supported Browsers : &3 @)@  ©2021 All rights reserved. Mt Damain 851

iii. Once the Qualification has been entered, you proceed to add additional “Elective”

Learning Units related to the Qualification.

iv. You click on the “Choose Electives” button and the system generates a menu for you
to add Electives and ensure that your Learning Units meet the minimum credits for

the Qualification (as per SAQA Rules of Combination), as below:
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Administration = Monitoring and Evaluation ~  Projects ~  Training Provider ~ Log Off

Logged on as: Userm3982....User Type: Training Provider

Quality Assurance > Training Provider > Extension of Scope

Please select the qualifications and unit standards that you need to be considered in your application. Note that you must indicate at least one leaming unit. Click on Next to continue with the process

@ Qualfications ©) Unit Standards ) Skils Programs Search Options

@® ByID ) By Title

Learning Program:
Qualification: 66312 - National Certificate: Lumber Milling o g .

0 243189 Manage personal finances 8
116932 Operate a personal computer system 3
259619 Conduct workplace Occupational Health and Safety (OHS) inspections 3
263683 Describe basic principies of a Lumber Kiin drying schecule 7
263674 Describe drying defects occurring in wood, and methods 1o use in minimizing them

263757 Describe kil types, construction materiais for kilns, and auxilary equipment 5

V. The Electives grid provides you with the following information:

h. Code - the Elective code that uniquely identifies the Learning Unit as on the
SAQA database

i. Title - the title that identifies a learning unit as on the SAQA database
j. Credits — the individual Elective credits as on the SAQA database

k. Select — clicking on the checkbox allows you to choose the individual Elective

and highlights selected items, as above.

Vi. Once the Electives have been selected and the minimum credits have been met for

the Qualification, you click on the “Add Learning Unit” button to proceed.

Vii. The system will generate a success message and add the Learning Unit to the grid

section, as below:

6l|Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

e Record saved successfully.

Learning Program
i. The system allows you to capture Learning Programs that are related to

Qualifications.

ii. You need to enter the Learning Program ID or Title in the “Learning Program”
field, enter the linked Qualification ID or Title in the “Qualification” field, you then
continue to add Elective Learning Units by clicking on the “Choose Electives” as

below:
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Administration Monitoring and Evaluation ~  Projects ~  Training Provider = Log off

Logged on as: Userm3962.... User Type: Training Provider

Quality Assurance > Training Provider > Extension of Scope

Please select the qualifications and unit standards that you need to be considered in your application. Note that you must indicate at least one learning unit. Click on Next to continue with the process.

@ Quaifications © Unit Standards © Skills Programs Search Options

@ ByID O ByTite

Learning Program: 66269- General Education and Training Certificate: Lumber Milling

Qualification: 66269 - General Education and Training Certificate: Lumber Milling -

252250 Apply fire fighting techniques 3
263654 Clean saws and cutters retumed for maintenance in Saw shop of Lumber Mil 5
14656 Demonstrate an understanding of sexuallty and sexually transmitted infections In. 5
13176 Describe and discuss basic issues relating to the nature of business, the stakehol... 3
14445 Frame and implement an individual action plan o improve productivity withinano... 3
263681 Handle, mix and apply adhesive glue manually in finger-jointing and laminating fa.. 5

Supported Browsers : S @@ E  ©2021 All rights reserved. Mt Domain 851

iii. Once you are satisfied with the entry, you click on “Add Learning Unit” to proceed
and the system will generate a success message and populate the information in

the grid, as below:
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Administration ~  Monitoring and Evaluation = Projects =  Training Provider ~ Log off

Logged on as: Userm3882.._ User Type: Training Provider

Please add your assessors and moderalors by searching assessor or moderator and then clicking the Add button. Note that you must add at least one at least one ETD staff for each leaming unit. Click on Next to continue with the process.

Qualifications -]

Unit Standards. -]

EEE e T
iv. The grid provides you with the following information:

a. Qualification ID — the qualification code that uniquely identifies a

gualification as on the SAQA database
b. Title - the title that identifies a learning unit as on the SAQA database

c. Learning Programme ID - the Learning Programme code that uniquely
identifies an LP as on the SAQA database
d. Start Date — the proposed start date for the learning unit accreditation and

conforms to the registration start date of the learning unit

e. End Date — the proposed end date for the learning unit accreditation and

conforms to the registration end date of the learning unit

f.  View US button — this button allows you to view all the Learning Units
that you have captured for the Qualification/Learning Programme, as

below:
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LMIS - Qualification Unit Standards

13167 Identify potential hazards and critical safety Issues in the workplace
243688 Demanstrate an understanding of productivity requirements.

243701 Demonstrate g of the regulatory heal

113915 Expiain the appiication of the basic conditions of empleyment actin an em...

Apply basic knowiedge of statistics and probabliity to Influence the use of

Total Credits: 190

g. Delete — this button allows the user to remove the added
Qualification/Learning Programme.

i. When you click on the “Delete” button, the system will prompt

you to confirm the deletion process, as below:

Are you sure you want to delete this qualification learning unit record from
your application and please note this will delete the linked unit standards as
well ?

e ‘ YES H CANCEL ‘
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ii. Clicking on “Cancel” aborts the deletion process, and clicking on
“Yes” proceeds to remove the Learning Unit from the

application, with a success message as below:

Record deleted successfully.

Unit Standards

i. This portion of “Programme Scope” allows you to capture Unit Standards you wish to
be accredited for with the FP&M SETA.

ii. Selecting the “Unit Standards” portion of the “Programme Scope” step deactivates
the other sections (Qualification and Skills Program fields) and allows you to capture

the Unit Standard and the Qualification it is linked to, as below:
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Administration = Monitoring and Evaluation ~  Projects ~  Tralning Provider = Log oft

Logged on as: Userm3382... User Type: Training Provider

Quality Assurance > Training Provider > Extension of Scope

Please select the qualifications and unit standards that you need to be considared in your application. Note that you must indicate at least one lsaming unit. Click on Next to confinue with the process.

© Qualifications @ Unit Standards © Skills Programs

\ o050 o oyme
Qualification:

Unit Standard: 243700 - Demenstrate an understanding of materials used and produced in CTFL manufacturing processes -
Qualification: 58227 - National Certificate: Clothing, Taxtile, Footwear and Leather Manufacturing Processes -

iii. Once you have added the valid Unit Standard and the Qualification it is linked to, you

Learning Program:

proceed to click on the “Add Learning Unit” button.

o Should you attempt to click on “Add Learning Unit” without adding any Learning

Units, the system will produce an error message as below:

Insufficient information provided.
Please provide data for all of the data fields.
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iv. Should all the learning unit fields be supplied, the system generates a success

message and populates the “Unit Standards” grid as below:

Unit Standard Learning Units. -]

Skills Programs Learning Units e

B 2 SECTIGO -

V. The grid provides you with the following information:

a. Qualification ID — the qualification code that uniquely identifies a qualification as
on the SAQA database

b. Learning Programme ID - the Learning Programme code that uniguely identifies
an LP as on the SAQA database

c. Unit Standard ID - the unit standard code that uniguely identifies a unit standard
as on the SAQA database
d. Title - the title that identifies a learning unit as on the SAQA database

e. Start Date — the proposed start date for the learning unit accreditation and

conforms to the registration start date of the learning unit

f. End Date — the proposed end date for the learning unit accreditation and

conforms to the registration end date of the learning unit

g. Learning Type — this applies to the unit standards and specifies whether the

application is a Core, Fundamental or Elective.

h. Delete - this button allows you to remove the added Unit Standard
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i.  When you click on the “Delete” button, the system will prompt you to

confirm the deletion process, as below:

Are you sure you want to delete this unit standard learning unit record from
your application.

CANCEL

i.  Clicking on “Cancel” aborts the deletion process, and clicking on “Yes”
proceeds to remove the Learning Unit from the application, with a

success message as below:

e Record deleted successfully.
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Skills Programs
v.  This portion of the Learning Units process allows you to capture Skills Programs
you wish to be accredited for, Extend or Remediate with the FP&M SETA.
vi.  Selecting the “Skills Programs” option deactivates the other sections
(Qualification and Unit Standards fields) and allows you to capture the Skills

Program Name and the Qualification it is linked to, as below:

Administration Monitoring and Evaluation Projects Training Provider Log Off

Unit Standard:

Qualification:

Skills Program Name: Lumber Milling
Learning Program: 23356 - Cerfificate Lumber
Qualification: 23356 - Certificate Lumber
E_————-- B
117275 Apply quallty control In the wood preservation plant [ 10
120330 Conduct a continuous risk assessment In a workplace [+ 4
263837 Control basic maintenance and lubrication programme in relevant workplace. [ 15
263839 Demonstrate understanding of influence of wood structure and properties, a... c 15
119472 Accommadate audience and context needs in oral/signed communication F 5
2010 Demonstrate an understanding of the use of different number bases and me.. F 2
o 3 5
vii.  Once the Skills Program Name and linked Qualification have been captured, you

click on the “Choose SP Unit Standards” button and the system generates a

menu for you to add Unit Standards to the Skills Program, as above.

viii.  The Skills Program Unit Standards grid provides you with the following

information:

a. Code —the Unit Standard code that uniquely identifies the Learning Unit as
on the SAQA database

b. Title - the title that identifies a learning unit as on the SAQA database
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c. Learning Type — whether the Learning Unit is a Fundamental, Core or
Elective

d. Credits — the individual Elective credits as on the SAQA database

e. Select — clicking on the checkbox allows you to choose the individual Unit
Standard and highlights selected items, as above.

