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1. Introduction
Dear Skills Development Provider,

Hell o and welcome to the Learner Management
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 Google Chrome
Mozilla Firefox

Apple Safari

= =4 4 -

Microsoft Edge
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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 LMI'S System, you click on t
Registration page as below:

e N
- /System 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

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

|Download user manual here: .ﬂ‘; |Download user manual here: |\ |Download user manual here: |\
4). Workplace Based 5). Skills Development Provider
Supported Browsers : S @@ ®  ©2021 All rights reserved. Mt Domain SSL
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il. You must complete your information shown in the screen below to register as a

Skills Development Provider:

Register User

User Name: admin

E-mail Address:

User Type: -- select —
Passwort d:

Confirm password:

Show Password(s)?: -

2.2.1 New Skills Development Providers

i. Skills Development Providers that are NOT Accredited with the FP&M SETA need to
select ATraining Providero under the fAUser Typ

checkbox.

ih The System will then add ®PYUokndeno(0)éldo Bbeb

7| Page
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userm398U%

Training Provider

New Provider:

ining Provider: Unknown (0)

Password:

You can then cont

conclude the process.

Search =

Register User

User Name: Userm3980
E-mail Address: usem3980@gmail.com
User Type: Training Providsr
New Provider:
Training Provider: Unknown (0)
Password: Prettypitikoa1 &
Confirm password: Prettypitikoa18

Show Password(s)?:

~ Imnotarobot
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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 ATraining Providero under the AUser Typ

ii. Youthenleavet he A New Pr ov unmanked ard bygedhie bame of the FP&M
SETA Accredited Pr ovi de rfield Tihe systean will popudatethe ng Pr ov
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: )
Training Provider: - type andlor
Password:
1 Classie Airica (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 ARegistero to

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

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

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

Ibo:
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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

Copy Rights Disclaimer: Please note that no contents of this document should be replithtad prior conent
of relevant parties2022



foem_

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User GuideSDP

iii.h. The system automatical |l y proagcortaade withwhatyeu i Us er

have registered for, as below:

iv. Youthenclickon t he fALogindo button to proceed.

Home - Search ~

Welcome to SETA Learner Management Information System

§ -~

Please enter your username and the password.
IFyou are not a registered user yet, please contact the LMIS administrator for assistance. ANNOUNCEMENT
User Name: Userm3981
Password:
User Type: Training Provider

] Show Password?

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

i. Before accessing your profile, you will need to verify the account. The system will

navigate to the AVeri fy AcgeaubelowoEnfeld@Eapy User

and paste) the Verification Code on the
to proceed.
Verify Account
wr—
User Name: Userm3981
E-mail Address: userm3981@gmail.com
11| Page

Copy Rights Disclaimer: Please note that no contents of this document should be replithtad prior conent

of relevant parties2022

act

T

Ver

vV a



foem_

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User GuideSDP

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:

3

EA [ e |
i. By c¢ | i cHulliQuglificationo then click on Next and the system will lead you to the
next page:
Qo -- Q@ s @ Eeow Donmorcnsoes @) B QO -

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

12| Page
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0 --

° [

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 1o:
Provider Name:
Traging Name:

Salect Primary SETA:

Proof of Primary Accreditation and RL:

Registered with DHET
DHET Registrtion StartDate:
BBBEE Ratng:

No. Full e Stsft:

Main Provincs of opsration:
Latitude Degrees:

Lengitude Degrees:

Gontact Details

First Name:
Last Name:
THNo.:
Emall

Physical Acaress:

House Na/Gomplex Name:

Street Name:

~ select —

Provider Coge:

Latitude Minutes:

Longitude Minutes:

FPM-

o

0

‘ B oo

° s._..._o.«[..n..u.n,o B oocsmes
ons

DHET Registration No.:

DHET Registration End Date:

BBBEE Recognition:

No. Contracted Staff. 0

Troe:

Pasition In Grganization:

ceNo:

Postal Adaress:

House Ne /Camplex Name:

Street Name:

Lopged an a5:

Entity Registration Ne.:

Latitude Secands: 0.000
Longitude Seconds: 0000

UsamI0E....sor Tyge: Tralning Frovidse

% Verity Information

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

Shoul d

will highlightthemi s si ng

you

attempt

t

dat a

(0]

cl

n

i ck
AfREDO

on

fiSaveo

as belo

wi t h

W
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oot o s Userma982....ser Type: Training Prowier

