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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 
 

 
 
*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://lqa.sabpp.co.za/  Connect to the link 

Step 3  
 

 
 

Enter your username that you received 
from the LQA Department here.  
 
Enter your password that you received 
from the LQA Department here.  
 
Click on sign in 
 

 
 
 
 

Submit the new 
SABPP  template to 
Derisha indicating 
what action* you 

require

Derisha will issue a 
quotation for the 
action* requested

Once proof of 
payment, 

quotation/invoice 
and  SABPP template 

is received back 
from the provider

Provider portal will 
be opened for a 

week, to complete 
the action*

http://lqa.sabpp.co.za/
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Learner Enrolment Journey 
 

Step 1  
 

 
 

To Register a new learner, select ‘Learner List’ 

Step 2  
 

 

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  
 

 

At the top left corner of your screen, there is a 
green button. 

 

This button allows you to Add a new learner. 
Click on this button 
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Step 4 Section 1   

The Learner Profile has 4 Sections to be completed  
 

 
 

Personal Information 

 

 
 

ID Number 
First Name, Middle Name and Last Name 

  
 

 
 

 
 

Within the title field, select the drop-down 
button 
 
Move your cursor over the correct title and click 
to select it 

 

 
 

Please ensure that the learner birthdate is 
correctly captured 

 

 
 

 
 

This section is ONLY completed if a learner is 
using an ALTERNATE ID Number 
 
Move your cursor over the correct ID Type and 
click to select it 
 

 

 
 

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

 

 
 

Either the personal email address of the learner 
or the provider email address can be used 

 

 
 

Either the personal email address of the learner 
or the provider email address can be used 

Step 4 Section 2  
 

 
 

SAQA Information 

 

 
 

 
 

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

 

 
 

 
 

Within the title field, select the drop-down 
button 
 
Move your cursor over the correct title 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 
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Move your cursor over the correct field and click 
to select it 

Step 4 Section 3  
 

 
 

Home Address and Postal Address 

 

 
 

This is a text box field, click in the blank space and 
you can start typing the learners’ address 

 

 
 

This is a text box field, click in the blank space and 
you can start typing the City or Town 

 

 
 

 
 

Within the title field, select the drop-down 
button 
 
Move your cursor over the correct field and click 
to select it 

 

 
 

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

 

 
 

Once all fields have been populated, click on the 
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. 

Step 5 

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

 
 
 

 
 

 
 

At the top of the page, you can now select either 
Qualifications or Skills depending on your need 

 

When selecting the Qualification Tab, the following information appears 
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Select the Add button in the right hand corner 

 

 
 

The following pop up appears 
Select the drop-down option 

 

 
 

Once the drop-down option is selected, all the 
qualifications within the scope of the 
organisation will be listed. 
Select 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. 
 

 

 
 

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 
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Scroll to the bottom of the page and select the 
update button. 

 

 

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

 

 
 

 

 
 

Select the edit button at the bottom right corner 
of your screen. 

 

Skip Step 3 & 4 and continue to Step 5 
 

 

Learner Achievement Journey 
Step 1  
 

 
 

To upload learner achievements, select the Results 
tab 

Step 2  
 

 
 

Select the dropdown option 

Step 3  
 

 
 

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

Step 4  
 

 
 

Select the dropdown option in the Unit Standard 
field 
 
Select the Unit Standard you wish to achieve 
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Step 5 
 

 
 

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

 

 
 

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

 

 
 

The selected Qualification and Unit Standard will 
show in the centre of your screen 

Step 6  
 

 
 

All learners linked to this Unit Standard will appear 
 
All that is required is for you to find the correct 
learner/s  

Step 7  
 

 
 

Tick the box of the learner you wish to upload the 
achievement for. 
 
The system will automatically date stamp the upload 
 
Multiple learners can be selected 

 

Learner Statement of Result Access 
Step 1  
 

 
 

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

Step 2  
 

 
 

Select the qualifications tab. 
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Step 3 
 

 
 

All qualifications within your scope will be listed 
 
Select the qualification you need the learner 
statements for by clicking on the BLUE SAQA ID 

 

 
 

The selected qualification will show at the top of 
your screen 

 

 
 

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

 

 
 

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

 

 
 

If only one Statement of Results is required, click on 
the print icon 

Step 4  
 

 
 

Once the icon or selection option is clicked, a 
download icon will appear at the bottom of your 
screen 

Step 5  
 

 
 

The Statement of results will appear on the screen, 
you can now select either to print it to your printer 
or save it as a PDF 

 


