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Dear Skills Development Provider, 

 

Hello and welcome to the Learner Management Integrated Systemôs (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 

Application Name Learner Management Information System 

URL 

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

Recommended Supported ¶ Google Chrome 

¶ Mozilla Firefox 

¶ Apple Safari 

¶ Microsoft Edge 
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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. 

 

 

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 



 

 
LMIS User Guide - SDP 

 

 

6 | P a g e 
 
Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent 
of relevant parties. 2022 

d. Capturing their Professional Experience 

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

 

 

i. To register on the LMIS System, you click on the ñRegister Nowò button to open the 

Registration page as below:  
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ii. You must complete your information shown in the screen below to register as a 

Skills Development Provider: 

 

 
 

 

2.2.1 New Skills Development Providers  

 

i. Skills Development Providers that are NOT Accredited with the FP&M SETA need to 

select ñTraining Providerò under the ñUser Typeò menu and click on the ñNew Providerò 

checkbox.  

ii. The System will then add ñUnknown (0)ò to the ñTraining Providerò field, as below. 
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iii. You can then continue to add the other information and then click on ñRegisterò to 

conclude the process.  
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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 ñTraining Providerò under the ñUser Typeò menu.  

ii. You then leave the ñNew Providerò checkbox unmarked and type the name of the FP&M 

SETA Accredited Provider on the ñTraining Providerò field. The system will populate the 

Provider name and Registration Number, as below:  

 

 
 

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

of the information and click on ñRegisterò 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:  
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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.  

 
 

2.3.1 User Login  

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

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

Activation email.  
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iii. The system automatically populates the ñUser Typeò field in accordance with what you 

have registered for, as below:  

iv. You then click on the ñLoginò button to proceed.  

 

 
 

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

navigate to the ñVerify Accountò (New User Verification) page as below. Enters (copy 

and paste) the Verification Code on the activation email, then click on the ñVerifyò button 

to proceed. 
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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. 

 

 

i. After successfully activating your account and having logged in, you land on the 

application page, as below: 

 

 
 

ii. By clicking on ñFull Qualificationò, then click on Next and the system will lead you to the 

next page: 

 

 
 
 

iii. You continue to fill out your details in the fields provided, as below:  
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Should you attempt to click on ñSaveò with mandatory information missing, the system 

will highlight the missing data in ñREDò as below: 
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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            

     ñREDò as below: 

 

 
 

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

proceed to save the details. Once your details have been successfully captured, 
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you click on the ñNextò button and the system will navigate to the next step, as 

below: 

 
 

 

 

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

Provider. This step requires that you ñcheckò all the relevant fields.  
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Should you attempt to click on ñNextò without marking the necessary QMS fields, the 

system will highlight the missing data in ñREDò as below: 

 

 
 

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

simply click on the ñSelect Allò button to proceed to have all items checked.  

iii. Once all QMS fields have been ñcheckedò, you can proceed to the next step of 

the application.  

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

the application.  

 

 

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.  
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iii. When the ñQualificationsò section is selected, the system only activates the 

related fields to enter information and deactivates the other fields, as below:  
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3.3.1 Qualifications  

i. This portion of ñProgramme Scopeò 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 ñNextò without adding any Learning Units, the system will 

produce an error message as below: 

 

 
 
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 

ñQualificationò field, as below:  
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iii. Once the Qualification has been entered, you proceed to add additional ñElectiveò 

Learning Units related to the Qualification.  

iv. You click on the ñChoose Electivesò 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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I. The Electives grid provides you with the following information:  

a. Code ï 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 ï the individual Elective credits as on the SAQA database  

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

and highlights selected items, as above.  

 

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

the Qualification, you click on the ñAdd Learning Unitò button to proceed.  
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III. The system will generate a success message and add the Learning Unit to the grid 

section, as below:  

IV. Once you are satisfied with the entry, the system will generate a success message 

and populate the information in the grid, as below: 

 

 

 
i. The grid provides you with the following information:  

a. Qualification ID ï 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  
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d. Start Date ï the proposed start date for the learning unit accreditation and 

conforms to the registration start date of the learning unit  

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

conforms to the registration end date of the learning unit  

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

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

 
 

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

Programme.  

ii. When you click on the ñDeleteò button, the system will prompt you to confirm the 

deletion process, as below:  

 



 

 
LMIS User Guide - SDP 

 

 

23 | P a g e 
 
Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent 
of relevant parties. 2022 

 
 

iii. Clicking on ñCancelò aborts the deletion process, and clicking on ñYesò proceeds to 

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

 

 
 
 

3.3.2 Unit Standards  
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i. This portion of ñProgramme Scopeò allows you to capture Unit Standards you wish to 

be accredited for with the FP&M SETA.  