O @ o~ @ i @ B Bomnonsons @) Bomren ) e
8

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.:

Eriiy Registrazon Na. value (s required

|

Taangrane: |

Tiading Name vaiue s equied
Salect Primary SETA: — select —
Select Primary SETA vaiue s required

Proot of Primary Accreditation and RL:

Registered with DHET. Y DHET Registration No.:
DHET Registration Start Date: I} DHET Registration End Date: o]
BGBEE Rating: — select — - BBBEE Recognition:
e
No. Full Time Start: Ll = No. Contracted Stafr. L]
Main Province Of Gperation: — select —

Main Proince Cf Cperstian value is requirsd

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

supported Browsers - @ @RID  ©2:022 a0 nghts reserved. i o 551

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

AREDO as bel ow:

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

if the ETQE is not SETA then the MOU Request Letier shoukd be suppled _
O @ cn @ Fe @ Fow @ D @ B @) Fune
,

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. Fi || in all the required details, then cli

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

14| Page
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you click on the ANexto button and t
below:

oSS an a5: Usem 3., User Ty Tramng Provider

Q v @ ¢ @ Eew Dommsonss @) Boe ) 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,

Provider Name

Trading Name
Select Primary SETA:  TRMSTTA - Fibre Frocessing and Manutact
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. Contrseted Statr.
Main Province O Ogeration:  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. Thissteprequi res that you Achecko all

Q@ ¢ @ Ho- Dommomnsoss @) Bomen 0 v

<100 Diowr GIICK 01 Next 10 Save

40 click Back 1o roturm D

Dacument No Palicy Area Pelicy Criteria Checkes

15| Page

Copy Rights Disclaimer: Please note that no contents of this document should be replithtad prior conent
of relevant parties2022

he

t

Sys

he



“Seta

FUTURE PERFECT
SKILLS DEVELOPMENT

LMIS User GuideSDP

Shoul d you attempt to click on ANexto wittheout mar k
system wi ||l highlight the missing data in AREDO

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

>

ih. You can use the indivi edcha®)MS ifem,oreyoulkcdno x e s
simply click on t heocaedteHawaltiterskcheakedb utt on t o

—
o

iii.Once all QMS f i el ds yonheawm @ocdeete the néxtstep af k e d
the application.

o

iv. Once al l QMS fields have been Acheckedoc

o
<

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
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ii.h. When the AQualificationso section is

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.

Satellite

& @ g .
. ) Q0@ & verny
Programme . .
Details ams Scope Staff Delivery Documents Information
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

Qualification 1D - Title - Learning Prog

Supported Browsers : & @ € &  © 2022 Al rights reserved. Multi Domain SSL

s el

17| Page
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“Seta

3.3.1 Qualifications
i. This portion of AProgramme Scopeo all ows vy
well as Learning Programs, you wish to be accredited for with the FP&M SETA.

Should you attempt to click on A Neits thesystemwilbut add
o 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

fiQuali ficationo field, as bel ow:

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
Qualification Learnir _____ _ . _ . e e . h (-}
Qualification ID = Title = Learning Prog

iii. Once the Qualification has been entered, you proceedt o add addi ti onal

Learning Units related to the Qualification.

iv. Youclickon the AChoose Electiveso b unernudonyowta d

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:

Gualification 48643 - Further Education and Training Certificate: Chemical Pulp Manufacturing -

\ 12485 Develop 3 leaming plan 30 3 portoes for assessment s

o 7547 Operate a persanal computer system 3

w73 Agply BaSK business concepts 8

5526 Goach leamers 0

10630 Demonstrate uncerstanding of (he waler reatment and effiuent reatment processes in the pulp and paper 10
o naza Generate chisrine Boxide 1or pulp bleaching E
o 527 Lead ateam, plan, allocate and assess their work 4 =

0 ] 2 3
Crediis: 168 Running Credits: 219
Mot Do 330

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

a. Code 1 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. Creditsi the individual Elective credits as on the SAQA database

d. Selecti 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 Qualification, you clickon t he #AAdd Learning Unito buttor

20| Page
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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:

aaaaaaaaaaaaa

aaaaaaaaaaaaa

Qualification Learning Units e

i. The grid provides you with the following information:

a. Qualification ID T 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 i the proposed start date for the learning unit accreditation and
conforms to the registration start date of the learning unit

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

f.  View US button T this button allows you to view all the Learning Units that you

have captured for the Qualification/Learning Programme, as below:

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

Programme.