Vi. Once you have added the Skills Program Name, Qualification and linked Unit
Standards, you proceed to click on the “Add Learning Unit” button.
a. Should all the learning unit fields be supplied, the system generates a success

message and populates the “Skills Program” grid as below:

Skills Programs Learning Units -}

Vii. The grid provides you with the following information:

a. Qualification ID — the qualification code that uniquely identifies a qualification as on
the SAQA database

b. Unit Standard ID - the unit standard code that uniguely identifies a unit standard as
on the SAQA database

c. Title - the title that identifies a learning unit as on the SAQA database

d. Start Date — the proposed start date for the learning unit accreditation and conforms

to the registration start date of the learning unit

e. End Date — the proposed end date for the learning unit accreditation and conforms to

the registration end date of the learning unit

f. Learning Type — this applies to the unit standards and specifies whether the

application is a Core, Fundamental or Elective.
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g. Skills Program Name — The Name of the Skills Program
h. Delete - this button allows you to remove the added Unit Standard.

i. When you click on the “Delete” button, the system will prompt you to confirm

the deletion process, as below:

Are you sure you want to delete this unit standard learning unit record from
your application.

‘ YES H CANCEL

> |

ii. Clicking on “Cancel” aborts the deletion process, and clicking on “Yes”
proceeds to remove the Learning Unit from the application, with a success

message as below:

Record deleted successfully.
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i. When satisfied with the Programme Scope Information added, you click on “Next” to
proceed.

4.2 Step 2 - ETD Staff

i. This Step allows you to add Assessors and Moderators to the Programme Scope
Learning Units captured in Step 1.

ii. The ETD Staff page presents you with both Qualifications and Unit Standards Fields
to enter the Identity Numbers of their Constituent Assessors and Moderators in

relation to the Learning Unit selected, as below:

Administration ~  Manitoring and Evaluation =  Projects =  Training Provider = Log off

Logged on as: Userm3982._..User Type: Training Provider

Please add your assessors and moderators by searching assessor or moderator and then clicking the Add button. Note that you must add at least one at least one ETD staff for each leamning unit. Click on Next to continue with the process.

Qualifications / -]

Unit Standards

iii. The Qualification field consists of the following features:

a. Qualification ID — the qualification code that uniquely identifies a qualification
as on the SAQA database.

b. Title - the title that identifies a learning unit as on the SAQA database
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Learning Programme ID — the Learning Programme code that uniquely
identifies an LP as on the SAQA database

Assessor ID Number — The Assessor's Government issued Identification
Number
Moderator ID Number — The Moderator's Government issued Identification

Number

Save — Clicking on the Save button allows you to conclude the Assessor and
Moderator link to the Qualification and the system populates the captured

records under the “Assessors” and “Moderators” grids, as below.

Cancel — clicking on Cancel aborts the ETD staff inclusion process for the

Learning Unit.

and

= Projects =  Training Provider ~ Log Off

Logged on as: Userm3982.... User Type: Training Provider

Please add your and

by g assessor or and then dlicking the Add bution. Note that you must add at least one at least one ETD staff for each learning unit. Click on Next to continue with the process.

Qualifications [-]

m CANCEL 58227 National Certificate: Clothing, Textile, Footwear and Lt 9408040363083 - 9408040363088

DORO0
Unit Standards (-]

Supported Browsers | [Fere——
iv. The Assessor/Moderator Grids provide you with the following Information:
a. Learning Unit Type — Whether the Learning Unit is a Qualification or Unit
Standard
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b. Learning Unit ID — the Learning Unit code that uniquely identifies a unit as on the
SAQA database.

c. Learning Unit Title - the title that identifies a Learning Unit as on the SAQA
database

d. Assessor ID — The Assessor's Government issued Identification Number

e. Moderator ID — The Moderator's Government issued |dentification Number

f. Assessor/Moderator Name — The Assessor/Moderator’'s Name as on the
Identification Document

g. Delete — Clicking on the Delete button allows you to remove the added

Assessor/Moderator record from the application.

V. Add Facilitator - This section (bottom of the ETD Staff page) allows you to add
Learning Programme Facilitators to the application.
a. The Facilitators portion has the information entry fields as well as the data grid,

as below:

Facilitators °

O

Add LP Facilitator

b. The entry fields present you with the following information:
i. Qualification/Learning Programme — the Learning Programme unique
identifier as on SAQA,;
ii. Facilitator — the Facilitator’s Identity Number;
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iii. Search Facilitator button — clicking on the button presents a search
page where you can find the Facilitator you wish to add to the Learning

Programme,;

LMIS - Search Facilitator
National 1B : dType: _ select - -
First Name : Surname:

id Number =  FirstName(s) =  LastMName =

Search Facilitator

V. Add Facilitator button — clicking on the button once all the required

information has been entered, completes the process.

Should you attempt to click on “Add LP Facilitator” without adding any information, the

system will produce an error message as below:

Insufficient information provided.
Please provide data for all of the data fields.
ID No. value is required. Please supply a valid ID No. before proceeding.

First Name value is required. Please supply a valid First Name before
proceeding.

Last Name value is required. Please supply a valid Last Name before
proceeding.

ID Type value is required. Please supply a valid ID Type before proceeding.
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Facilitators

-]
@ Qualifications % Unit Standards
DELETE Qualification/LP 66329 National Certificate: Lumber Milling 8408040363083 Mpho Pitikoe
Unit Standard 264815 Control Dry Mill facilities in dry timber processin.. 8408040363083 Mpho Pitikoe
Qualification/LP 66312 National Certificate: Lumber Milling 8408040363084 Mpho Pitikoe
‘Supported 84 Multi Domain SSL.
c. The Facilitator grid presents you with the following information:
i Learning Programme — the Learning Programme unique identifier
as on SAQA,;
ii Learning Programme Title — the nhame of the Learning
Programme;
iii Facilitator ID Number — the added Facilitator’s Identity Number;
iv Facilitator Name — the name and surname of the added Facilitator;
% Delete button — allows you to remove the added information

Vi. When satisfied with the ETD Staff added to the Learning Units, you click on “Next” to

proceed.
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4.3 Step 3 - Documents
i. This Step allows you to capture all the documents that support the application.
ii. The Documents section consists of two sections — The Document Upload section and
the Upload Grid at the bottom of the page, as below:

- ing and ~  Projects=  Training Provider = Log Off

Logged on as: UsermJ982.... User Type: Training Provider

Please review the information that you have provided and confirm that the information provided is correct. Click on Back to return to the previous step in the process and click on Submit Application to complete the process.

Document Type: - type andlor select — -
File Name:
SELECTFILES...
Comments:
Add Deeument
Document Type = — er =

% DELETE Section 1- Company Documentation 8_15_2021 (2) pat

% DELETE Section 2 - Quality Management System Certificales-8_15_2021 (1).pf

% DELETE ., Section3- ETD Stall Dacuments SOR-7407045679061-86269 (2).pdf
% DELETE . Section 4 - Training Material Perfomance_Agreement- pdf

Supported Browsers : S @€ ®  ©2021 All rights reserved. [T ——

iii. The Documents Upload section allows you to capture the following information:

- and =  Projects +  Training Provider « Log off

Logged on as: Userm3982....User Type: Training Provider

Please review the information that you have provided and confirm that the information provided is correct. Click on Back to return to the previous step in the process and click on Submit Application to complete the process.

Documents

—— T Z

File Name:

Section 1 - Company Documentation

Comments: Section 2 - Quality Management System

Section 3 - ETD Staff Documents.

Section 4 - Training Material

Section 5 - Referral letter from QCTO - for applications for full qualification only Add Document
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iv. Document Type;

1. Section 1 - Company Documentation
e CIPC Document e Auditor Details:
e Tax Clearance e Training Venue:
Certificate: e Public Liability Insurance:
e Business Plan: e Occupational Health and
e Confirmation of Bank: Safety Audit Report
e Audited Financial
statements:
2. Section 2 Quality Management Systems

e All the required policies and procedures (signed by authorised personnel with

dates, indicate the next review date and must be current)

¢ Minutes of meetings ¢ Review templates
3. Section 3 Assessor & Moderator Documents
e Assessor documents ¢ Moderator documents
4, Section 4 - Training Material
e Skills Programme ¢ Notional hour matrix
e Curriculum learning e Formative Assessment
programme overview e Summative Assessment

* Alignment Matrix e Assessment Guide

e Learner Guides e Learner POE guide

e Facilitator Guide

¢ Moderator Guide e Source of Learning
¢ Internal Moderation material
Report
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5. Referral Letter — Referral Letter from QCTO (Full Qualification applications only)

v. File Name - this section allows you to upload the document related to what you
selected on “Document Type”. You click on the “Select Files” button, which opens a

window for you to select the relevant document then click on “Open” to load.

vi. Comments — when the document has been uploaded, you can add comments to the

document upload e.g. the name of the document.
vii. Add Document — the button allows you to upload the selected document.

b. Click on “Add Document” button to upload.

