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1. Programme Setup 
This section addresses searching, adding, editing and deleting unit standards, qualifications, skills 

programmes, learnerships, artisan programmes, and courses. 

 

2. Unit standards 

2.1 Search for Unit standard 
This section allows users to search for unit standards added on the system. 

Steps Action Screenshot 

1 Click on ETQA; Programme 
Setup; Unit standard setup 

 

2 Capture a unit standard 
code or Title 

 
3 Click on Search 

 
4 Record comes up based on 

the search criteria  
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2.2 Adding Unit Standard 
This section allows users to add unit standards 

Steps Action Screenshot 

1 Click on ETQA; Programme 
Setup; Unit standard setup 

 
2 Click on Create New 

 
3 Complete the details on the 

screen 

 
4 Click on Save 

 
 

2.3 Editing a Unit standard 
 
This section allows users to change data added. 

5 Click on the icon under 
action to open the record 

 

Steps Action Screenshot 

1 Click on ETQA; Programme 
Setup; Unit standard setup 

 

2 Capture a unit standard 
code or Title 
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3. Qualifications 

3.1 Search for Qualification 
This section allows users to search for qualifications added on the system. 

2 Click on Search 

 
3 Record comes up based on 

the search criteria  

 
4 Click on the icon under 

action to open the record 

 
5 Click on Edit 

 

6 The data is then active to 
edit 

 
7 Click on save or cancel 

 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Qualification setup 

 
2 Capture a qualification 

code or Title 

 
2 Click on Search 
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3.2 Adding Qualification 
This section allows users to add qualifications 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Qualification setup 

 
2 Click on Create New 

 
3 Complete the details on 

the screen 

 
4 Click on Save 

 
5 Link unit standards by 

clicking on Qualification 
Unit Standards 

 
6 Click on link 

qualification unit 
standards 

 

3 Record comes up  
based on the search 
criteria  

 
4 Click on the icon under 

action to open the 
record 
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7 Search for unit 
standard select the unit 
standards and their 
type 

 
 

8 Click on link 

 
 

9 Unit standards display 
on qualification 

 

 
 

10 Remove unit standards 
by selecting the unit 
standard and click on 
Remove 
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3.3 Editing a Qualification 
 
This section allows users to change data added. 
 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Qualification setup 

 
 

2 Capture a qualification 
code or Title 

 
2 Click on Search 

 
 

3 Record comes up based 
on the search criteria  

 
4 Click on the icon under 

action to open the 
record 

 
5 Click on Edit 

 

6 The data is then active 
to edit 

 
7 Click on save or cancel 
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4. Skills Programmes 

4.1 Search for Skills Programme 
This section allows users to search for skills programme added on the system. 

 

 

4.2 Adding Skills Programme 
This section allows users to add Skills Programmes. 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Skills Programme setup 

 
2 Click on Create New 

 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Skills Programme setup 

 
 

2 Capture a skills 
programme code or 
Title 

 
 

2 Click on Search 

 
 

3 Record comes up based 
on the search criteria  

 
4 Click on the icon under 

action to open the 
record 
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3 Complete the details on 
the screen 

 
4 Click on Save 

 
 
 

5 Link unit standards by 
clicking on Skills 
Programme Unit 
Standards 

 
6 Click on Link Skills 

Programme Unit 
Standards 

 

7 Search for unit 
standard select the unit 
standards and their 
type 

 
 

8 Click on link 
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9 Unit standards display 
on skills programme 

 

 
 

10 Remove unit standards 
by selecting the unit 
standard and click on 
Remove 

 

 

4.3 Editing Skills Programme 
This section allows users to change data added. 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Skills programme setup 

 
 

2 Capture a skills 
programme code or 
Title 

 
 

3 Click on Search 

 
 

4 Record comes up based 
on the search criteria  

 
5 Click on the icon under 

action to open the 
record 

 
6 Click on Edit 
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5.  Learnership 

5.1 Search for Learnership 
This section allows users to search for learnerships added on the system. 
 

6 The data is then active 
to edit 

 
7 Click on save or cancel 

 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Learnership setup 

 

 
2 Capture a Learnership 

code or Title 

 
 

2 Click on Search 

 
3 Record comes up based 

on the search criteria  

 
4 Click on the icon under 

action to open the 
record 
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5.2 Adding Learnerships 
This section allows users to add Learnerships. 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Learnership setup 

 

 
2 Click on Create New 

 
3 Complete the details on 

the screen 

 
 

4 Click on Save 

 
 

5 Link unit standards by 
clicking on Learnership  
Unit Standards 

 
6 Click on link 

Learnership unit 
standards 

 

7 Search for unit 
standard select the unit 
standards and their 
type 
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8 Click on link 

 
 

9 Unit standards display 
on learnership 

 

