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ILMIS

(Integrated Learner Management Information System)

2. Introduction

Dear Valued Stakeholder,
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. Register yourself into LMIS as the FP&M SETA’s Employer;

ii. Verify the registration with the Activation Code sent by email:

iii. Apply for DG under Projects:

iv. Insert all the required information and save the application as employer;

V. Receive, verify and make recommendations on information submitted by employers to

FP&M SETA management for generation of Commencement Letters.

This user guide only covers Learner Interventions Project Coordination submission
functionality. Below is the URL to access the application:

Application Name Learner Management Information System

URL https://Imis.fpmseta.org.za/

Recommended Google Chrome
Mozilla Firefox
Apple Safari
Microsoft Edge
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Dear Valued stakeholders, please click the link to get assistance with the LMIS System

Register Now &+

LMIS Templates
i Download WSP & ATR Employee i Download DG Appointment Letter il Download OFO Codes Version 2021.xisx i Download Learner Bulk Upload
Template_Type1.xisx Template.docx Template.xlsx
i Download WSP & ATR Employee . Download BEE Affidavit EME General pdf i Download FP&M SETA Occupational

Supported Browsers : & @ € &  ©2025 Al rights reserved. Multi Domain SSL

3. User Login

To gain access to LMIS, you will need to follow the instructions in the activation email or v

isit

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  Login Search ~
Register User
User Name: Nobengazi
E-mail Address: leighrhayes8@gmail.com
User Type: I Employer - I
Password: | eveeeees \
Confirm password: prreee

‘Show Password(s)?: O

\/ I'm not a robot e
reCAPTCHA
Terms
Register —

pg. 4



EFRE&ENSETA

Fibre Processing & Manufacturing Sector Education and Training Authority

FUTURE SKILLS « EMPLOYABILITY « GROWTH

LMIS User Guide - DG

FPE?’)ASETA Q @ i)
i Q _aof

FUTURE SKILLS « EMPLOYABILITY * GROWTH Q

ILMIS

(Integrated Learner Management Information System)

YOUR ACCOUNT IS SUCCESSFULLY REGISTERED!

4. Projects

i. This section of LMIS is for external FP&M SETA Staff. You, as the Employer and
apply for DG Application.

ii. The screen below shows you how to navigate loading a Projects Applications. Follow
this sequence access the DG Application - Projects ~ Applications ~ Projects

Applications. The system will take you to the screen as below:

- = L ” ™ TR TR o L
Administration ~  Levies and Grants ~  Monitoring and Evaluation ~ Reports ~  SDP ~  Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos Log Off
Logged on as: leighrhayes.....User Type: Employer
Financial Year: - Create *ﬂmﬁon
= | o . = | Application Status. =
2409 2024-09-20 Pre-Application
2024 2025-01-11 Pre-Application
2025 2025-01-15 Application
OO OO

iii. Manually, by clicking on the “DG Application” button, the grid below the buttons
allows you to view or edit allocations.
iv.  The grid also provides the following information:

o DGRefNo ¢ No of Employed
e Status ¢ No of Unemployed
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e DG Window

e SDL No

e Trading Name

e Coordinator

e Intervention Type

e Head Office Province
e Project Province

e No of Learners

e Address

5. DG Application

Offer Letter

Cost per Learner

Total Budget Amount

Provider Code

Application Date

Contact Name

Tel Number
Cell Number

i.  To capture the DG Application, click on the green DG Application button as

shown below:

[Administration ¥ Levies and Grants ~ Monitoring and Evaluation

SDP ~ Skills Development Interventions ~

DG Applications

Learners Bulk Upload Templates and Videos Log Off

Financial Year: /

ncial Year =  Application Date

2409 2024-09-20
2024 2025-01-11
2025 2025-01-15

Pre-Application

Pre-Application

Application

Logged on as: leighrhayes.....User Type: Employer

ii. Click the “DG Application” button will direct you to the Learner Intervention > DG

Submissions page as shown below:

Learner Intervention > DG Submissions SETA Funded Employer Registrations

DG Application € —

Administration ~  Levies and Grants ~  Monitoring and Evaluation + m Reports + SDP~  Skills Development Interventions =  Learners Bulk Upload  Templates and Videos Log Off

DG Applications

Logged on as: leighrhayes.....User Type: Employer|

~—

iii.  Clicking the “DG Application” button directs you to the manual capture

process as shown below:
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Administration ~  Levies and Grants ~  Monitoring and Evaluation ~ m Reports *  SDP v  Skills Development Interventions ~  Learners Bulk Upload ~ Templates and Videos Log Off

Learner Intervention > Funded > Learning Interventions

Employer DG Applications. »
DG Applications
SETA Funded Employer Registrations
1. Application Stage ' 3. Evaluation Stage 4. Approval Stage

fields.