Should you attempt to click on “Add document” button without capturing the

required information, the system provides a notification to prompt action from

you as below:

Select an the application document type first before proceeding.
Select the supporting document to be uploaded first before proceeding.
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viii. You continue to select all the relevant documents and add them to your application.

The uploaded documents appear in the upload Grid as below:

Administration = Monitoring and Evaluation =  Projects =  Training Provider ~ Log Off

=  —
Docume: nt Type
File Name:
Comments:
e 3
X Section 1 - Company Documentation Centficates-b_15_2021 (2)pat
X . Section 2 - Qualty Management Sysiem Certicates._15_2021 (1) pet
X . Sedtion 3. ETD Stalf Documents OR-7407045678081-66269 (2] _

X Section 4 - Training Material

% DELETE Section 5 - Referral letter from QCTO - for appli

ix. The upload Grid provides the user with the following information:
a. Document type — The kind of the document uploaded
b. File Name - the name of the file as saved on the user's computer
c. Comments —the comments added by the user.
d. Delete — the button allows you to remove uploaded documents.

x. If all documents are supplied, then you click on the “Next” button to complete and
submit your EOS Application.
xi. The system will navigate to the “Dashboard”, with a success message linked to your

reference number, as below:
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Administration = Monitoring and Evaluation =  Projects ~  Training Pravider ~ Log Off

Logged on as: Userm1982... User Type: Training Provider
Application Process complete....

Your application has been successfully submitted for consideration and your reference number is : FPM-2021-000034126 and use this reference for any correspondence with regard to this application. Please also note that the Accreditation
process takes 90 working days.

5. Learner Interventions
i. The Accredited Training Provider portal presents you with all function and features that
are related to your tasks.
ii. The Main Menu (top of the provider page) allows you to navigate to the following
functionality/pages.

5.1 User Login
i. To gain access to LMIS, visit the LMIS Homepage and click on “Login” to proceed. Enter
your login details, the system will automatically populate the “User Type” field based on

the Username entered. Once done, click on “Login” to complete the process.

Home Search =
Welcome to SETA Learner Management Infi

Please enter your username and the password. ANNOUNCEMENT

IFyou are not a registered user yet, please contact the LMIS administrator For assistance.

User Name: Userm3982
Password: P
User Type: Training Provider

(] Show Password?

If you have registared already but forgotten your password. Please Click here
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ii. Login as a Training Provider, and the system will authenticate and authorize then display

the landing page when the login is successful.

Administration +  Monitoring and Evaluation ~  Projects ~  Training Provider ~ Log Off

Logged on as: Userm3982.._.User Type: Training Provider

Good morning Userm3982
No natifications awaiting you..

() By Date () By Quarter

5.2 Administration
i. By navigating to “Administration”, “User” and clicking on “My Profile”, you can view your

editable abridged LMIS profile, as below:

Monitoring and Evaluation =  Projects =  Training Provider + Log Off
Logged on as: Usem3982....User Typa: Training Provider
Administration > My Profile

33

User Id: 10066 User Name: Userm3882
E-mail Address:  userm3982@gmall.com
Account Active: External User:
ser Type = Provider Name =
Assessor

Skills Development Facilitator

Employer
Moderator =2
N N
() a) 1 (»)m) 1-50f5 tems
A A
Create Date: 2021-08-13 Last Update Date: 2021-08-16
Create User: Userm3gsz2 Last Update User: Userm3982

Supported Browsers : &S @€ G  © 2021 All rights reserved. [P ———

83|Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



foem_

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User Guide - SDP

5.3 Learner Programmes

i. To view and process all Learner Interventions, you navigate to “Learner Interventions”,

“Facilitation” and click on “Enrolment Overview”.

ii. This page allows you to enrol and exit learners on LMIS. You can add/edit important
information related to the learner, such as the learner’s personal details and the learning
units that the learner is enrolled on, as below:

and - Training Provider + Log off

Logged on as: Userm3982._. User Type: Training Provider

H

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records in the grid

—==i o

iii. The “Enrolments Overview” page presents you with a sub-menu (dark Green bar with

light Green text) which provides you with the following information:
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5 w i - Talning Providr < Logor

Logged on as: Userm3982.... User Type: Training Provider

Learner = Send List For Site Visit
Cmatnt%v Class Suﬁ%ﬁmer

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records in the grid

Enrolments Overview
i.  To view the successfully enrolled learners, you navigate to the “Enrolments” tab in the

“Provider” menu. This will open the “Enrolments Overview” page, as below:

s - - Tiing Pravider - Logon
-

Logged an as: Userm3982.... User Type: Training Provider

Learner Send List For Site Visit

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records in the grid

DT = Natior - | am = Suma - - " -
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ii. The page is divided into two sections; the top section which has the:
a. “Enrol New Learner” button — allows you to capture a learner on LMIS;

b. “Search Learner” button — once clicked, the button allows you to find a

particular learner as below:

c. You enter the Identity Number of the learner and click on the “Search” button to

find the record, which is populated in the grid as below:

IBS - Search Learner

=  IDType

Pltikoe National ID
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iii. The bottom section/Grid provides you with the following data:
National ID — the unique Identification Number of the learner;

a
b. First Name — The name of the learner;

o

Surname — the learner’s last name;

=

ID Type — the type of identification of the learner;

e. Select button — clicking on this button navigates you to the learner’s profile

page, as below:

ing and ~  Projects~  Training Provider = Log Off

Logged on as: Uscrm32982....Uscr Type: Training Provider

Learner

Enter the details of the learner. Click on Save to save the changes that you have made. Click on Edit to edit an already existing learner record request. Click on Back to return to the overview screen. Please check to see if all
required fields have been supplied

1d Type : National ID National ID:
First Name : Mpho Middle Name : Pretty Last Name: Pltikoe

Previous Last Name : Pitikoe

Titla: Miss Date OF Birth:
Race: African Nationality: South Alrica
Home Language : seSotho Gender: Female
Citizenship Status : South Africa Sociceconomic Status: Unemployed
Disability Status : None Host Employer DL No: L600722021 - SAPPI LTD
Highest School Qualification : GRADE 12 Highest Qualification: Advanced Dipioma
Last School EMIS No.: Moemedi (440304045) Last School Year: 2012
STATSSA Area: 199039013 - Rocklands Municipality : Mangaung
Contact Details
Physical Address : Postal Address
House No./Complex Name: 57 House No./Complex Name: 57
Street Name: San Henriques Street Name: San Henrigues
Surburb: Broadacres Surburb: Broadacres
Town/City: Johannesburg TowniCity: Johannesburg

o

iv. You can also use the information grid to filter and find learners. You click on the
“Downward Arrow” next to each Heading on the grid, this produces a menu where you

can customise your search, as below:
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.

Learner

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records in the grid

Show items with value that

Is equal to

CLEAR FILTE

Supported Browsers : (5 @ © &

v. Once the information has been entered, you click on “Filter” to search, or clear to cancel

Mult Domain SSL

all search parameters.

Learner
i. The “Learner” tab in the “Enrolments Overview” page allows you to enrol, view or search

for all learners that are linked to the Training Provider, as above.

The grid below details al of the active enrclments for your training provider. Nole that you are able to sort and filter the records in the grid

ii. This Learner grid provides you with the following information:
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ID Type —the learner’s ID type

National ID — the learner’s Identification Number
First Name — the learner's name

Surname — the learner’s last name

Equity — the learner’s equity

-~ ® o0 T ®

Gender — the learner’s gender

LA Number — the learner achievement number generated by FP&M SETA

= &

Create User — the user who created the learner record

Create Date — the date that the learner record was created

j- Last Update User — the last user to update the learner record

k. Last Update Date — the last date that the learner record was updated

iii. View button — clicking on this button allows you to gain access into the selected

learner’s profile, as below:

ing and ~ Projects~  Training Provider « Log Off

Logged on as: Uscrm32982....Uscr Type: Training Provider

Learner

Enter the details of the learner. Click on Save to save the changes that you have made. Click on Edit to edit an already existing learner record request. Click on Back to return to the overview screen. Please check to see if all
required fields have been supplied

Id Type : National ID National ID:
First Name: Mpho Middle Name: Pretty Last Name: Plikoe

Previous Last Name: Pitikos

Title: Miss Date OF Birth:
Race: Afiican Nationality: South Alrica
Home Language : seSotho Gender: Female
Citizenship Status : South Africa Socioeconomic Status: Unemployed
Disability Status : None Host Employer SDL No: L600722021 - SAPPI LTD
Highest School Qualification : GRADE 12 Highest Qualification: Advanced Dipioma
Last School EMIS No.: Moemedi (440304045) Last School Year: 2012
STATSSA Area: 199034015 - Rocklands Municipality : Mangaung
Contact Details
Physical Address Postal Address:
House No./Complex Name: 87 House No./Complex Name: 57
Street Name: San Henriques Street Name: San Henrigues
Surburb: Broadacres Surburb: Broadacres
Town/City: Johannesburg TowniCity: Johannesburg