 
 

10 Remove unit standards 
by selecting the unit 
standard and click on 
Remove 

 

 

5.3 Editing a Learnership 
 
This section allows users to change data added. 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Learnership setup 

 

 
2 Capture a learnership 

code or Title 

 
3 Click on Search 

 
 

4 Record comes up based 
on the search criteria  

 
5 Click on the icon under 

action to open the 
record 

 



 
 

 
Page 17 of 77 

 

6. Artisans 

6.1 Search for Artisans 
This section allows users to search for Artisans added on the system. 

6 Click on Edit 
 

7 The data is then active 
to edit 

 
8 Click on save or cancel 

 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Artisans 

 

 
2 The system returns two 

sub-tabs: 
*Trades Setup 
*Trade Test Centre 
Setup. 
 
Capture an 
Apprenticeship code or 
Title 

 

 
 

 
3 Click on Search 
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6.2 Adding Artisan Programme 
This section allows users to add Artisan programmes. 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Artisans 

 

 
2 Click on Create New 

 
 

3 Complete the Trade 
Setup details on the 
screen 

 
 
 

4 Click on Save 

 
 

5 Remove unit standards 
by selecting the unit 
standard and click on 
Remove 

 

 

 

4 Record comes up based 
on the search criteria  

 
5 Click on the icon under 

action to open the 
record 

 



 
 

 
Page 19 of 77 

 

6.3 Editing an Artisan programme 
 
This section allows users to change data added. 

 

 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Artisans 

 

 
2 Capture an 

Apprenticeship code or 
Title 

 
2 Click on Search 

 
 

3 Record comes up based 
on the search criteria  

 
 

4 Click on the icon under 
action to open the 
record 

 
5 Click on Edit 

 

6 The data is then active 
to edit 

 
 

7 Click on save or cancel 
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7. Courses 

7.1 Search for Courses 
This section allows users to search for Courses added on the system. 

 

 

 

 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Course 

 

 
2 Capture a Programme 

Code or Title 

 
2 Click on Search 

 
 

3 Record comes up based 
on the search criteria  

 
4 Click on the icon under 

action to open the 
record 
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7.2 Adding Course Programme 
This section allows users to add Course Programmes 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Course Setup 

 

 
2 Click on Create New 

 
 

3 Complete the Course 
details on the screen 

 
 
 

4 Click on Save 

 
 

5 Remove Course by 
selecting the Course 
Programme and click 
on Remove 
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7.3 Editing a Course Programme 
 
This section allows users to change data added. 

Steps Action Screenshot 

1 Click on ETQA; 
Programme Setup; 
Course Setup 

 
2 Capture a Programme 

Code or Title 

 
2 Click on Search 

 
 

3 Record comes up based 
on the search criteria  

 
 

4 Click on the icon under 
action to open the 
record 

 
5 Click on Edit 
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8. Introduction 
This section addressed all functionalities relating to providers. 
 

9. Organisation 

9.1. Organisation Search 
This section addresses the Organisation details screen. 

6 The data is then active 
to edit 

 
 

7 Click on save or cancel 

 

Steps Action Screenshot 

1 Click on ETQA; Organisation  

 
2 Search for a current 

Organisation 
 

 
2 Click on Search 

 
3 Record comes up based on the 

search criteria  
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9.2 Organisation Details  
This section allows users to view Organisation details 

Steps Action Screenshot 

1 Click on the 
Organisation record 

 
 

2 Click on the icon under 
action to open the 
record 

 
3 Record will display and 

editing is required then 
the user clicks on edit.  

 
4 Click on Save 

 
 
 

10. Provider 

9.1. Provider Search 
This section addresses the provider details screen. 

4 Click on the icon under action to 
open the record 

 

Steps Action Screenshot 

1 Click on ETQA; Provider  
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9.2 Provider Details  
This section allows users to view provider details. 

Steps Action Screenshot 

1 Click on the provider 
record 

 
 

2 Click on the icon under 
action to open the 
record 

 

 
2 Search for a current 

provider 

 
 

2 Click on Search 

 
 

3 Record comes up based 
on the search criteria  

 
4 Click on the icon under 

action to open the 
record 
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Steps Action Screenshot 

3 Record will display and 
editing is required then 
the user clicks on edit. 
Only the GPS 
Coordinates field will 
become active 

 
4 Click on Save 

 
 

 

 

 

 

9.3 Site Visits 
 

 

 

Steps Action Screenshot 

1 Click on Site Visits 

 
2 Click on Create New to 

add a site visit 
 

3 Add all the details and 
save the data or cancel if 
data is not to be saved 
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9.4 Accreditation Details 
This section allows users to change data added. 