Enter the funded a&dehils. Click on Save to save the changes that you have made. Click on Edit to edit an already existing application recor. Please remember to supply all required

DG Window: 20252026 - DG Ref No.: F\/#/2025-2026/000000 Contract No.:
Lead Employer Details
SDL Number: 585992 - Company Reg No.: (
Legal Name: Fibre & Sector ion & Training / Legal Name: FpgM Seta
Entity Type: COMPANY No of Employees: 60 3

Contact Person

This page allows you to add employer details and clicking on the “Save” button.
Attempting to click on the “Save” button without filling the form in full
will highlight the compulsory information in “RED” as below:

Administration ¥ Levies and Grants *  Monitoring and Evaluation ~  Projects +  Reports *+  SDP ~  Skills Development Interventions ~  Learners Bulk Upload Templates and Videos Log Off

Please fill in all the required fields before proceeding.
E-mail value is required

First Names value is required

Last Name value is required

Designation value s required

Contact No. value is required _
Email value is required

Municipality value is required

Project Province value is required

Designation value s required

Email value is required

Learner Intervention > Funded > Learning Interventions

1. Application Stage i 4. Approval Stage

Enter the funded application details. Click on Save to save the changes that you have made. Click on Edit to edit an already existing application recor. Please remember to supply all required
fields.

DG Window:  2025-2026 - DG Ref No.: FW/#/2025-2026/000000 Contract No.:

The DG Application screen is divided into Four sections, as follows:

DG Information — DG Window, DG Ref No and Contact No;
Lead Employer Details
o Add the employer's SDL Number and click on the pop-up number

o The system will populate all the grey fields with the employer’'s details as below:
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Administration ~  Levies and Grants ~  Monitoring and Evaluation ~  Projects ~  Reports ~ SDP ~  Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos Log Off

Learner Intervention > Funded > Learning Interventions

v ®

1. Application Stage 4. Approval Stage

Enter the funded application details. Click on Save to save the changes that you have made. Click g Edit to edit an already existing application recor. Please remember to supply all required
fields.

Bk

DG Window:  2025-2026 - DG Ref No.: FW/APP/2026-2026/030426.01 Contract No.:

Lead Employer Details

SDL Number: 585992 - Company Reg No.: (
Legal Name: Fipre F ing & ing Sector ion & Training / Legal Name: FpgM Seta
Entity Type: COMPANY No of Employees: 60 3

Vi.
Vii.

viii.

Should the grey fields not populate, do check the SDL Number and re-enter.
Continue to capture Lead Employer/Entity Details as shown above.
Then Capture Alternative Contact Details of the Company, as well as Signatory Details

shown below:

Administration ~  Levies and Grants ~  Monitoring and Evaluation ~  Projects ~  Reports * SDP ~  Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos Log Off

Alternative Contact Details(Not the applicant's details)

Signatory Details  ——

AN

First Names: Nobengazi Last Name: poli
Designation: Director

Contact No.: (0735278919 Email: |eighrhayes8@gmail.com

First Names: Nobengazi Last Name: Moloi

Designation: Djrector Email: |gighrhayes8@gmail.com| v

Contact No.: Cell No.:

Learning Intervention Details need to be added in the section.
You must indicate whether the Learning Programme is FP&M SETA.

Learner Intervention Type is key because there are correct amounts
attached.

Make sure the FP&M SETA Learning Unit is checked.
Know the Qualifications and its related LP Approved
Know which Learnership you are running as some Users capture wrong
information which will impact learners at a later stage.
Indicate the number of Employed and Unemployed.

Select the Training Provider as shown below:
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Administration ~  Levies and Grants ~  Monitoring and Evaluation ~  Projects ~ Reports ~ SDP ~  Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos Log Off
Learning Details o
-
Type: P03 -

FP&M SETA Learning Unit?:

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

Leamnership:
Number of employed: 1 =
Training Provider: 24112
Municipality:  eThekwini Metro h

Does the project respond to the following: e

Project Province :

Number of unemployed: 1

Kwazulu/Natal

Disability : Type of Disab Rural Development : Technology based
interventions linked to 4IR :
Economic Recovery : Access to Markets : Job Creation :
SMME Development: Innovation: None:
Employer Declaration

Please note that any false declaration may lead to the termination of the performance contract with the FP&M SETA

xi.  Employer Declaration As an Employer, you will have to declare the accuracy of the

following information (tick on checkbox to confirm):

¢ Whether there is sufficient workspace to accommodate the learners

e Are there sufficient resources available to learners.

Administration ~  Levies and Grants ~  Monitoring and Evaluation ~  Projects ~  Reports ~

Skills Development Interventions ~  Learner:

's Bulk Upload Templates and Videos Log Off

Municipality:  eThekwini Metro

Does the project respond to the following:

Project Province:  Kwazulu/Natal

How many leamers do you plan to absorb upon completion? :

Are all the necessary equipment/resources/tools available to the learners as required?: ¢ Yes

0% ~

Disability: Type of Disab Rural Development: Technology based
interventions linked to 4IR :
Economic Recovery: Access to Markets : Job Creation:
SMME Development: Innovation: None
i
Employer =
Please note that any false declaration may lead to the termination of the performance contract with the FP&M SETA
Is there sufficient workspace available to accommodate all the learners?: ¢ Yes No

o Ce——

Xii.  As soon as the form is completed you can Save the information on LMIS, you should see

the screen below:
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Administration ~  Levies and Grants ~  Monitoring and Evaluation ~  Projects ~  Reports ~ SDP ~  Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos. Log Off

Record saved A
<

Learner Intervention > Funded > Learning Interventions > Supporting Documents

e ® , ® ®
1. Application Stage 3. Evaluation Stage 4. Approval Stage
Document Type:: ype and/or selec -
File Name :
SELECT FILES...