B sneo
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iv. You can edit the learner’s information by clicking on the “Edit” button on the profile, as

below:

- and jon = Projects~  Training Provider - Log Off

Loggad on as: Usarm3s82..._Usar Typa: Training Providor

Learner

Enter the details of the learner. Click on Save to save the changes that you have made. Click on Edit to edit an already existing lsarner record request. Click on Back to return to the overview screen. Please check to see if all
required fields have been supplied

Type:  National ID - National ID :
FirstName: pho Middle Name:: pretty LastName: pitikoe

Previous Last Name: pifikoe

Title:  Miss Date Of Birth :
Race:  African - Nationality:  south Africa -
Home Language:  cesotha - Gender:  Female .
Citizenship Status: otk Africa - Socioeconomic $tatus:  |nemployad -
Disabllity Status:  pone - Host Employer SDLNo: (500722021 .
Highest School Qualification:  GRADE 12 - Highest Qualification:  Adyanced Diploma -
Last School EMIS No.: 10043 R Last School Year: 2012 2
STATSSAArea: 199039013 - Rocklands - Municipality: 182
Contact Detalls
Physical Address : Postal Address :
House No.Complex Name: g7 House No./Complex Name: g7
StreetName: san Henriques StreetName: San Henriques

Surburb: Broadacres . Surburb: Broadacres
‘Supported Browsers : & @ © d

v. You continue to amend the necessary information and click on “Save” to complete the

process.

Qualification Enrolment

i. This tab allows you to view and add Qualifications to the learner profile, as below:
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Administration Monitoring and Evaluation Projects Training Provider Log Off

Logged on as: Userm3982... User Type: Training Provider

Qualification Enrolment

Qualification : -
Learning Programme : -
Enrolment Date:  2021-08-19 Achievement Date:  2022.08-19
Achievement Type:  __ sglact - - Achievement Status:  __ salact -
Assessor ID: - Assessor Name :

Moderator 1D - Moderator Name :

ii. The tab has two sections; the data entry fields as well as the grid, as above.
a. The data entry fields:

I. Qualification — the accredited qualification to be added to the learner profile
Il. Enrolment Date — the date that the learner is enrolled on the qualification
Ill. Achievement Date — the date that the learner concludes the qualification
IV. Achievement Type — the mode of delivery for the qualification
V. Achievement Status — the learner’s status regarding qualification completion
VI. Assessor ID — the ID Number of the Assessor on the Qualification

VIl. Moderator ID - the ID Number of the Assessor on the Qualification

iii. Add button — this button allows you to save the captured information in the grid.
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Projects Training Provider

Qualification Enrolment

Qualification :
Learning Programme :
Enrolment Date :
Achievement Type :
Assessor ID:

Moderator 1D

a.
i

Vi.
Vii.

viii.

- select -

Logged on as: Userm3982... User Type: Training Provider

2021-08-19 Achievement Date:  2022.08-19

- Achlevement Status:  __ salact -

- Assessor Name !

Moderator Name :

The Grid provides you with the following information:

Qualification ID — the accredited qualification added to the learner profile
Enrolment Start Date — the date that the learner is enrolled on the
gualification

Achievement Status — the learner’s status regarding qualification
completion

Achievement Type — the mode of delivery for the qualification

End Date - the date that the learner concludes the qualification
Assessor ID — the ID Number of the Assessor on the Qualification
Moderator ID - the ID Number of the Assessor on the Qualification

Total Credits — the total number of credits required for the Qualification

Achieved Credits — the number of credits achieved by learner

iv. Edit button - this button allows you to amend the captured information. Once clicked,

the system generates a window for you to change the necessary information, as below:
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Qualification: 66312 - National Certificate: Lumber Milling

Unit Standard: 13167 - Identify potential hazards and critical safety issues in the workplace

Skills Programme 2: Enrolment Date:  2021-08-20 o) Achievement Date:  2022-08-20 o)
Achlevement Type:  Distance Leaming = Achlevement Status:  Enrolled o
AssessoriD: 7710230028083 v Assessor Name: Yyonne Mari Van Romburgh
Moderator ID: 5806090075081 v Moderator Name: Desre Nobbs
Create Date:  2021.08-20 Last Update Date:
Create User: {Jserm3982 Last Update User:

v. You continue to amend the necessary information and click on “Save” to proceed.

Unit Standard Enrolment

i.  This tab allows you to view and add Unit Standards to the learner profile, as below:

and ~ Projects~ SDP«~ Log Off

Logged on as: Userm3982.__ User Type: Training Provider
Unit Standard Enrolment

Qualification: -
Qualification vaius quired
Unit Standard : -
Standard value is required
Skills Programme 2: Enrolment Date:  2021.08.20 Achievement Date:  2022.11-25
Achievement Type:  _ seject — - Achievement Status:  _ sejoct o
Achievement Status value is required

Assessor ID: - Assessor Name :
Moderator ID: £ = Moderator Name :

13167 66312 2021-08-20 Envolled Distance Leamning 2022-08-20 2 771023002808
243688 66312 2021-08-20 Enrolied Distance Leaning 2022-08-20 10 771023002808,
243701 66312 2021-08-20 Enrolied Distance Leamning 2022-08-20 12 771023002808
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ii.  This tab has two sections; the data entry fields as well as the grid, as above.

a. The data entry fields:

Vi.
Vii.

Viil.

Qualification — the accredited qualification to be added to the learner profile
Unit Standard — the Unit Standard linked to the Qualification

Enrolment Date — the date that the learner is enrolled on the qualification
Achievement Date — the date that the learner concludes the qualification
Achievement Type — the mode of delivery for the qualification

Achievement Status — the learner’s status regarding qualification completion
Assessor ID — the ID Number of the Assessor on the Qualification

Moderator ID - the ID Number of the Assessor on the Qualification

iii. Add button — this button allows you to save the captured information in the grid.

Ll

13167
243688
243701

113915

66312 2021-08-20 Enrolied Distance Learning 2022.08-20 2 771023002808

66312 2021.08-20 Enrolied Distance Learning 2022.08-20 10 771023002808

66312 2021-08-20 Enrolied Distance Learning 2022.08-20 12 771023002808

66312 2021-08-20 Enolled Distance Learning 2022.08-20 2 771023002808

a. The Grid provides you with the following information:

i. Unit Standard — The Unit Standard that the learner is enrolled on.

ii. Qualification ID — the accredited qualification added to the learner profile

ii. Enrolment Start Date — the date that the learner is enrolled on the Unit

Standard
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iv. Achievement Status — the learner’s status regarding Unit Standard

completion
v. Achievement Type — the mode of delivery for the Unit Standard
vi. End Date — the date that the learner concludes the Unit Standard
vii. Assessor ID — the ID Number of the Assessor on the Unit Standard

viii. Moderator ID - the ID Number of the Assessor on the Unit Standard

iv.  Edit button — this button allows you to amend the captured information. Once clicked,
the system generates a window for you to change the necessary information, as below:

Qualification: 66312 - National Certificate: Lumber Milling
Unit Standard: 13167 - Identify potential hazards and critical safety issues in the workplace
Skills Programme 7: Enrolment Date:  2021.08-20 = Achievement Date:  2022.08-20

Achlevement Type:  Distance Leaming - Achievement Status:  Enrolled

AssessorID: 7710230028083 - AssessorNeme: Yyonne Mari Van Romburgh

Moderator ID: 5306080075081 - Moderator Name: Dgsre Nobbs

Creats Date:  2021-08-20 Last Updats Date:

Croate User: (jsarm3982 Last Update User:

v.  You continue to amend the necessary information and click on “Save” to proceed.

