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SABPP LMS System Guide

To assist with your Provider Data Administration via the SABPP LMS System, herewith a guide. This
guide will take you step by step, through each function of the LMS System. Use the sections to find
the task/action you wish to perform, then simply follow the detailed instructions.

Process flow of tasks/actions

Once proof of
payment, Provider portal will
quotation/invoice be opened for a

Submit the new
SABPP template to Derisha will issue a
Derisha indicating guotation for the
what action* you action* requested
require

and SABPP template week, to complete
is received back the action*
from the provider

*Actions can be either the Learner Enrolments, External Moderation or Certification/FISA Results

Login and Homepage

Step 1
Request a Username and Password from the LQA Department Complete and submit the SABPP LMS
System User Access Request Form

Step 2
| http://lga.sabpp.co.za/ Connect to the link
Step 3

nter your username that you received
Please signin from the LQA Department here.
email address PEnter your password that you received
from the LQA Department here.

Click on signin
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l Provider Activities
&L earner
#Qualifications

= Results

To Register a new learner, select ‘Learner List’

Step 2

Leamer Search

Qualification

First Name = First Nam

Quaficaion | Choose one of

1D Number

First Name | First Name

LastName | First %

Learner Search

Qualification | Choose one of the following
ID Number | 1234567891123

First Name | First Name

Last Name | First Name

A There are no matching learners to digplay.

It is advisable to ALWAYS search for the learner
prior to continuing with the upload.

There are multiple ways to search for a learner,
although using the learner ID number will be

most accurate

®Insert the learner ID Number

» Followed by the search button

At the bottom of your screen you will find the
answer to your search.

As this learner is not found, you can continue
with the new upload.

Step 3

Q  ©Addleamer
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green button.

¥ This button allows you to Add a new learner.
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The Learner Profile has 4 Sections to be completed

Personal Information

First Name Middle Name Last Name

— Please Select -

SAQA Member ID
Passport Number
Drivers License
Temporary 1D number
None

Unknown

Student Number-

Work Permit Number
Employee Number

Birth Certificate Number
HSRC Register Number
ETQA Record Number
Refugee Number

Passport #

Email Address

Contact Number

Title — Please Select - v |

- Please Select —

Dr

Hon

Mr-

Mrs

Ms

Prof

Birth date 31-Dec-

Personal Information

- - @ ———»ID Number
- FFirst Name, Middle Name and Last Name

wWithin the title field, select the drop-down
button

»Move your cursor over the correct title and click
to select it

/PPIease ensure that the learner birthdate is
1969

correctly captured

—This section is ONLY completed if a learner is
ID Typem using an ALTERNATE ID Number

Move your cursor over the correct ID Type and
click to select it

P In this section the Alternate ID number is
populated, regardless of the type of the ID

~___—TEither the personal email address of the learner

or the provider email address can be used

... ——ptither the personal email address of the learner

or the provider email address can be used

Step 4 Section 2

SAQA Information

v

Equity -- Please Select -

— Please Select —
Black: African
loured

Black: Col

White

Mationality - Flease Select-

Version Number 1 November 2017
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Within the title field, select the drop-down
button

wMove your cursor over the correct field and click
to select it

Within the title field, select the drop-down
button
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Citizenship

Language

Gender

Socio Eco

Disability

SABPP LMS System Guide

-- Please Select -- -
Asian countries

Angola

Australia Oceania countrig
Botswana
European countries
Lesotho
IMalawi
Mauritius

North American countries
Other & rest of Oceania
Rest of Africa
South Africa
SADC except SA

[ Seychelles ]
South / Central American c
Swaziland
Tanzania -

-- Pleasze Select --

- Please Select --

Dual (SA plus other)
Other

Permarent Resident
South Africa
Unknown

-- Please Select-

— Please Select —

Afrikaans
English
isiNdebele
Other

seSotho
seTswana
siSwati
tshivenda
Unknown
isiXhosa
xiTsonga
isiZulu

-- Please Select -+

-- Please Select --

Femate—— |

Male

-- Please Select-- v

— Please Select —

Employed

Pensioner/retired (not w.)
Not working - disabled
Not working - no wish to w
Not working - N.E.C.