 

ii. Selecting the ñUnit Standardsò portion of the ñProgramme Scopeò 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: 

 

 
 

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

proceed to click on the ñAdd Learning Unitò button.  

 

Should you attempt to click on ñAdd Learning Unitò without adding any Learning 

Units, the system will produce an error message as below: 
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i. Once ñUnit Standardò has been selected, choose ñQualificationò and click the ñAdd 

Learning Unit to saveò as below:  
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iv. Should all the learning unit fields be supplied, the system generates a success 

message and populates the ñUnit Standardsò grid as below:  
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v. The grid provides you with the following information:  

a. Qualification ID ï the qualification code that uniquely identifies a qualification as 

on the SAQA database  

b. Learning Programme ID - the Learning Programme code that uniquely 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 ï the proposed start date for the learning unit accreditation and 

conforms to the registration start date of the learning unit  

f. End Date ï 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 ï 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 ñDeleteò button, the system will prompt you to confirm the 

deletion process, as below:  

 
 
 

vii. Clicking on ñCancelò aborts the deletion process, and clicking on ñYesò proceeds to 

remove the Learning Unit from the application, with a success message as below:  
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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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ii. Selecting the ñSkills Programsò 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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iii. Once the Skills Program Name and linked Qualification have been captured, you 

click on the ñChoose SP Unit Standardsò 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 ï 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 ï whether the Learning Unit is a Fundamental, Core or Elective  

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

e. Select ï 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 proceed to click on the ñAdd Learning Unitò button.  

a. Should all the learning unit fields be supplied, the system generates a success 

message and populates the ñSkills Programò grid as below:  

 

 
 

ix. The grid provides you with the following information:  

a. Qualification ID ï the qualification code that uniquely identifies a qualification as on 

the SAQA database 

b. Unit Standard ID - the unit standard code that uniquely 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 ï the proposed start date for the learning unit accreditation and conforms 

to the registration start date of the learning unit 

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

the registration end date of the learning unit 

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

application is a Core, Fundamental or Elective. 

g. Skills Program Name ï 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 click on the ñDeleteò button, the system will prompt you to confirm the 

deletion process, as below:  

 

 

 
j. Clicking on ñCancelò aborts the deletion process, and clicking on ñYesò proceeds to 

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

 
 

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:  

 

 
 
 

iii. The Qualification field consists of the following features:  

a. Qualification ID ï 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 ï the Learning Programme code that uniquely identifies an 

LP as on the SAQA database  

d. Assessor ID Number ï The Assessorôs Government issued Identification Number  

e. Moderator ID Number ï The Moderatorôs Government issued Identification Number  
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f. Save ï 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 ñAssessorsò and ñModeratorsò grids, as below.  

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

Unit.  

 
 
 

 
iv. The Assessor/Moderator Grids provide you with the following Information:  

a. Learning Unit Type ï Whether the Learning Unit is a Qualification or Unit 

Standard  

b. Learning Unit ID ï 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 ï The Assessorôs Government issued Identification Number  

e. Moderator ID ï The Moderatorôs Government issued Identification Number  

f. Assessor/Moderator Name ï The Assessor/Moderatorôs Name as on the 

Identification Document  
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g. Delete ï 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:  

 
 

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

i. Qualification/Learning Programme ï the Learning Programme unique 

identifier as on SAQA;  

ii. Facilitator ï the Facilitatorôs Identity Number;  

iii. Search Facilitator button ï clicking on the button presents a search 

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

Programme;  



 

 
LMIS User Guide - SDP 

 

 

37 | P a g e 
 
Copy Rights Disclaimer: Please note that no contents of this document should be replicated without prior consent 
of relevant parties. 2022 

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

information has been entered, completes the process. 

 
 

Should you attempt to click on ñAdd LP Facilitatorò without adding any information, the 

system will produce an error message as below: 
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c. The Facilitator grid presents you  with the following information:  

i. Learning Programme ï the Learning Programme unique identifier as on 

SAQA;  

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

iii. Facilitator ID Number ï the added Facilitatorôs Identity Number;  

iv. Facilitator Name ï the name and surname of the added Facilitator; 

v. Delete button ï allows you to remove the added information  

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

on ñNextò to proceed.  

 

 

 

i. This Step allows you to capture all the Training Providerôs 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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iii. The Site information fields allows you to capture the following information:  

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

b) Tel No. ï The site officeôs contact numbers  

c) Physical Address ï the site office physical address.  

d) Postal Code ï the site office area code.  