Learnership Enrolment
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i.  This tab allows you to view and add Learnerships to the learner profile, as below:

and lon~  Projects ~  SDP = Log off

Logged on as: Usorm3982....User Type: Training Provider

Learnerships Enrolment

Financial Year: 3 StartDate:  2021-08-19 EndDate:  2022.08-19

Competent 7: " Completed 7: Funded 7:

Registration No.: Contract No.: Training Type. :

ii.  This tab has two sections; the data entry fields as well as the grid, as above.
a. The data entry fields:

[ Learnership ID— The Learnership that the learner is enrolled on
ii OFO -the OFO Code linked to the Learnership

iii Financial Year — the Learnership’s financial year

iv Start Date — the date that the Learnership commences

v End Date - the date that the Learnership concludes

Vi Competent? — whether learner is found competent

vii Completed? — whether learner has completed the Learnership
viii Funded? — whether Learnership is funded

iX Registration No — the Learnership registration number

X Contract No — the Learnership Contract Number

Xi Training type — FET / HET / N/A
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iii. Add button — this button allows you to save the captured information in the grid.

and ~ Projects~ SDP~ Log off

Logged on as: Userm3982.... User Type: Training Provider

Learnerships Enrolment

Learnership ID: -

oF0: =
Financial Year : 5 StartDate:  2021.08-19 EndDate:  2022.08-19

Competent ?: | Completed ?: Funded 2: -/

Registration No. : Contract No.: Training Type.:

a. The Grid provides you with the following information:

i. Learnership ID — The unique Learnership identifier that the learner is
enrolled on
ii. Start Date —the date that the Learnership commences
iii. End Date — the date that the Learnership concludes
iv. Registration No — the Learnership registration number
v. Contract No — the Learnership Contract Number
vi. Competent? — whether learner is found competent

vii. Completed? — whether learner has completed the Learnership

iv.  Edit button — this button allows you to amend the captured information. Once clicked,

the system generates a window for you to change the necessary information, as below:
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LeanershipID: 100

OF0: 111201 - Dafance Force Senior Officer

Financial Year: 2021

Competent 7:

Registration No.: 15Q000000000001FET

Creats Date: 20211022

Create User: |jserm3082

StartDate:  2021-10-22

Completed 7:
Contract No.: 57689

Last Updats Date:

Last Update User:

ENdDate:  3022.10-22 o]
Funded 7:

Training Type.: FET

v.  You continue to amend the necessary information and click on “Save” to proceed.

5.4 Learner Enrolments

i.  This function allows you to enrol new learners on LMIS.

ii. To enrol a new Learner, you click on the “Enrol New Learner” button, as pictured below

Administration = Monitoring and Evaluation ~ - SDP =

Log Off

Classes

Logged on as: Userm3362.... User Type: Tralning Provider

Send List For Site Visit

The grid below dstails all of ths claj r your training provider. Note that you are abls to sort and filter the records in the grid

ENROL CLASS FPMSETA_GS_000...

ENROL CLASS SITEVISIT FPMSETA_CS_000...

ENROL CLASS FPMSETA_GS_000...

ENROL CLASS SITE VISIT FPMSETA_GS_000...
N
() e) v [ »])in)
Sl Nl

66269

66268

58227

58227

04Q040092151202

040040092151202

57689

57689

57689

57689

—| = =

116932, 120496, 12.. 2021-08-20
116932, 120496, 12. 2021-08-20
243682, 243683 2021-08-20
243682 2021-08-20

»
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Qualification: 58227 - National Certificate: Clothing, Textile, Footwear and Leather M Learning Programme :
Unit Standard Electives: 243682 243683 Learnership Name: (4(3040092151202 - National Certificate in CTFL Manufacturing Pr
Contract No: 57589 Enrolment Date : 2021-08-20 Achievement Date: 2021-08-24

D TyR

National ID = FirstName Sumame =

DELETE VIEW National IO 9408040363084 Mpha Pltikoe African Female

Enrol New Learner

i.  Once the “Enrol New Learner” button is clicked the system navigates to the learner

Details page as below:

Enter the details of the leamer. Click on Save to save the changes that you have made. Please check to see if all required fields have been supplied

dType: .. select - - National ID: 9408040363081
First Name Last Name:

Previous Last Name :

Title: Date Of Birth:  0001-01-01 (o]
Race: _ gglsct— - Nationality:  _. saject - -
Home Language: . selsct - - Gender: .. selact - -
Citizenship Status:  _ sglsct - - Socioeconomic Status:  __ sglact - -
Disability Status:  _ sglsct - Host Employer SDL No: type and/or select -
Highest School Qualification:  __ sgjact - Highest Qualification:  __ sglact - -
Last School EMIS No.: type andor select - Last School Year: 1500 -
STATSSAArea:  _ type andlor select — - Municipality:  — type and/or select — -
Contact Details
Physical Address : Postal Address :
House No./Complex Name : House No./Complex Name :
Street Name : Street Name :
Surburb ; - Surburb ;
Town/City: - Town/City :
Postal Cade : Postal Code :
Province:  __ sejact .. . Province: _ seject -
E-mail:
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ii.  You then populate the screen above with Learner information and then scroll further
down to capture contact details.

Should you attempt to click on “Save” without mandatory information missing, the

system will highlight the missing data in “RED” as below:

Enter the details of the learner. Click on Save to save the changes that you have made. Please check to see if all required fields have been supplied

dType:  _ select - - National ID: 9408040363081

First Name : Last Name : [

First Mame vaiue s required Last Name value Is required

Previous Last Name :

Title : Date Of Birth : 0001-01-01 E
Race: .. galect - - Nationality: . salect -- -
Home Language: __ splact - Gender:  _ sgjact - -
Citizenship Status:  _ cojact . Sociosconomic Status:  __ selact .
Disabllity Status: __ coject - - Host Employer SDLNO: 1)1 oo colect .
Highest School Qualifisation s __ cojoct - . Highest Qualification:  __ coject . .
Last School EMIS No.: 110 andor slect . Last School Year: 100 =
STATSSAArea: . type andor celect . Munieipality: 1y pe andior selec .
Contact Details
Physical Address : Postal Address :
House No.Complex Name: ‘ House No.Complax Name:
‘House No./Complex Name value Is required House Mo /Complex Name value |s required
Street Name: Street Name:

Surburb: - Surburb:
Town/City : - TowniCity :

Postal Code: | Postal Code: | |

iii.  You then continue to enter the necessary learner information as below:
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LMIS - Enrol New Leamer

Enter the details of the learner. Click on Save 1o save the changes that you have made. Please check to see if all required fields have been supplied

IdType:  National ID - National ID:
FirstName: Djsaho LastName: pmutsi
Previous Last Name: Dikeledi
Title:  Miss Date Of Birth: o)
Race:  African - Nationality:  south Africa -
Home Language:  sgSotho - Gender:  Female -
Citizenship Status:  South Africa . Socloaconomic S1atus:  Unemployed -
Disability Status:  Nope . Host Employer DL No: type andior select -
Highest School Qualification:  GRADE 12 - Highest Qualification:  Advanced Certificate -
Last School EMIS No.:  Tsoselstso (440304121) - Last School Year: 2021 .
STATSSAArea: 199039013 - Rocklands - Municipality:  Mangaung -
Contact Details
Physical Address : Postal Address :
House No./Complex Name: 7703 House NoJ/Complex Name: 7703

Street Name: 7703 Letlabika Street, Rocklands Street Name: 7703 Letlabika Sireet, Rocklands
Surburb: | gtjabika - Surburb: | etlabika
TowniCity:  Bloemfontein - Town/City: Bloemfontein
Postal Code: gao3 Postal Code: 9333

iv.  Once all the information required has been captured, you click on the “Save” button to

proceed. The system will then generate a success message in “Green” and the learner

profile, as below:

Administration = Monitoring and Evaluation «

Projects ~  SDP ~

Log Off

Record saved successfully.

Learner

Logged on ss: Usarm3982... User Type: Training Provider

Enter the details of the learner. Click on Save to save the changes that you have made. Click on Edit to edit an already existing learner record request. Click on Back to return to the overview screen. Please check to see if all

required fields have been supplied

Id Type : National ID National It
First Name: Mpho Middle Name: Pretty Last Nama: Pitikoe
Previous Last Name: Plikoe
Title: Miss Date Of Birth: 19

Race: African

Home Language: seSotho

Citizenship Status: South Africa

Nationality : South Africa

Gendar: Female

Socloeconomic Status : Unemployed
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v.  With the Learner details saved, you can continue to add the relevant Learning Units to

the learner’s profile.

Quialification Enrolment
i.  After successfully saving the new learner profile, you need to capture the learning units
related to the learner. To do this, you need to click on the “Qualification” tab to navigate

to the qualifications page, as below:

Administration ~  Monitoring and Evaluation = Projects =~  SDP = Log off

Record saved successfully

Qualification Enrolment

Qualification :
Learning Programme:
Enolment Date:  2021-08-19 Achievement Date:  2022.08-10
Achievement Type:  __ salact - Achievement Status:  __ solact -
Assessor ID: - Assessor Name :

Moderator ID : - Moderator Name :

P —) - GECTIB0

o Should you attempt to click on “Add” with mandatory information missing, the

system will highlight the missing information in a pop-up notification, as below:
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Insufficient information provided.
Please provide data for all of the data fields.

g |

i.  Once all the information has been captured, you click on the “Add” button, the system
will generate a success notification. You click on the “OK” button and the learner’s

Qualification will be part of the Qualification grid as shown below:

e Record saved successtully.
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Administration = Monitoring and Evaluation ~  Projects ~  SDP = Log Off

BualTication Enrolment

Qualification:  $6312 - National Certificate: Lumber Milling -

Learning Programme : -
Enroiment Date:  2021.08.20 Achlevement Date: 20220023
Achlevement Type:  Distance Learning - Achlevement Status:  Epyollad -
Assessor ID: 7710230028083 - Assessor Name:

Modsrator ID: 5506090075081 - Moderator Name: Desre Nobbs

EDIT XIT se227 2021-08-20 Envolled Distance Leaming 2021-09-24

iii. The “Qualification” page grid provides you with the following information:

Qualification ID - the unique, SAQA registered qualification identifying number;

b. Enrolment Start Date — the date when the learner is enrolled on the captured
gualification;

c. Achievement Status — the current state of the learner in relation to the
Qualification;

d. Achievement Type — the mode of learning adopted for the learning unit;

e. End Date — the learner’s learning unit completion date;

f. Assessor ID — the identification number of the Assessor responsible for the
qualification;

g. Moderator ID - the identification number of the Moderator responsible for the
qualification;

h. Total Credits — the total number of credits related to the qualification captured;

i. Achieved Credits — the number of credits that the learner has accumulated to

date;
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j. “Edit” button — clicking on this button allows you to amend the learning unit

information.