Logged on as: leighrhayes....User Type: Employer

6. Supporting Documents

Once you have completed all the relevant information, click on the “Save” button to
proceed. The “Supporting Documents” tab will activate on successful saving of the
details.

The” Supporting Documents” section allows you to upload the following documents that

are required for the submission of the Workplace-Based Learning Intervention application:

e Accreditation Certification of Training Provider
e Tax Clearance Certificate

¢ Company Registration Document

e BBBEEE Certificate

JAdministration ¥ Levies and Grants ¥ Monitoring and Evaluation ~  Projects * Reports + SDP ~  Skills Development Interventions ~  Learners Bulk Upload Templates and Videos Log Off|
—
Document Type : d/or select —
File Name:

SELECTFILES... | (m—
=
T

~~—

DX ent = File Name — erified = | Remediati —

DELETE Accreditation Certification of Training Provider fmp_seta_9.png

DELETE Tax Clearance Certificate fpm_seta_4.png

DELETE Company Registration Document fpm_seta_2.png

DELETE BBBEE Certificate fpm_seta_1.png

—_

pg. 10



EFRE&ENSETA

Fibre Processing & Manufacturing Sector Education and Training Authority

FUTURE SKILLS  EMPLOYABILITY « GROWTH

LMIS User Guide - DG
lll.  Add Documents — continue to click on this button to complete the document uploading

process.

IV.  Choose the type of document you wish to upload and click on the “Select Files” button and
select the relevant document, select “Open”, then click on the “Add document” button.

V. The added document will appear on the grid, as shown above.

V1. The system will then submit the application, show a success message with a Reference
Number and populates the submitted in the grid.

VII.  An email will be sent to the email address provided as per the application, shown below:

Should you click on “Add Document” with mandatory

information missing, the system produces a warning message

7. Linked Learners

i. The “Linked Learners” screen shows you learner information linked to an approved DG

application, to access it, click on “View” as below:

Administration ~ Levies and Grants ¥  Monitoring and Evaluation *  Projects ¥+  Reports ~ SDP ~  Skills Development Interventions ~ Learners Bulk Upload Templates and Videos Log

v ] g v
1. Application Stage - 3 4. Approval Stage

National ID - Mkhovane

VIEW DELETE EARNER AGREEMEN SUSPEND

ii. Learners can only be updated once the Employer Supporting Documents are all verified,
and the DG application approval process is completed by FP&M SETA Staff.

iii. Once the employer Supporting Documents are verified and DG application is approved,
you can log in and navigate to “Linked Learners” and the screen shown above will
appear.

iv. The Linked Learners tab allows you to either add a new learner or search for a learner.
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7.1 Add New Learner

l. Once the “Add New Learner” button is clicked the system navigates to the Learner Details
page as below:

Administration ~  Levies and Grants ~  Monitoring and Evaluation ~  Projects ~  Reports ~ SDP ~  Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos Log Off

Logged on as: leighrhayes.....User Type: Emplo;
Learner

_ '

Enter the details of the learner. Please note that if the person is single and below 18 years the guardian details are mandatory. 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

1 A
)»uv«m g DHA Deceased DHA Verification Processed By : DHA Verified
Status: Date:
Learner Registration No. :
ldType: - select - - National ID:
First Name : Middle Name : Last Name :
Previous Last Name: Marital Status:  __ gglect -- -
Title: Date Of Birth:  0001-01-01
Race: __ select v Nationality: __ select - -
Home Language: . select - - Gender: . select - -
Citizanshio Status. Seane

II.  You then populate the screen above with Learner information and then scroll further down to
capture contact details.

lll.  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.

Should you click on “Save” with mandatory information

missing, the system produces a warning message

7.2 Supporting Documents

l. This Step allows you to capture all the documents linked to the learner.

1. The Documents section consists of two sections — The Document Upload section and the
Upload Grid at the bottom of the page, as below:
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Administration ¥ Levies and Grants *  Monitoring and Evaluation ¥  Projects ~ Reports +  SDP +

Skills Development Interventions ~  Learners Bulk Upload  Templates and Videos Log Off

Logged on as: leighrhayes.....User Type: Employe}

Documom'rypo:[ |- type and/or select - _

Certified copy of highest qualification - Required = Y

Certified copy of learner ID - Required =Y

Completed Learner Agreement - Required =Y

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

IV.  The upload Grid provides you with the following information:
e Document type — The kind of the document uploaded
¢ File Name — the name of the file as saved on the user’'s computer.
¢ Add Document — Once a file has been selected, you'll then click add document.

e Continue to follow the steps above to add more learners to the intervention.

END
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