N/A: aged <15

N/A: Institution
Unspecified

-- Pleaze Select-- ~

Unemployed, seeking work

Not working, not logki H
Home-maker working) to SE|ECt it
Scholar/stident (not w.)
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¥Move your cursor over the correct country and
click to select it

Within the title field, select the drop-down
button

»Move your cursor over the correct field and click
to select it

Within the title field, select the drop-down
button

wMove your cursor over the correct language and
click to select it

Within the title field, select the drop-down
button

P>Move your cursor over the correct title and click
to select it

Within the title field, select the drop-down
button

wMove your cursor over the correct field and click

Within the title field, select the drop-down
button
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— Please Select —

Move your cursor over the correct field and click
to select it

Sight (even with glasses)
Hearing (even with h. aid)
Communication(talk/listg)
Physical (move/stand £tc)
Intellectual (learn g1c)
Emotional (bebev/psych)
Multiple
Disable
Nor
None now - was Sight

None now - was Hearing
None now - was Communic
None now - was Physical
None now - was Intellect
None now - was Emotional
None now - was Multiple
None now - was Disabled US

ut unspecified

Step 4 Section 3

Home Address and Postal Address
Home Address

- ——PThisis a text box field, click in the blank space and

Home Address you can start typing the learners’ address

»This is a text box field, click in the blank space and

City/Town . A
you can start typing the City or Town
: Within the title field, select the drop-down
Province -- Please Select -- v
button
Westemn Cape
Eastern Cape . .
Northern Cape wMove your cursor over the correct field and click
Free State .
KwaZulu Natal to Se|eCt it
North West
Gauten
Mpumalanga
Limpopo

South Africa National
QOutside South Africa

P This is a text box field, click in the blank space and
you can start typing the postal code

rOnce all fields have been populated, click on the
SE HEHREr save member button at the bottom of the screen
»You will receive a notification at the top of your
page confirming the learner has been saved.
@ Learner saved
Step 5

The learner profile has now been successfully created, now you are able to link the learner to a qualification.

* = I
Profile Qualifications Skills

@ Leamner saved

Post Code Post Cos

i

- t the top of the page, you can now select either
Qualfications Qualifications or Skills depending on your need
i
Skills

When selecting the Qualification Tab, the following information appears

Version Number 1 November 2017 5
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Profile ications

Provider Name

© Add

Add Qualification

Qualification Choose one of the following.. '/

Update Cancel

=
National Diploma: Human Resources Management and Practices SAQA ID 49692 (LP ID 61592)
FE luman Resources Management and Practices Support SAQA ID 49691 (LP ID 67463)
93994 (LP ID 94079)

Choose one of the following

National Diploma: Labour Relations Practices: Dispu
Employee Wellness Skills Programme
National Certificate: Generic Management SAQA ID 59201 (LP ID 66069)

Skills Programme:

Qualification I FET Certificate: HuM

Type Name Sel
Core Demonstrate understanding of employment relations 3
Core Recruit and select candidates to fill defined posi 3
Core Induct a new employee 3
Core Participate in the implementation and utilisation 3
Core Perform one-to-one training on the job 3
Core Represent stakeholders in consultations al 3
Core Use the writing process to col Se texts required 3
Core Analyse the skill ‘velopment legislation and app 3
Core asic business concepts 3
Funda Use language and communication in occupational le 3
Fundamental Use language and communication in occupational lea 3
Fundamental Use mathematics to investigate and monitor the fin 4
Fundamental Accommodate audience and context needs in oral com =4
Elective Edit, Code and Capture data a

Elective Take orders from customers to fulfil a need for g O

Elective Conduct follow-up with customers to evaluate satis

Elective Administer data, systems, payments and provide adv g

Elective Manage the capture, storage and retrieval of human g

Elective Supervise work unit to achieve work unit objective 0

Elective Manage individual and team performance

Skill Assess legal contracts for business 0

Elective Assist and support learners to manage their learni 0

Elective Conduct targeted training and development using gi 0O

Elective Work as a project team member ~

SABPP LMS System Guide
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© Add

Status

elect the Add button in the right hand corner

The following pop up appears
»Select the drop-down option

A POnce the drop-down option is selected, all the

qualifications within the scope of the
organisation will be listed.

PSelect the qualification you wish to link the
learner to by clicking on the qualification

»The selected qualification is then shown at the
top of the page

Followed by all the Core, Fundamental and
Elective Unit Standards within the qualification.

»You will find that all the Core and Fundamental
Unit Standards have been pre-selected.

1’None of the Elective Unit Standards are selected,

Scroll through the list of Elective Unit Standards
and select those Electives that you wish to link
the learner to by clicking on the box, once
selected, the box will show a green tick

Version Number 1 November 2017
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Scroll to the bottom of the page and select the
update button.

screen,Aas well as the learner ID number »

In the event of a learner being found in Step 2, the name and surname will appear at the bottom of your

}2’

"

Select the edit button at the bottom rigI‘E corner
of your screen.