EDIT EXIT 58227 2021-08-20 Envolled Distance Learning 2021-09-24 TT04060474087

— NN
f J J 1 Am) -10f 1 items

Supported Browsers : &5 @ €)@  ©2021 All rights reserved. Mutti Domain 551

iv.  Once the necessary information is edited, you click on the “Cancel” button to abort the
editing process, and click on the “Save” to proceed.

v.  The system then generates a success message as below:

Record saved successtully.
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Unit Standard Enrolment
i.  This tab allows you to capture Unit Standards that are linked to the learner. To capture
unit standards for the learner, you click on the “Unit Standards” tab and the system will

open the page as below:

Administration = Monitoring and Evaluation ~  Projects =~  SDP = Log Off

Record saved successfully.

Unit Standard Enrolment ‘

Qualification: -
Unit Standard: -
Skills Pragramme 7: ) Enrolment Date:  2021-08-19 Achievement Date:  2022.08-19
Achievement Type: _ cajact - Achievement Status:  __ sajact -

Assessor ID:

- Assessor Name :

Moderator ID: - Moderator Name :

-l ()

aw

ii. The page is divided into two sections; the top section which has data entry fields which
are:

Qualification — the qualification that the unit standard falls under;

Unit Standard — the related unit standard to be added to the learner;

Enrolment Date — the date of learning unit commencement;

Achievement Date — the projected date of completion for the unit standard captured,;

Achievement Type — The Unit Standard’s mode of delivery;

-~ 0 20 T p

Achievement Status — the learner’s Unit Standard progress indicator;
Assessor ID - the identification number of the Assessor responsible;

=
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h. Moderator ID — the identification number of the Moderator responsible;
“Add” button — this button allows you to add the unit standard information onto the

learner’s profile.

Log Off

Administration =  Monitoring and Evaluation =  Projects =  SDP =

Record saved successfully.

Unit Standard Enrolment

Qualification:  _ type andior select -

Unit Standard:  _ typc and/or select -
skills Programime 7: ) Enrolment Date:  2021-08-19 Achievement Date:  2022.08-19

- Achievement Status:  __ gjact —

Achievement Type: _ cojact
Assessor Name :

AssessorID:  _ jype andior selact -

Moderator ID:  __ (ype and/or select - Moderator Name :

D =  Qualification D =  Enroiment Start Date

Unit Standard 1D =

Should you attempt to click on “Add” with mandatory information missing; the system

will highlight the missing information in a pop-up notification, as below:

Insufficient information provided.
Please provide data for all of the data fields.
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iii.  You click on the “OK” button on the pop-up message and continues to capture the Unit
Standard related information. After the “Add” button is clicked, the system generates a
success message to notify you.

iv.  The successfully captured data is then populated in the bottom section of the page as

below:

Administration = Monitoring and Evaluation = - SDP = Log Off

Logged on as: Userm3982....User Type: Tralning Provide:

Unit Standards m_ _m

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records in the grid

—
9408040363084 13167 66312 2021-08-20 Achieved Distance Learning 2022-08-20
9408040363084 243688 66312 2021-08-20 Enrolied Distance Learning 2022-08-20 10
8408040363084 243701 66312 2021-08-20 Enrolled Distance Leamning 2022-08-20 12
O 8408040363084 113815 66312 2021-08-20 Enrolled Distance Leamning 2022-08-20
0O 408040363084 8009 66312 2021-08-20 Enrolied Distance Learning 2022.08-20 3
0 2408040363084 12461 66312 2021-08-20 Enrolied Distance Learning 2022-08-20
»
2 3 4 3 M
v
i d
Supported B Mutti Domain SSL.

v.  The Unit Standard Grid provides you with the following information:

Unit Standard ID — the unique SAQA registered Unit Standard number;
Qualification ID — the unique SAQA registered Qualification number;
Enrolment Start Date — the date of learning unit commencement;
Achievement Status — the learner’s Unit Standard progress indicator;

Achievement Type — The Unit Standard’s mode of delivery;

-~ ® 20 T o

End Date — the projected date of completion for the unit standard captured;

Assessor ID — the identification number of the Assessor responsible;

= &

Moderator ID — the identification number of the Moderator responsible;
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i. “Edit” button — this button allows you to amend the added Unit Standard
information. Clicking on this button opens the Unit Standard edit pop-up page as

below:

Qualification: 58227 - National Certificate: Clothing, Textile, Footwear and Leather Manufacturing Processes -

Unit Standard: 243700 - Demonstrate an understanding of materials used and produced in CTFL manufacturing processes -

Skills Programme 7 Enrolment Date:  2021-08-20 o) Achievement Date:  2021-09-24 o)
Achlevement Type:  Distance Learning B Achlevement Status:  Enrolled -
AssessorID: 7704060474087 v Assessor Name: Tshepiso Chepape
Moderator ID: 7906271112188 - Moderator Name: Gotora Rumbidzayi
Create Date:  2021-08-20 Last Update Date :
Create User: |Jserm3982 Last Update User:

vi.  Clicking on the “Cancel” button aborts the editing process, and the “Save” button
continues to capture the changes made to the Unit Standard information and generates

a success message as below:

@ Record saved successfully.
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Learnership Enrolment

i This tab allows you to view and add Learnerships to the learner profile, as below:

Administration = Monitoring and Evaluation ~  Projects =  SDP = Log Off

Logged on as: Userm3992....User Type: Training Provider

Record saved successfully.

Learnerships Enrolment I ‘

Learnership ID: -
OF0: -
Financial Year: - StartDate:  2021-08-19 End Date:  2022.08-19

competent 7: Completed 7: 1 Funded 7: [

Registration No.: Contract No.: Training Type.:

Bl
aw
i This tab has two sections; the data entry fields as well as the grid, as above.
a. The data entry fields:
i. Learnership ID— The learnership that the learner is enrolled on
ii. OFO —the OFO Code linked to the Learnership
iii. Financial Year — the Learnership’s financial year
iv. Start Date — the date that the Learnership commences
v. End Date — the date that the Learnership concludes
vi. Competent? — whether learner is found competent
vii. Completed? — whether learner has completed the Learnership
viii. Funded? — whether Learnership is funded
ix. Registration No — the Learnership registration number
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X. Contract No — the Learnership Contract Number

xi. Training type — FET / HET / N/A

iii. Add button — this button allows you to save the captured information in the grid.

Administration = Monitoring and Evaluation ~  Projects =  SDP = Log Off

Logged on as: Userm3982....User Type: Training Provider

Record saved successfully.

Learnerships Enrolment

Learnership ID:
oFo:

Financial Year : - StartDate:  2021.08-19 EndDate:  2022-08-19

Competent ?: | Completed 7: [ Funded ?: [

Registration No.: Contract No.: Training Type.:

a. The Grid provides you with the following information:
i. Learnership ID — The unique Learnership identifier that the learner is enrolled on
ii. Start Date — the date that the Learnership commences
iii. End Date — the date that the Learnership concludes
iv.  Registration No — the Learnership registration number
v.  Contract No — the Learnership Contract Number
vi. Competent? — whether learner is found competent

vii.  Completed? — whether learner has completed the Learnership
iv.  Edit button — this button allows you to amend the captured information. Once clicked,

the system generates a window for you to change the necessary information, as below:
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LeanershipID: 100

OF0: 111201 - Defance Forcs Senior Officer .
Financial Year: 2021 . StartDate: 20211022 = ENdDate:  2022.10-22 =
Competent 7: Completed 7: Funded 7:
Registration No.: 15Q0D00000D0001FET Contract No.: 57689 Training Type.: FET
Craate Dats:  2021.10.02 Last Update Dats:
Creats User: (Jgorm3082 Last Updiate User:

V.  You continue to amend the necessary information and click on “Save” to proceed.

Class Enrolments

i.  Clicking on the “Create New Class” button allows you to create a group of learners under
the same learning units.

ii.  The system navigates to the pop-up screen as below:
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@ Qualfications () Skills Programs @ Funded O UnFunded

Learning Programme: [y pe anc/or selct —

Qualification: {0 i ior e

Unit Standard Elective:

Achievement Type: __ select . Achievement Status:  _ cojoct

Leamnership: (e andt

Contract No.: Minimum Credits: g Possible Credits:

Enrolment Date:  00D1-01-01 I Achievement Date:  0001-01-01 o) Urban/Rural Intervention:  _ spjact .