. Whenyouclickon t he f Doa,lthe $ystein whl 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 ?

iii. Clicking on fAiCancel 06 abordlksi ndreordef ¥as o np rpa e

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

3.3.2 Unit Standards

23| Page
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i. This portion of #AProgramme Scopeodo all ows you
be accredited for with the FP&M SETA.

ii. Selecting the AUnit Standardso portion of th:
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:

Loaged o as: tisenm3362.._User Type: Traiming Provide.

Plaase select he qualiicalions and unit Standards thal you nNeed 10 bs CONSINENBd in your appicalion. Note tal you must indicale at least one laaming unit Click on Next 1o continue with the process.

Q- O O i @ %o @ i@ Do @ Feomm

@ Unt Standarss ) Skils Programs

Skills Frogram Ham:
Learning Program:

Qualification

sunDae o) Ena Date: &

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 fAAdd Learning Unito |

o Should you attempt to click on AAdd Learning Un
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

i Once nNnUnit Standardo has been selected, choo.

Learning Unsibelowt o savebo
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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 fAUnit Standardso
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swrosw 20180701 & EndDate:  2073.08-30 i

Qualification Learning Units [

Unit Standard Learning Uniits -]

Skills Programs Leaming Units -]

V. The grid provides you with the following information:

a. Qualification ID T 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 i the proposed start date for the learning unit accreditation and

conforms to the registration start date of the learning unit

f. End Date i 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 i 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 fADeletedo button, the s

deletion process, as below:

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

Vii. Clicking on fAiCancel o aborts the deletion pro:

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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Log ot

10008401 85: UsérmINER.._.Ussr Typs: Training Frovcer

Ploase seloct he ‘and unit standards that you nesd to in your application. Note that you must indicats at least one leaming unil. Click an Next o continue with the propess.

Q= @ i @ ¥ @ Jmrn@ Boee @ Fronrrm

) i & _

/ O BriD ® ByToe

Learning Program:

Quannication

Quanncation

‘SIS Program Nams:

Learning Program:

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

u—wﬁm:ﬂ.ﬂ' ©2022 Al RGNt reserved. e

ih Selecting the ASkills Programso option deac
(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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B s & —
By e

Learning Program:

Gualification:

unit swncara:

Skills Program Name: Leather Processing

Learming Program: |

Gualiicaten: 58227 - National Cerlificate. Clothing, Textile, Footwear and Leather Manufacluring Processes

118463 ACCESS 310 USE INToMaNioN oM texts.

an0s Appty basic knowiedge of stalistics and prababisty t Influence fhe use of data and procedures in or

iii.  Once the Skills Program Name and linked Qualification have been captured, you
click on the fiChoose SP Unit Standardso but

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 1 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
c. Learning Type i whether the Learning Unit is a Fundamental, Core or Elective
d. Creditsi the individual Elective credits as on the SAQA database

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

Standard and highlights selected items, as above.
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viii. Once you have added the Skills Program Name, Qualification and linked Unit
Standards, you proceedt o c¢cl i ck on the AAdd Learning Unit
a. Should all the learning unit fields be supplied, the system generates a success
messageandpopul at es t he ogiidas belov:s Pr ogr am

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 T 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 i the proposed start date for the learning unit accreditation and conforms

to the registration start date of the learning unit

e. End Date 1 the proposed end date for the learning unit accreditation and conforms to

the registration end date of the learning unit

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

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

h. Delete - this button allows you to remove the added Unit Standard.
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i. When you cl i c&ko omuttthen ADteHetsystem wi | | pr omg
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 ACancel 6 aborts the deletion pro

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:

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

QO = QO -- Q = et I Qo <«
Qualifications o
endorseds.co.za/SDP/Provider/selectUSLUAjax01 ’\d:rgmquF‘LkiMlA}anjSl’VU%!D'!{:5D5\U:<.md sort=ibs_assessor_id_01-asc I_

iii. The Qualification field consists of the following features:

a. Qualification ID T the gualification 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 i the Learning Programme code that uniquely identifies an
LP as on the SAQA database

d. AssessorIDNumberi The Assessoro6s Government i ssued

e. Moderator ID Numberi The Moder atorodés Government
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f. Save i 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 AAssessorso and fAiModeratorso grids