 

 

9.5 Contacts 
Contacts are added to providers 

Steps Action Screenshot 

1 Click on Accreditation 
details 

 
2 Click on Edit 

 

3 Accreditation details can 
be captured 

 
4 Click on save or cancel 

 

Steps Action Screenshot 

1 Click on Contacts 

 
2 Click on Link Contacts to 

add a Contact  
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9.6 Users 
This section contains all users that have access to the provider profile and the learners against the 

provider. 

 

 

3 Add all the details and 
save the date or cancel if 
data is not to be saved 

 

Steps Action Screenshot 

1 Click on User  

2 Click create user to add 
a new user. 
 
Click on Search User to 
search for existing Users. 
 
Click on Remove user to 
remove any users 
currently linked to the 
provider. 

 

3 Add all the details and 
save the data or cancel if 
data is not to be saved 
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9.7 Adding Scope 
This section addresses the linking and delinking of provider scope. 

9.7.1 Unit standards 

 

 

9.7.2 Qualifications 

Steps Action Screenshot 

1 Click on Unit standards 
 

2 Click on link Unit 
standards to add scope 
or Remove to delete 
scope 

 

3 If Link unit standard is 
selected, then a search 
box is returned to search 
for currently active unit 
standards 

 
4 Select the checkbox of 

the Unit Standard you 
want to be linked to the 
Provider. 

 
5 Click the Link button to 

save the records selected 
or click Cancel to exit the 
Unit Standard page. 

 

Steps Action Screenshot 

1 Click on Qualifications 
 

2 Click on Link 
Qualification to add 
scope   
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9.7.3 Skills Programme 

 

 

3 If Link qualification is 
selected, then a search 
box is returned to search 
for currently active 
qualifications 

 
4 Select the Qualification 

you want to be linked to 
the Provider. 

 
5 Click the Link button to 

save the records selected 
or click Cancel to exit the 
Qualification page. 

 

Steps Action Screenshot 

1 Click on Skills 
Programme  

2 Click on Link Skills 
Programme to add scope 
or Remove to delete 
scope 

 

3 If Link Skills Programme 
is selected, then a search 
box is returned to search 
for currently active Skills 
Programmes 

 
4 Select the checkbox of 

the Skills Programme 
you want to be linked to 
the Provider. 

 
5 Click the Link button to 

save the records selected 
or click Cancel to exit the 
Skills Programme page. 
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9.8 Learners 
This section displays all learners linked to the provider. 

 

9.9 Assessor 
This section displays all assessors linked to the provider. 

 

9.10 Moderator 
This section displays all Moderators linked to the provider. 

Steps Action Screenshot 

1 Click on Learners 

 

2 This is a view of all 
learners linked to 
provider on learners’ 
programmes 

 

Steps Action Screenshot 

1 Click on Assessor 
 

2 Click on Link Assessors 
to add or Remove 
assessors from providers 

 

3 If Link Assessor is 
selected, then a search 
box is returned to search 
for currently active 
Assessors 

 
4 Select the checkbox of 

the Assessor you want to 
be linked to the Provider 

 
5 Click the Link button to 

save the records selected 
or click Cancel to exit the 
Assessor page. 
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9.11 Accreditation History 
This section is a view of all the historical data for the provider accreditation. 

 

 

9.12 Client Relationship Management 
 

Steps Action Screenshot 

1 Click on Client 
Relationship Management  

Steps Action Screenshot 

1 Click on Moderator 

 

2 Click on link    
Moderators to add or 
Remove moderators 
from the provider 

 

3 If Link Moderator is 
selected, then a search 
box is returned to search 
for currently active 
Assessors 

 
4 Select the checkbox of 

the Moderator you want 
to be linked to the 
Provider 

 
5 Click the Link button to 

save the records selected 
or click Cancel to exit the 
Moderator page. 

 

Steps Action Screenshot 

1 Click on accreditation 
history 
 

 

2 The screen will display all 
the history for each 
provider 
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2 From the Communication 
Type dropdown list, you 
have different options 
available to manage the 
Provider’s information 

 
 

 

9.13 Scope Letters 
This section allows the user to generate scope letters and will display scope letter history. 

Steps Action Screenshot 

1 Click on Scope Letters 

 
2 The Scope Letters section 

will return two sub-tabs: 
➢ Generate Scope 

Letters 
➢ Letter History 

 
 

3 To generate scope 
letters, select one of the 
values from the Provider 
Letter Type dropdown 
list, as well as the Scope 
Letter Type dropdown 
list.  
 