AssessoriD:  _ iype andlior select . Assessor Name :

Moderator ID: . Moderator Name :

[t p— ferll

iii.  The screen allows you to capture the following class information:

a.

Qualification or Skills Program — select whether you are capturing qualification or
Skills Program information

Qualification — the SAQA quialification ID/Title

Learning Programme — the Learning Programme linked to the entered
gualification

Unit Standard Elective — the electives linked to the qualification/learning
programme

Learnership — learnership ID and Title

Contract Number — the Training Provider’s contract number

Minimum and Possible Credits — Credits linked to the entered Qualification/Skills
Program

Rural/Urban Interventions — whether the intervention is directed towards urban or
rural learners

Achievement Type —
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J.  Achievement Status — whether the learners are enrolled or have achieved the
Qualification/Skills Program

k. Assessor and Moderator IDs - Identity numbers of Constituent Assessor and
Moderator linked to the Learning Units.

[.  Add Button — clicking on this button allows you to add the information to the

created class, with a success message as below:

Record saved successfully.

Should you attempt to click on “Add” with mandatory information missing; the system

will highlight the missing information in a pop-up notification, as below:
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@ Insufficient information provided.
Please provide data for all of the data fields.
Select electives to allocate the application(s) first before proceeding.

/‘ OK

iv.  Once the information is saved, navigate to the “Classes” tab. The new class will show in

the “Classes” grid, as below:

Admistaton = Monitoring v vataton - - togor

Logged on a5: Userm3882.... User Type: Training Provider

Classes Send List For Site Visit

-

The grid below details all of the classes for your training provider. Note that you are able to sort and filter the records in the grid

Class No F OQualficaon!d =  LeamingProgra.. &  LeamershipCode 5  SP Code =  ConlractNo. T Electives = | StartDs
ENROL CLASS SITE VISIT FPMSETA_CS_000. 86268 57688 116932, 120496, 12 2021-08-20
ENROLCLASS  SITE VISIT FPMSETA_CS_000... 66269 57683 116932, 120496, 12...  2021-08-20

v. The “Classes” grid has the following information populated:
a. Class Number
b. Qualification ID
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c. Learning Program h. Start Date
d. Learnership Code i. Achievement Type
e. Skills Program Code j-  Achievement Status
f. Contract Number k. End Date
g. Electives
I.  Assessor and Moderator IDs
m. Class Size — the number of learner enrolled in the class
n. Create User — the person who created the record
0. Last Update User — the last person to edit the record
Enrol Class

i.  Clicking on this button allows you to add learners to the class created. The system will

navigate to the enrolment screen as below:

Qualification: 6269 - General Education and Training Certificate: Lumber Milling Learning Programme:
Unit Standard Electives: 115032, 120406,12466,13172,13176,14445,14656,243180,263681,264 Learnership Name:

Contract No: 57689 Enrciment Date: 2021-08-20 Achievement Date: 2023-08-20

1D Number :

i.  The “Enrol Class” screen shows you the class information created, as well as a section

for you to search and add learners to the class.
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o Should you attempt to click on “Enrol Learner” with mandatory information

missing; the system will highlight the missing information in a pop-up

notification, as below:

Please load the learner first before enrolling them to the class.

ﬁ

iii.  Continue to search for learners using their Identity Number, the name of the learner will
appear alongside the ID number added. Once done, click on the “Enrol Learner” button
to add the learner.

iv.  The added learner will be populated in the grid, as below:

117 |Page

Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent
of relevant parties. 2022



P e i i by

FUTURE PERFECT

SKILLS DEVELOPMENT

LMIS User Guide - SDP

Record saved successfully.

V. Continue to add the rest of the learners to the class and close the “Enrol Class” window

when completed.

Class Site Visit
i.  Clicking on this button allows you to send the learners in the created class to FP&M Seta

for a site visit, with a confirmation message as below:
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@ Are you sure you want to send this class to schedule a site visit?

D ‘ YES ‘ CANCEL

ii. Click on “Cancel” to abort the Site Visit request or click on “Yes” to continue with the
process. The system will remove the “Site Visit” button and generate a success message

as below:
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Class Export

i.  Clicking on this button downloads an Excel Spreadsheet containing class information, as

below:
1 [cLass No QUALIFICA'HDN ID_|LEARNING PRDGRAMME ENROLMENT s'rAm DATE ACHIEVEMEN'I’!END DATE cuss SIZE ACHIEVEMENT TYPE |ACHIEVEMENT STATUS \LEARNERSHIP con
2 FPMSETA_CS_D00014 66269 | 8/20/2021 812012023 Distance Learning Enrolled |
3 FPMSETA_CS_000015 |66269 | |8/20/2021 [12/16/2021 \o Distance Learning Enrolled [
4
5
5

6.1 Prepare for Site Visit (Individual Learner)
i.  This portion of LMIS allows you to change the Achievement Status of the learners to
“Achieved”, “Prepare the list of learners” and “Send to the FP&M SETA” for a Site Visit.
ii. To prepare and send the list of Achieved learners to the FP&M SETA for a Site Visit, you
must log into LMIS using their registered credentials, navigate to the “Enrolments
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Overview” page by clicking on the “Enrolments Overview” menu under the “Learner

Interventions” tab, as below:

g na . - sop- Logon

Logged on as: Userm3882... User Type: Training Provic:

Learner Sond Lt For i Vit

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records in the grid

iii.  On the page, you can either click on the “View” button alongside each learner on the grid
to see the learner’s profile, or you can click on the “Search Learner” button to find a

particular learner. The system will generate the learner profile as below:

Administration ~  Monitoring and Evaluation ~  Projects =  SDP + Log Off

Logged on as: Userm3982....User Type: Training Provider

Learner

Enter the details of the leamer. Click on Save to save the changes that you have made. Click on Edit to edit an already existing learner record request. Click on Back to rstun to the overview screen. Please check to see if all
required fields have been supplied

Id Type: National ID National ID:
First Name : Mpho Middle Name:: Pretty LastName: Pilikoe

Previous Last Name: Pitikac

Title: Wiss Date Of Birth: “
Race: Afican Nationality: South Arica
Home Language: seSotho Gender: Female
Citizenship Status: South Africa Socioeconomic Status: Unemployed
Disability Status : None Host Employer SDL No: L600722021 - SAPPI LTD
Highest School Qualification: GRADE 12 Highest Qualification: Advanced Diploma
Last School EMIS No.: Moemedi (440304045 Last School Yaar: 2012
STATSSA Area: 199039013 - Rockiands Municipality : Mangaung

iv.  To search for the learner, you enter the Identity Number of the learner and click on the
“Search” button to find the record, click on “Select” and the system will show the

learner’s profile as above.
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Qualification Enrolment
i.  Once in the learner profile, you click on the “Qualification Enrolment” tab to change the

Achievement Status of the learner, as below:

Administration = Monitoring and Evaluation =  Projects ~  SDP Log Off

Logged on as: Userm3982...User Type: Training Provides

Qualification Enrolment

Qualification: -
Learning Programme : .
Enrolment Date:  2021.08-20 Achievement Date:  2022.08-20
Achlevement Type:  __ cglect - Achlevement Status:  __ salect -
AssessorID: - Assessor Name :

Moderator ID: - Moderator Name :

(2

66312 2021-08-20 Enrolied Distance Leaming 2022-08-20 7710230028083

66269 20210820 Envolled Distance Leaming 2023-08-20 6706050001088

ii.  The “Qualification” page grid provides you with the following information:

a. Qualification ID - the unique, SAQA registered qualification identifying number.
b. LP —the Learning Program linked to the qualification

c. Enrolment Start Date — the date when the learner is enrolled on the captured

gualification.

d. Achievement Status — the current state of the learner in relation to the

Qualification.
e. Achievement Type — the mode of learning adopted for the learning unit.
f. End Date — the learner’s learning unit completion date.

g. Assessor ID - the identification number of the Assessor responsible for the

gualification.
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h. Moderator ID - the identification number of the Moderator responsible for the

qualification.
i. Total Credits — the total number of credits related to the qualification captured.

j.  Achieved Credits — the number of credits that the learner has accumulated to
date;
k. “Edit” button — clicking on this button allows you to amend the learning unit

information.

Qualification: 66312 - National Certificate: Lumber Milling
Learning Programme: (e ancl/or selocl

EnrolmentDate:  2021-08-20 AchlevementDate:  2022-08-20

Achlevement Type:  Distance Learning Achlevement Status :

Assessor 1D AssessorName:  _ cojsct

Moderator 1D Moderator Name:  ACNiEved
Achieved & Not Entitled to Practisa
De-enrolled

Create Date:  2021-08-20 LastUpdateDate:  pjscontinued

Create User: |Jserm3982 Last Update User: SLELGIED]

[.  On the Edit menu, you navigate to the “Achievement Status” field (as pictured
above) to select the “Achieved” option on the menu. Once done, you click on the
“Save” button to complete the process. The system will generate a success

message as below:
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Q Record saved successfully.

m. Once the record is saved successfully, the system updates the “Achievement

Status” of the learner to “Achieved” in the grid, as below:

Achievement Status

UnitStandardiD = Qualffication ID = Enroimer nt Type = EnaDae = oredts = | AssessoriD

EDIT 13167 66312 2021-08-; aming 2022-08-20 2 771023002808

Achieved

EDIT 243688 66312 2021-08-20) eaming 2022-08-20 10 771023002808

EDIT 243701 66312 2021-08-20 fance Leaming 2022.08-20 12 771023002808

Enrolled

Distance Leaming 2022-08-20 2 771023002608

EDIT 113915 66312 2021-08-20

4 »
TN -
00,
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Unit Standards
i.  This tab allows you to change the learner’s Unit Standard to “Achieved”. You must click
on the “Unit Standard Enrolment” tab to view and edit the learning unit status, as below:
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Administration ~  Monitoring and Evaluation ~  Projects ~  SDP = Log Off

Logged on as: Userm3982.... User Type: Training Provider

Unit Standard Enrolment

Qualification : .