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

values given for ñPostal Codeò, as above.  

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

the ñAddò button to proceed.  

 

Should you attempt to click on ñAddò without adding any information; the system will 

produce an error message as below: 
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i. The bottom section has a grid that contains the already captured site office 

information as seen below:  

 
 

ii. The Site Office grid provides you with the following information  

a. Site Name ï the name of the site office being captured.  
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b. Tel No. ï The site officeôs contact numbers  

c. Province ï the site office Province,  

d. Delete button ï clicking on the ñDeleteò button allows you to remove the 

entry. 

 

Programme Offering 

 

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

 
 

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

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

f. Site Name ï the name of the site office as added by Training Provider.  
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g. Qualifications grids ï this shows the ñAvailable Qualificationsò as captured in 

the ñProgramme Scopeò step, as well as ñOffered Qualificationsò grid to add 

the available Qualifications to the site office, grid contents are as below: 

i. Qualification ID ï the qualification code that uniquely identifies a 

qualification as on the SAQA database 

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

iii. Start Date ï the Learning Unitôs commencement date  

iv. End date ï the Learning Unitôs expiry date  

v. Add button ï clicking on the ñAddò button allows you to add the selected 

Available Learning Unit to the site office offering, and populate the unit in 

theò Offered Qualificationsò grid as below:  

 

 
h. Should you wish to remove the Learning Unit from the site office 

Programme Offering, you click on the ñDeleteò button and the system 

prompts you to confirm the deletion, as below:  
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v. Unit Standards Grid ï you follow the same step as ñQualificationsò to add the 

ñAvailable Unit Standardsò to the ñOffered Unit Standardsò grid.  

 

vi. Once done, you close the ñProgramme Offeringò page by clicking on ñCancelò.  

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

to ñDelivery Sitesò as below: 
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viii. Continue to add Delivery Sites linked to the Training Provider in the fields 

provided. 

ix. Once done, click on the ñAddò button to finish 
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x. Click on ñWithdrawò to remove the added Delivery Site. 

xi. Click on the ñNextò button to proceed.  
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1. This Step allows you to capture all the documents that support the application.  

2. The Documents section consists of two sections ï The Document Upload section 

and the Upload Grid at the bottom of the page, as below:  

 
 

3. The Documents Upload section allows you to capture the following information:  
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4. Document Type; 

1) Section 1 - Company Documentation 

¶ CIPC Document 

¶ Tax Clearance 

Certificate:  

¶ Business Plan:  

¶ Confirmation of Bank:  

¶ Audited Financial 

statements:  

¶ Auditor Details:  

¶ Training Venue:  

¶ Public Liability Insurance:  

¶ Occupational Health and 

Safety Audit Report  

 

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) 

¶ Minutes of meetings  ¶ Review templates  

 

3) Section 3 Assessor & Moderator Documents  

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

Å Skills Programme  

¶ Curriculum learning 

programme overview  

¶ Alignment Matrix  

¶ Learner Guides  

¶ Facilitator Guide  

¶ Notional hour matrix  

¶ Formative 

Assessment  

¶ Summative 

Assessment  

¶ Assessment Guide  

¶ Learner POE guide  

¶ Moderator Guide  

¶ Internal Moderation 

Report  

¶ Source of Learning 

material  

 

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

applications only) 

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

you selected on ñDocument Typeò. You click on the ñSelect Filesò button, 

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

ñOpenò to load. 

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

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

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

iv. Click on ñAdd Documentò button to upload. 
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Should you attempt to click on ñAdd documentò button without capturing the 

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

    you as below: 
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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:  

 
 

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

a. Document type ï The kind of the document uploaded  

b. File Name ï the name of the file as saved on the userôs computer 

c. Comments ï the comments added by the user.  

d. Delete ï the button allows you to remove uploaded documents. 
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Should you attempt to click on ñNextò button without capturing the required 

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

  as below: 

 

 
e. If all documents are supplied, then you click on the ñNextò button 

to go the Next step.  

 

 

 

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 ñStepò to navigate to that specific page that needs to be 

reviewed:  
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Should you attempt to click on ñSubmit Applicationò button without ticking on 

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

from you as below: 
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ii. You tick the declaration statement (highlighted in Red).  

iii. Once you are satisfied with the contents of the application, you click on the ñSubmit 

Applicationò button. The system will generate a notification confirming the submission, as 

below:  
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iv. Clicking on ñCancelò aborts the submission process and clicking on ñYesò continues to 

submit the application.  

 

 
 

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 through their LMIS Profile ñDashboardò.  

 

 

 

 

 

 

 

 
































































































































