 
 
 

 
4 After searching for both 

Provider Letter Type and 
Scope Letter Type the 
system will allow you to 
tick the provider’s 
information 

 

5 Click on Generate Scope 
Letter to generate the 
company’s Letter.   
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6 Once the system has 
generated the scope 
letter for you, you will 
need to click on the 
hyperlinks  

 

7 Click on Letter History to  
view all the letters 
generated. 
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11. Capturing Assessor / Moderator  
This section outlines all the functionality that relates to the Assessor module.  
The following steps needs to be followed to create a new Assessor / Moderator on 
SASSETA Indicium: 

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Person from the 

ETQA Menu 

 
3 Click on the Create New 

button 

 
4 Capture the persons 

details  
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5 Click on the Save button 
to save the information 
captured  

12. Registration of Assessor / Moderator  
The section below outlines the process for Registering the Assessor / Moderator 

 

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  

 
3 Click on Create New 

button to link an existing 
Person  

4 Complete the fields to 
search for an existing 
Person 

 
4 Select the person that 

needs to be registered as 
an Assessor / 
Moderator. The row will 
be highlighted when 
selected 

 

5 Click on the Create button 
to create the Assessor / 
Moderator  

 

6 The system opens the 
Assessor / Moderators 
Menu 
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7 Click on Registration 
Details 

 
8 Registration Details:  

This page allows the user 
to capture the 
Registration Details. 
 
The system will generate a 
File Number when the 
Proposed status is 
selected. 

 
9 Click on the Save button 

to save the information 
captured 

 

 

13. Link Assessor / Moderator Scope 
The section below outlines the process for updating the Assessor scope. When the 

Assessor is linked to the Moderator profile, they will automatically inherit the Assessor’s 

Scope.  

13.1 Unit Standards 
To update the Assessor / Moderator scope with Unit Standards the next steps needs to be 

followed: 

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  
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3 Search for the Assessor / 
Moderator  by adding the 
search criteria 

 
4 Click on the Search 

button  

5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
be highlighted when 
selected 

 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  

 
7 The system opens the 

Assessor / Moderators 
Menu 

 
8 Click on Unit Standards 

 
9 Click on Link Unit 

Standards   

10 Search for the Unit 
Standard by completing 
one of the search criteria 
fields.   

 
11 Click on Search button 
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12 To select the Unit 
Standard the user needs 
to tick the Select box 

 
13 Click on the Link button to 

link the Unit Standard to 
the Assessor / 
Moderator 

 

     

13.2 Qualification  
To update the Assessor / Moderator scope with Qualifications the next steps needs to be 

followed: 

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  

 
3 Search for the Assessor / 

Moderator by adding the 
search criteria 

 
4 Click on the Search 

button  

5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
be highlighted when 
selected 

 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  
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7 The system opens the 
Assessor / Moderators 
Menu 

 
8 Click on Qualification 

 
9 Click on Link 

Qualification  
 

10 Search for the 
Qualification by 
completing one of the 
search criteria fields.   

 
11 Click on Search button 

 
12 To select the 

Qualification the user 
needs to tick the Select 
box 

 
13 Click on the Link button to 

link the Qualification to 
the Assessor / 
Moderator 

 

 

14. Assessor / Moderator Scope Letters 
To generate Assessor and Moderator scope letters, the next steps need to be followed: 

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 
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2 Click on Assessor / 
Moderator from the ETQA 
Menu  

 
3 Search for the Assessor / 

Moderator by adding the 
search criteria 

 
4 Click on the Search 

button  

5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
be highlighted when 
selected 

 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  

 
7 The system opens the 

Assessor / Moderators 
Menu 

 
8 Click on Scope Letters 

 
9 Click on Generate Scope 

Letters 
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10 Select the Assessor 
Letter Type 

 
11 Select the Scope Letter 

Type 

 
12 Click the Search button to 

search for an Assessor or 
Moderator  

13 Click on the Select box to 
generate the  

 

 

15. Registration History  
The Registration History section records all old accreditation Start and End dates to the Assessor / 

Moderator in order for the SETA to keep track of history.  The next steps need to be followed to 

view the Registration History.   

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  

 
3 Search for the Assessor / 

Moderator  by adding the 
search criteria 

 
4 Click on the Search 

button  
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5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
be highlighted when 
selected 

 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  

 
7 The system opens the 

Assessor / Moderators 
Menu 

 
8 Click on Registration 

History  
9 The system will display the 

History of Registrations on 
the page. 