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

Unit.
Ea [ & |
B GECTIGO B
iv. The Assessor/Moderator Grids provide you with the following Information:
a. Learning Unit Type i Whether the Learning Unit is a Qualification or Unit
Standard
b. Learning Unit ID 7 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. AssessoriIDi The Assessorés Government issued | de
e. ModeratorIDi The Moderatordés Government i ssued 1d

Assessor/Moderator Namei The Assessor/ Moderator6s Name

Identification Document
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g. Delete i 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:

Quallfication/Learning Programme: - Search Fcilitator

Facilitator; - Add LP Facilitator

_ - a

b. The entry fields present you with the following information:
i. Qualification/Learning Programme i the Learning Programme unique
identifier as on SAQA,;
ii. Facilitatorit he Facilitatorés I dentity Number;
iil. Search Facilitator button 1 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:

= LastName

iv. Add Facilitator button 7 clicking on the button once all the required

information has been entered, completes the process.

Should you attemptlLPFaccli tkhtonofiwddhout adding a

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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Facilitator. Add LP Facilitator

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

i. Learning Programme i the Learning Programme unique identifier as on
SAQA;

ii. Learning Programme Title i the name of the Learning Programme;

iii. Facilitator ID Numberit he added Facilitatords 1 den
iv. Facilitator Name i the name and surname of the added Facilitator;

V. Delete button T allows you to remove the added information

Vi. When satisfied with the ETD Staff added to the Learning Units, you click

on fANextodo to proceed.

3.6 Step 5 - Satellite Offices & Delivery Sites
i. ThisStepallowsyout o capture all the Training Provider{
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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Please add your satellte offices by filing the site details and thenn clicking the Add button. Click on Next 1o continus wilh the process

Satellits Sites o
-
Posta ode: . et [ aa |
:
Delivery Sites [-]
I

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

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

b) TelINo.T The site officebs contact numbers

c) Physical Address T the site office physical address.

d) Postal Code i the site office area code.

e) Province 1 the site office Province, this is automatically populated based on the
values given for APost al Codeo, as above.

f) Add button i once all the information required has been captured, you click on

the AAddo button to proceed.

o Should you attemptto cl i ck on AAddo without adding any

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.
. B3 oeuais . B ons . Programme Scope . ET0 sum ° ,:_-‘J_\""“ SR ° [ vecuments . [ versy intomation
[ oo | [ |
Satellite Sites [-]
- - . [ |
OO OO s
. The Site Office grid provides you with the following information
a. Site Name 1 the name of the site office being captured.
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b. TelNo.i Thesiteoffceb6s cont act

Province i the site office Province,

d. Delete buttoni c |

c ki

number s

ng on the fADeleted button
entry.
Programme Offering
iii. The Programme Offering page provides you with the following information:
selD: 33 site Bafazi Creations H
Qualifications -
Unit Standards ©
iv. On this screen, the following information will appear:
e. Site ID T the system-generated unique identifier for the site office added.
f. Site Name T the name of the site office as added by Training Provider.
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g. Qualificationsgridsit hi s shows the fAAvailable Qualif
the AProgramme Scopeo step, as well as AO
the available Qualifications to the site office, grid contents are as below:

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

ii. Title 7 the title that identifies a learning unit as on the SAQA database.

iii. StartDateit he Learning Unitds commencement d

iv. Enddateit he Learning Unités expiry date

v. Add button i clickihgont he A Add o b u ttdaddtheadettaiws vy o u
Available Learning Unit to the site office offering, and populate the unit in
theoreQueel i fi cationso grid as bel ow:

@ Record saved successfully.