Skip Step 3 & 4 and continue to Step 5

Learner Achievement Journey
Step 1

Provider Activities
&L earner List
#Qualifications

= Resllts

lwlo upload learner achievements, select the Results
tab

Step 2

Qualification

Unit Standard

wSelect the dropdown option

Step 3

Choose one of the following

Choos
National Diploma: Human Resources Management and Practices SAQA ID 49692 (LP ID 61592 =
FET Certificate: Human Resources Managemen O SAQA 1D 49691 (LP |D 67463)
Skills Programi

All qualifications within your scope will appear
»Simply select what it is you wish to achieve

Step 4

Apply the principles of employment equity to organ
Apply the principles of employment equity to organ
Conduct targeted training and development using gi
Facilitate learning using a variety of given metho
Perform one-to-one training on the job

Perform one-to-one training on the JGD//
Manage the design, development and review of a hum
Draft an employment contract

Monitor and advise on substantive conditions of em
Manage individual careers

Manage individual careers

Select the dropdown option in the Unit Standard
field

'Select the Unit Standard you wish to achieve

Version Number 1 November 2017
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Qualiication  Skills Programme

Unit Standard l Periorm one-4o-one fraining on the job .

Learner Results a4

% B
® —+
= A
E] o

w
F=)

wOnce your selections have been made, click on the
search button at the top right corner

lwAt the top left corner of your screen the number of
learners linked to this Unit Standard will show

Qualification | Skills Programme /The selected Qualification and Unit Standard will
: - show in the centre of your screen
Unit Standard Perform one-to-one tramlng on the JOD -
Step 6
Name D% ﬁAII learners linked to this Unit Standard will appear
 — Em— | Al that is required is for you to find the correct
learner/s
|
| —
| I
Step 7

Achieved

Completed 11/09/2017.

Registered

Registered

Registered

—

wTick the box of the learner you wish to upload the
achievement for.

Mhe system will automatically date stamp the upload

Multiple learners can be selected

Learner Statement of Result Access
Step 1

Provider Activities
&L earner List
#Qualificati

= Results

WwTo gain access to learner Statement of Results, select
the Qualifications tab

Step 2

e »Select the qualifications tab.
Qualifications

Version Number 1 November 2017
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Step 3
wAll qualifications within your scope will be listed
1495¢ National Diploma. Human Resources Management and Practices SAQA ID 49692 552} 49692 v

FET Cericate: Human Resources Management ang Prachce: AID 49691 (LP

NaTGonaT Dioma La000 Relions Fracices DEpuUte Res

Employee Welness Skils Programme

National Certificate: Generic Management SAQA ID 55201 (LP 1D 65069)

50N

(# National Diploma: Human Resources Management and Practices SAQA ID 49692 (LP D 61

e

Learner Search

Last Name

50515

20160330 El
e
39204 Adtieved E
W51215 Achiesed 8
20130641 Achieved el
20140815 Adhieved )

= 7

= (m]

a o

= (]

a 7]

=3 o

=] o

=] 7]}

Action

Print Selected Statement of Resulis

~—Select the qualification you need the learner

statements for by clicking on the BLUE SAQA ID

wThe selected qualification will show at the top of

your screen

proucan search for a specific learner by populating
any of the fields given

wOr you can scroll down and find the learners you are
looking for in a batch.

}When searching a batch, tick in the box next to the
learner’s name

Once the selected learners have been ticked in the
boxes

PSelect the dropdown option in the action box above
and select ‘Print Selected Statements of Results’

wif only one Statement of Results is required, click on
the printicon

Step 4
- Statement{w}mf/,\/1>Once the icon or selection option is clicked, a
download icon will appear at the bottom of your
screen
Step 5
Statement of Results The Statement of results will appear on the screen,
you can now select either to print it to your printer
Date: 11/09/2017
or save it as a PDF
Mothusi Anderson Moale
ID No: 6608115572087
Skill
Unit Standard Title Code Type Credits Status
Compile and control a budget for a range of office supply 110528 Skill 4 Achieved
requirements
Conduct a disciplinary hearing 10985  Skill 5 Achieved
Conduct a labour conciliation process 119946 Skill 12 Achieved
Conduct a pre-conciliation by telephone in terms of the 114229  Skill 8 Achieved
CCMA rules
Conduct referrals in labour conciliation 119930 Skill 6 Achieved
Manage and conduct an arbitration process 119941 Skill 12 Achieved
Manage and conduct an in limine hearing 119929 Skill 6 Achieved
Manage the capture, storage and refrieval of human 10171 Skill 3 Achieved
resources information using an information system
Manage the design, development and review of a 11906  Skill 3 Achieved
human resource information system
Use communication techniques effectively 12433  Skill 8 Achieved
Use the writing process to compose texts required in the 12153  Skill 5 Achieved
business environment
Total Credits 72
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