 

     

16. CRM  

16.1 Comments 
Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  
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3 Search for the Assessor / 
Moderator by adding the 
search criteria 

 
4 Click on the Search 

button  

5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
be highlighted when 
selected 

 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  

 
7 The system opens the 

Assessor / Moderators 
Menu 

 
8 Click on Client 

Relationship 
Management 

 

9 Select Comments as a 
Communication Type and 
click on Add Comment 
button 
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10 Add your comment to the 
Comment text Box and 
click on the Add 
Comment button to save 
the comment 

 
11 The system will display the 

comment 
 

 

     

16.2 E-mail  
Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  

 
3 Search for the Assessor / 

Moderator  by adding the 
search criteria 

 
4 Click on the Search 

button  

5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
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be highlighted when 
selected 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  

 
7 The system opens the 

Assessor / Moderators 
Menu 

 
8 Click on Client 

Relationship 
Management 

 

9 Select Email as the 
Communication Type and 
click on New Email 
button 

 

 
 
 

10 Add the Subject and 
message.  An 
Attachment can be 
uploaded.   
Click on the Send Email 
button to send the email.   

 
11 The system will display the 

e-mail sent.   
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16.3 Documents 
Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Assessor / 

Moderator from the ETQA 
Menu  

 
3 Search for the Assessor / 

Moderator by adding the 
search criteria 

 
4 Click on the Search 

button  

5 Select the Assessor / 
Moderator that needs to 
be updated.  The row will 
be highlighted when 
selected 

 

6 Click on the Action button 
to open the Assessor / 
Moderator profile  

 
7 The system opens the 

Assessor / Moderators 
Menu 

 
8 Click on Client 

Relationship 
Management 

 

9 Select Document as the 
Communication Type and 
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click on New Document 
button 

 
 
 

10 Click on the Choose File 
button to upload a 
document.     
Click on the Finish button 
to save the document.   

 

 
 

11 The system will display the 
Document saved.    

 

 

    

17. Introduction 
This section outlines all the functionality that relate to the Learner module.   

18. Capturing Learner Details  
The following steps need to be followed to create a new Learner on SASSETA Indicium: 

Steps Action Screenshot 

1 Click ETQA in the Main 
Menu 

 
2 Click on Person from the 

ETQA Menu  
3 Click on the Create New 

button 
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4 Capture the persons 
details  

 
5 Click on the Save button 

to save the information 
captured 

 

6 Click on Learners on the 
ETQA Menu  

7 Click on the Create New 
button  

8 Add search criteria and 
click on search 

 
9 The records will display. 

Select the Learner record 
and click on the Create 
button to link the Learner 
profile  
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19. Registration of Programmes against Learners  
The section below outlines the process of registering programmes against a learner. 

Steps Action Screenshot 

1 Upon clicking the Create 
button, the system will direct 
you to the Learner profile 
page. 

 
2 Click on Programme 

Registrations to register a 
programme to a learner 

 

3 All the learning programmes 
will display  

 

 

19.1 Programme Registrations: Unit Standards 
The following steps need to be followed to link Unit Standards against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click Unit 
Standards 

 

2 Click on Add Unit Standards 

 
3 The system will prompt you 

to upload the required 
documents prior registering a 
learner to a Unit Standard  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 
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5 From the Learner Programme 
Type dropdown list select the 
Unit Standard value. 
 
System Rules 
You will be requested to 
upload the following 
documents: 

• Certified ID Copy 
• Higher Qualification 
• Medical proof of 

disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 

 
 

 
 

 

6 The uploaded documents will 
display after uploading 

 
7 Return to the Unit Standard 

registration page and ensure 
that the compulsory fields are 
completed. 
 
System Rules 
The system will check if the 
provider linked has scope for 
the Unit Standard you want 
to register to the learner.  
 
Click on the Save button to 
complete the registration 
page. 

 
8 The registered Unit Standard 

will display 
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19.2 Programme Registrations: Qualifications 
The following steps need to be followed to link a Qualification against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click 
Qualifications 

 

2 Click on Add Qualifications 

 
3 The system will prompt you 

to upload the required 
documents prior registering a 
learner to a Qualification  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 

 

5 From the Learner Programme 
Type dropdown list select the 
Qualification value. 
 
System Rules 
You will be requested to 
upload the following 
documents: 

• Certified copy of 
learner ID (Not older 
than 3 months from 
start of programme) 

• Certified copy of 
highest qualification 
(Not older than 3 
months from start of 
programme) 

• Learner registration 
form or signed 
Learner Agreement in 
the prescribed 
SASSETA template 
(all parties) 

• Medical proof of 
disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 
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6 The uploaded documents will 
display after uploading 

 
7 Return to the Qualification 

registration page and ensure 
that the compulsory fields are 
completed. 
 
System Rules 
The system will check if the 
provider linked has scope for 
the Qualification you want to 
register to the learner.  
 
Click on the Save button to 
complete the registration 
page. 