————

h. Should you wish to remove the Learning Unit from the site office
Programme Offering, youclickon t he @ De &ndthesystemut t on
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 Gridi you f ol Il ow the same step as fAQual
fAvail able Unit Standardso to the nOffered
Unit Standards [-]
- " » = = = g =
58227 7547 Operate a persanal computer system 2015-07-01 2023-10-26 =
58227 9873 Apply DAsIC DUSINESS CONCEPLS. 2015-07-01 2023-10-28
58227 9926 ‘Coach leamners 2015-07-01 2023-10-26
58227 110030 Demonstrate Understanding of the water treatment and ef 2015-07-01 2023-10-28
58227 114244 ‘Generate chiofing dioxide 1or pulp bleaching 2015-07-01 2023-10-28
OO O®

Vi. Once done, you close the AProgramme Offeri

Vii. Once all the Site Offices and linked Learning Units have been added, scroll down

to ADelivery Siteso as bel ow:
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Delivery Sites

Enity Registration Na
Delivery Site Name
Tracing Name

Select primary SETA:

select

FPM:

Supported Browsers S @@  ©2022 ANrights reserved.

viii. Continue to add Delivery Sites linked to the Training Provider in the fields
provided.
iX. Once done, click on the AAddoOo button t
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Delivery Sites

Entty Registration o
Delivery Site Name:

Trading Name:

Select Primary SETA:

Providsr Cads from non FPEM SETA ETOA:

Physical Address:

Ling 1:
Line 2

Line 3
Postsi Coce: Province: . m

x Bafaz Creations FPM-2022-000035954 Closed

Supported Browsers - S @@  ©2022 Al ights reserved. [rra—

X. Click on AWit hdraddediDeliveoy Sitee move t he

Xi. Click on the ANexto 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 i The Document Upload section
and the Upload Grid at the bottom of the page, as below:
Qo =- QO ~- Q® Qo Q@ oo @ Do Q =
[ o= | [ o |
N S—S—
‘supponea arowsers : S @@  ©2022 AN ngnts reservea. Mt Domain 55
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

" Sateliite Offices &
& & vty otomasion
Delivery Sites

3
= B
Document Type: [
Add ‘mﬁnﬁ
4, Document Type,;

1) Section 1 - Company Documentation

i CIPC Document Auditor Details:

1 Tax Clearance Training Venue:

Certificate: Public Liability Insurance:

= =4 -4 -

Occupational Health and
Safety Audit Report

9 Business Plan:
9 Confirmation of Bank:

9 Audited Financial

statements:

2) Section 2 Quality Management Systems

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

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

1 Minutes of meetings 1 Review templates

3) Section 3 Assessor & Moderator Documents

1 Assessor documents 1 Moderator documents
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4) Section 4 - Training Material

A Skills Programme

9 Curriculum learning 1 Learner Guides
programme overview 1 Facilitator Guide
T Alignment Matrix 1 Notional hour matrix
i Formative T Moderator Guide
Assessment 1 Internal Moderation
1 Summative Report
Assessment 1 Source of Learning
I Assessment Guide material

1 Learner POE guide

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

applications only)

i. File Name 1 this section allows you to upload the document related to what
you selected on ADocument Typeo. You clic
which opens a window for you to select the relevant document then click on

iOpeno to | oad.

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

comments to the document upload e.g. the name of the document.
iii. Add Documenti the button allows you to upload the selected document.

iv. ClickonAAdd Document o button to upload.
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Should you attempt to click on AAdd documento

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.

Q = QO -- ®— @ - Q@ D @ B 0 <

Camments:

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 i The kind of the document uploaded
b. FileNameit he name of the file as saved
c. Comments i the comments added by the user.

d. Deletei the button allows you to remove uploaded documents.
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Should you attempt to click on ANexto button

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. | f all documents are supplied, then

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 AStepo to navi

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.

. & owos ° @ o ° s ° o [ sttt i1 e ° - ° 7 e

Submit Applcation

[ 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

*ﬂlnml‘l Provider Details o

Provider D: 35564 Provider Code:  FPIA.2022.000036964 Entity Registration No.: 201402055308

ProvicerName:  Bataz Creatans

Trading Nome:  Bafazl Creations Piy Li

SelectPrimary SETA:  FPMSETA - Flbee PIOCESSING a0t Manyfaciuring Secior EGUCANan and Traming Avthorty

Proot of PTImary Accreaitation and RL:

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
Gman  usemasazg@gmecom
Physical Address: Postal Address:
supporied Browsers: B @ Q@  ©2022 Alnights reserved. s i 551

Should you attempt to click on ASubmit Applic
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).
ii.h. Once you are satisfied with the contents of th

Applicationd button. The system will generate
below:
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@ 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 fACancel 6 aborts the submissi

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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vii.  The application will now enter the evaluation phase of the Accreditation process. You
can view the progress of their application thr
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