Unit Standard : @

Skills Programme 7: Enrolment Date:  2021.08-20 Achlevement Date:  2022.08-20

Achievement Type: __ sglact - Achievement Status:  __ select -- -

Assessor ID:

Moderator D

Assessor Name :

Moderator Name :

- (2
13167 66312 2021-08-20 Enrolled Distance Leaming 2022-08-20 2 7710230028083
243688 66312 2021-08-20 Enrolled Distance Leaming 2022-08-20 10 7710230028083
243701 66312 2021-08-20 Enrolled Distance Leaming 2022-08-20 12 7710230028083
113915 66312 2021-08-20 Enrolled Distance Leaming 2022-08-20 2 7710230028083
T 3 4 » N

ii.  The Unit Standard Grid provides you with the following information:

a. Unit Standard ID — the unique SAQA registered Unit Standard number;

b. Qualification ID — the unique SAQA registered Qualification number;

c. Enrolment Start Date — the date of learning unit commencement;

d. Achievement Status — the learner’s Unit Standard progress indicator;

e. Achievement Type — The Unit Standard’s mode of delivery;

f. End Date — the projected date of completion for the unit standard captured;
g. Assessor ID — the identification number of the Assessor responsible;

h. Moderator ID — the identification number of the Moderator responsible;

i. “Edit” button — this button allows you to amend the added Unit Standard
information. Clicking on this button opens the Unit Standard edit pop-up page as

below:
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Qualification: 6312 - National Certificate: Lumber Milling
UnitStandard: 13167 - Identify potential hazards and critical safety issues in the workplace
Skills Programme 7: m} EnrolmentDate:  2021-08-20 o] Achievement Date:  2022.08-20
Achievement Type:  Distance Learning - b
Assessor ID: 7710230028083 - AssessorName:  _ select -

Moderator ID: 5306090075081 - Moderator Name : |k
Achived & Not Entitied to Practise
De-enrolied

Create Date:  2021-08-20 Last Update Date:  yicconiinuad

Create User: |Jserm3082 Last Update User:  Enrolled

j- On the Edit menu, you navigate to the “Achievement Status” field (as pictured
above) to select the “Achieved” option on the menu. Once done, you click on the
“Save” button to complete the process. The system will generate a success
message as below:
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Record saved successfully.

e

k. You repeat the process above for all the Unit Standards that the learner has

completed. The “Achievement Status” in the grid is then updated accordingly, as

UnitStandard ID ¥ | Qualification D~ " Enrolment Start Date = Achievement Status T Achievement Type =  EndDae = Credits = AssessoriD

EDIT 13167 66312 2021-08-20 Achieved Distance Learning 2022-08-20 2 7710230028083
EDIT 243888 66312 2021-08-20 Enrolled Distance Learning 2022-08-20 10 7710230028083
EDIT 243701 66312 2021-08-20 Enrolled Distance Learning 2022-08-20 12 7710230028083
EDIT 13815 66312 2021-08-20 Enrolled Distance Learning 2022-08-20 2 7710230028083

v

NN
N \7_/! 2 3 4 L] 1-10 of 40 items

Supported Browsers : {8 @&  ©2021 Al rights reserved. Mult Domain S5L

iii.  Follow the same process to achieve learners that are enrolled on a Learnership on the

“Learnership Enrolment” tab.
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6.1 Prepare for Site Visit (Group Achievements)
i.  To start building a list of achieved learners that are ready to be verified and checked on
a Site Visit by the moderation team, on the “Enrolments Overview” page you must
navigate to the “Qualifications”, the “Unit standards”, “Skills Program”, Learnerships” and

“Classes” tabs and select the achieved learners to be compiled for site visit, as below:

Administration = Monitoring and Evaluation - soP Log OFf

Logged on as: Usenn39ez... User Type: Training Provider

Qualification m m

The grid below details all of the active enrolments for your training provider. Note that you are able to sort and filter the records In the grid

9408040363084 66312 2021-08-20 Envolied Distan 2022-08-20 7710230028083

9408040363084 66269 2021.08-20 Enralied Distance Learnin 2023-08-20 6706050001086

i. The “Qualification” page grid provides you with the following information:

a. National ID — The Achieved Learner’s Identity Number;

b. Qualification ID - the unique, SAQA registered qualification identifying number;

c. Enrolment Start Date — the date when the learner is enrolled on the captured
gualification;

d. Achievement Status — the current state of the learner in relation to the Qualification;

e. Achievement Type — the mode of learning adopted for the learning unit;

f. End Date — the learner’s learning unit completion date;

g. Assessor ID — the identification number of the Assessor responsible for the

gualification;
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h. Moderator ID - the identification number of the Moderator responsible for the
gualification;

i. LA Number — the learner’s unique Achievement Number;

j-  Created By — the user profile that created the learner record;

k. Last Updated — the user profile that was last to update the learner record;

I. “Select” Checkbox — highlights the selected qualification for a Site Visit and activates
the “Mark as Achieved” and “Mark for Site Visit” buttons, as below:

Logged on as: Userm3882... User Type: Training Provider

Quatificaiien m m
The grid below details all of the| enrolments for your training provider. Note that you are able to sort and filter the records in the grid
9408040363084 66312 2021-08-20 Enrolled Distance Leaming 2022.08-20
9408040363084 66268 2021.08-20 Enrolled Distance Leaming 2023.08-20

i Once the achievements under the Qualifications, Unit Standards or Skills Programs
have been highlighted, the “Mark as Achieved” and “Mark for Site Visit” buttons will be
active (as above). The system will show a confirmation message as below, when you

click on “Mark as Achieved” as below:
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Are you sure you want to mark all selected enrolments as achieved

' ‘ YES ‘ ‘ CANCEL

ii.  Clicking on the “Cancel” button will abort the process, and clicking on the “Yes” button
will proceed with the marking of selected achievements as ready for a site visit. The

system then generates a success message as below:

Record(s) saved successfully.
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iii.  The system compiles the achievements and builds a file ready to be emailed to the
SETA with the learners compiled in the list of those ready for a site visit.

Mark for Site Visit
i.  Clicking on the “Mark for Site Visit” button prompts the system to provide you with a
notification as below:

Are you sure you want to mark all selected enrolments as ready for external

moderation site visit

ii.  Clicking on “Cancel” aborts the process and clicking on “Yes” proceeds to mark the

selected records for a Site Visit.
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Q Record(s) saved successfully.

iii.  Skills Programs lists can also be marked for a Site Visit for the SDPs that are accredited
for them. Follow the same process as Qualifications and Unit Standards to mark and

send the learners for a Site Visit request.
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Send List for Site Visit
i.  Once you are satisfied and have completed the list of achievements, the next thing is to
send the records to the SETA and that is done by clicking the “Send List for Site Visit”
button on the right hand corner, as below:

Learner Send List For Site Visit

The grid below details all of the active enralments for your training provider. Note that you are able to sort and filter the records in the grid

s: Userm3982.....User Type: Training Provi

1D Type = | National ID = FiistName =  Sumame T Race

ii.  Once the “Send List for Site Visit” button has been clicked, the system displays the

success message below:

@ List of achievements forwarded to the SETA successfully.
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6.2 Scheduling
i. To view the details of the Site Visit Request, navigate to “Quality Assurance” —

“Scheduling” — “Site Visits” as below:

Administration ~ Logofr

Monitoring and Evaluation + LTS CRuRE1 RS

Logged on as: Userm3882.... User Type: Training Pravide

External Moderation

v
Monitoring and _|l= Overview

=  Provider Name =  Provider Address = ANumber =  Class Number

i.  On the External Moderation page, click on “View” to open the Site Visit details as below:

Schedule a site visit

Training Provider Name:  Aranda Textiles Technologies (FPM-2021-000034124)

Training Provider Address: 22, Jump Street, Randburg , Gauteng , 9380

Evaluator Name(s): Kehilwe Khwane
Start Time: 08:00 End Time: 16:00 Site Visit Confirmed: Y Site Visit Concluded: Y
Class Number: - Site Visit Date: 82212021 o)
Class Number = Selec Site Visit Date =
FPMSETA_CS_00005 [m] 2021-08-18 (m)
P e PN o ~N T N ) B
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