 
8 The registered Qualification 

will display 
 

 

19.3 Programme Registrations: Skills Programmes 
The following steps need to be followed to link a Skills Programme against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click Skills 
Programme 

 

2 Click on Add Skills 
Programmes 
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3 The system will prompt you 
to upload the required 
documents prior registering a 
learner to a Skills Programme  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 

 

5 From the Learner Programme 
Type dropdown list select the 
Skills Programme value. 
 
System Rules 
You will be requested to 
upload the following 
documents: 

• Certified copy of 
learner ID (Not older 
than 3 months from 
start of programme) 

• Certified copy of 
highest qualification 
(Not older than 3 
months from start of 
programme) 

• Learner Registration 
SPO1 form 

• Medical proof of 
disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 

 
 

 
 

 

6 The uploaded documents will 
display after uploading 
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7 Return to the Skills 
Programme registration page 
and ensure that the 
compulsory fields are 
completed. 
 
System Rules 
The system will check if the 
provider linked has scope for 
the Skills Programme you 
want to register to the 
learner.  
 
Click on the Save button to 
complete the registration 
page. 

 
8 The registered Skills 

Programme will display 
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19.4 Programme Registrations: Learnerships 
The following steps need to be followed to link a Learnership programme against a Learner 

on SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click 
Learnership 

 

2 Click on Add Learnerships 

 
3 The system will prompt you 

to upload the required 
documents prior registering a 
learner to a Learnership 
Programme  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 

 

5 From the Learner Programme 
Type dropdown list select the 
Learnership value. 
 
System Rules 
You will be requested to 
upload the following 
documents: 

• Certified copy of 
learner ID (Not older 
than 3 months from 
start of programme) 

• Certified copy of 
highest qualification 
(Not older than 3 
months from start of 
programme) 

• Learner Registration 
form or Signed 
Learner Agreement in 
the prescribed 
SASSETA template 
(all parties) 

• Medical proof of 
disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 

• Employment contract 
with learner on 
prescribed SASSETA 
template for 
unemployed learners 
(signed by both 
parties) 

• Confirmation of 
employment for 
employed learners 
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(on Learnership 
Learner Programme 
Type field) 

 
 

6 The uploaded documents will 
display after uploading 

 
7 Return to the Learnership 

registration page and ensure 
that the compulsory fields are 
completed. 
 
System rules: 
 
The system will not allow 
learners on SETA-Funded 
programmes funded within 
the same financial year to be 
linked to another learning 
programme, except for Skills 
Programmes. This is 
applicable to the following 
interventions: 
•Learnerships 
•Bursaries 
•WIL 

➢ TVET Placements 
➢ HET Placements 
➢ Internships 

•Artisan 
 
Click on the Save button to 
complete the registration 
page. 
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8 The registered Learnership 
will display 

 
 

19.5 Programme Registrations: Artisans 
The following steps need to be followed to link an Artisan Programme against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click 
Artisans 

 

2 Click on Add Artisans 

 
3 The system will prompt you 

to upload the required 
documents prior registering a 
learner to an Artisan 
Programme  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 

 

5 From the Learner Programme 
Type dropdown list select the 
Learnership value. 
 
System Rules 
You will be requested to 
upload the following 
documents: 

• Certified copy of 
learner ID (Not older 
than 3 months from 
start of programme) 

• Certified copy of 
highest qualification 
(Not older than 3 
months from start of 
programme) 

• Signed SASSETA 
Apprenticeship 
Agreement form 

• Medical proof of 
disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 
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• Employment contract 
with learner on 
prescribed SASSETA 
template for 
unemployed learners 
(signed by both 
parties) 

• Service level 
agreement between 
Employer and 
accredited training 
provider 

 
 

6 The uploaded documents will 
display after uploading 

 
7 Return to the Artisan 

registration page and ensure 
that the compulsory fields are 
completed. 
 
System rules: 
 
The system will not allow 
learners on SETA-Funded 
programmes funded within 
the same financial year to be 
linked to another learning 
programme, except for Skills 
Programmes. This is 
applicable to the following 
interventions: 
•Learnerships 
•Bursaries 
•WIL 

➢ TVET Placements 
➢ HET Placements 
➢ Internships 

•Artisan 
 
 
Click on the Save button to 
complete the registration 
page. 
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8 The registered Artisan 
Programme will display 

 
 

19.6 Programme Registrations: Bursaries 
The following steps need to be followed to link a Bursary against a Learner on SASSETA 

Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click 
Bursaries 

 

2 Click on Add Bursaries 

 
3 The system will prompt you 

to upload the required 
documents prior registering a 
learner to a Bursary  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 

 

5 From the Learner Programme 
Type dropdown list select the 
Bursaries value. 
 
System Rules: 
You will be requested to 
upload the following 
documents: 

• Certified copy of 
learner ID (Not older 
than 3 months from 
start of programme) 

• Certified copy of 
highest qualification 
(Not older than 3 
months from start of 
programme) 

• Medical proof of 
disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 

• Learner Agreement 
• Proof of registration 

for the learner 
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• Completion 
Letter/Certificate/Stat
ement of Results 

 
 

6 The uploaded documents will 
display after uploading 

 
7 Return to the Bursary 

registration page and ensure 
that the compulsory fields are 
completed. 
 
System rules: 
 
The system will not allow 
learners on SETA-Funded 
programmes funded within 
the same financial year to be 
linked to another learning 
programme, except for Skills 
Programmes. This is 
applicable to the following 
interventions: 
• Learnerships 
• Bursaries 
• WIL 

➢ TVET Placements 
➢ HET Placements 
➢ Internships 

• Artisan 
 
The Motivation free-text field 
may not be left blank if 
learners linked to SETA-
Funded programmes have the 
following values: 
• Socio-economic status = 
Unemployed and Age 
Demographic = Adult or 
Senior.  
• Socio-economic status = 
Employed and Age 
Demographic = Senior 
 
Click on the Save button to 
complete the registration 
page. 
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8 The registered Bursary 
Programme will display 

 
 

19.7 Programme Registrations: WIL 
The following steps need to be followed to link a WIL Programme against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click WIL 

 

2 Click on Add WIL 

 
3 The system will prompt you 

to upload the required 
documents prior registering a 
learner to a WIL programme  

 
4 Click on Learner 

Programme Documents to 
upload the required 
documents 

 

5 From the Learner Programme 
Type dropdown list select the 
WIL (TVET Placement, HET 
Placement, Internship) value. 
 
System Rules: 
You will be requested to 
upload the following 
documents: 

• Certified copy of 
learner ID (Not older 
than 3 months from 
start of programme) 

• Certified copy of NCV 
qualification (Not 
older than 3 months 
from start of 
programme) 

• Medical proof of 
disability of learner, if 
applicable (this is 
only applicable for 
disabled learners) 

• Employment contract 
with learner on 
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prescribed SASSETA 
template (signed by 
both parties) 

• Completion 
Letter/Certificate/Stat
ement of Results 

• Certified copy of 
highest qualification 
to meet pre-requisite 
entry requirements 
not older than 3 
months. 

 

6 The uploaded documents will 
display after uploading 

 
7 Return to the WIL registration 

page and ensure that the 
compulsory fields are 
completed. 
 
System rules: 
 
The system will not allow 
learners on SETA-Funded 
programmes funded within 
the same financial year to be 
linked to another learning 
programme, except for Skills 
Programmes. This is 
applicable to the following 
interventions: 
•Learnerships 
•Bursaries 
•WIL 

➢ TVET Placements 
➢ HET Placements 
➢ Internships 

•Artisan 
 
Click on the Save button to 
complete the registration 
page. 
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8 The registered WIL 
Programme will display 

 
 

19.8 Programme Registrations: Lecturer Development 
The following steps need to be followed to link a Lecturer Development Programme against 

a Learner on SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab click 
Lecturer Development 

 

2 Click on Add Lecturer 
Development 

 
3 The Lecturer Development 

Details page will display. 
Ensure that the compulsory 
fields are completed. 
 
Click on the Save button to 
complete the registration 
page. 

 
4 The registered Lecturer 

Development Programme will 
display 
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20. Programmes Assessments against Learners  
The section below outlines the process for Assessments of Programmes linked against a 

Learner 

Steps Action Screenshot 

1 Click ETQA in the Main Menu 

 
2 Click on Learners on the 

ETQA Menu   
3 Add Search criteria to 

search for a learner 

 
4 Select the Learner that is 

returned from the search 
criteria. The row will be 
highlighted when selected 

 
5 Click on the magnifying glass 

icon to open  

 
6 The system opens the 

Learner Menu 

 
7 Click on Programme 

Assessments  
8 Programme Assessments:  

This allows the user to 
capture Learning Programme 
Assessments. 
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20.1 Programme Assessments: Unit Standards 
The following steps need to be followed to assess Unit Standards linked against a Learner 

on SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab Click Unit 
Standards 

 

2 Select the line item to upload 
assessments 

 
3 Click on View to see 

assessments uploaded 

 
4 Click on Edit to capture the 

assessments 

 
 Click on the checkbox to 

complete the learner’s 
assessment individually or 
select the “Select All” button 
to assess the Unit Standards 
in bulk 
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5 Search for an Assessor or 
moderator using the 
magnifying glass icon 

 
6 When the assessor or 

moderator is returned, click 
on the record. 

 
7 Click on Select 

 
8 Enter the Assessment Date 

on the Date Picker 

 
 
 
 

9 Click on the Competent 
checkbox 

 
10 Click on the Pre-Approval 

button 
 

11 Assessment has been saved 
successfully 
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20.2 Programme Assessments: Qualifications 
The following steps need to be followed to assess Qualifications linked against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab Click 
Qualifications 

 

2 Select the line item to upload 
assessments 

 
3 Click on View to see 

assessments uploaded 

 
4 Click on Edit to capture the 

assessments 
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 Click on the checkbox to 
complete the learner’s 
assessment individually or 
select the “Select All” button 
to assess the Qualification 
Unit Standards in bulk 

 
5 Search for an Assessor or 

moderator using the 
magnifying glass icon 

 
6 When the assessor or 

moderator is returned, click 
on the record. 

 
7 Click on Select 

 
8 Enter the Assessment Date 

on the Date Picker 

 
 
 
 

9 Click on the Competent 
checkbox 

 
10 Click on the Pre-Approval 

button 
 

11 Assessment has been saved 
successfully 
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20.3 Programme Assessments: Skills Programmes 
The following steps need to be followed to assess Skills Programmes linked against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab Click Skills 
Programmes 

 

2 Select the line item to upload 
assessments 

 
3 Click on View to see 

assessments uploaded 

 
4 Click on Edit to capture the 

assessments 

 
 Click on the checkbox to 

complete the learner’s 
assessment individually or 
select the “Select All” button 
to assess the Skills 
Programme Unit Standards in 
bulk 
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5 Search for an Assessor or 
moderator using the 
magnifying glass icon 

 
6 When the assessor or 

moderator is returned, click 
on the record. 

 
7 Click on Select 

 
8 Enter the Assessment Date 

on the Date Picker 

 
 
 
 

9 Click on the Competent 
checkbox 

 
10 Click on the Pre-Approval 

button 
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11 The Assessment will save 
successfully 

 
 

20.4 Programme Assessments: Learnerships 
The following steps need to be followed to assess a Learnership linked against a Learner on 

SASSETA Indicium: 

Steps Action Screenshot 

1 Within the Learner details 
under the Programme 
Registration tab Click 
Learnership 

 

2 Select the line item to upload 
assessments 

 
3 Click on View to see 

assessments uploaded 
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4 Click on Edit to capture the 
assessments 

 
 Click on the checkbox to 

complete the learner’s 
assessment individually or 
select the “Select All” button 
to assess the Learnership 
Unit Standards in bulk 

 
5 Search for an Assessor or 

moderator using the 
magnifying glass icon 

 
6 When the assessor or 

moderator is returned, click 
on the record. 

 
7 Click on Select 
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8 Enter the Assessment Date 
on the Date Picker 

 
 
 
 

9 Click on the Competent 
checkbox 

 
10 Click on the Pre-Approval 

button 
 

11 The Assessment will save 
successfully 

 
 

21. Programmes Achievements against Learners  
The section below outlines the Programmes achieved against a Learner once they have been QA 

Approved and marked as achieved. 

Steps Action Screenshot 

1 Click ETQA in the Main Menu 

 
2 Click on Learners on the 

ETQA Menu   
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3 Add Search criteria to 
search for the person details 

 
4 Select the Learner that is 

returned from the search 
criteria. The row will be 
highlighted when selected 

 
5 Click on the magnifying glass 

icon to open  

 
6 The system opens the 

Learner Menu 

 
7 Click on Programme 

Achievements   
8 Select the learner programme 

that should be achieved.  

 
9 Open programme and click on 

QA Approval 
 

10 The Programme will be 
successfully approved and will 
move from assessments to 
the Achievements tab 
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11 Programme Achievements:  
This allows the user to view 
Learning Programme 
Assessments against a 
learner 

 
12 Achievements can be viewed 

from this tab 

 

     

22. Introduction 
This section outlines all the functionality that relates to the certification module. 

23. Learner Approval 
The following steps needs to be followed to approve learner before certification: 

Steps Action Screenshot 

1 Click ETQA in the Main Menu 

 
2 Click on ETQA Approval and 

Certification from the ETQA 
Menu 

 

3 Click on the Bulk ETQA 
Approval button  

4 Capture the programme type, 
search for the programme 
type, and lastly search for the 
provider 

 
5 Click on the Search button to 

search the information that 
meets the criteria 

 

6 The information will be 
returned.  
Select the Select all For 
approval to select all the 
learners or tick each approval 
box.  

 
7 Click the Approve button to 

approve the learners as 
complete  
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24. Learner Certification 
The section below outlines the certification process for completed learners on learning 

programmes 

Steps Action Screenshot 

1 Click ETQA in the Main Menu 

 
2 Click on ETQA approval and 

Certification from the ETQA 
Menu 

 

3 Click on Bulk Certification 
Learner  

4 Select the Document Type, 
Print Type, Programme type 
and the remaining filters 

 
5 The results will display for 

learners who have completed. 
Click on Select all or tick each 
learner that needs a 
certificate.  

 
6 Once the learners are 

selected then click on 
Generate New Certificate 
to generate the certificate 

 

7 The certificate will be 
generated 

 

 


