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Save Button – Saves your information after capturing all the required fields 

Close Button – Cancel and closes the process 

  Asterisk – Marks the compulsory fields, All the compulsory fields must be filled in before saving  

Edit/Update Button – Allows you to update any information  

 

Step 1: Navigate to Learners under the QA menu  

 

 

Step 2: Search for the learner using one one of the following criteria: ID Number, Surname, First Name or 

Middle Name then click the search button  

 

 

Step 3: Select the learner and click Update Current Learner  

 

 

Step 4: Click on Assessments and select the programme the learner is linked to on the list  
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Step 5: Select the programme and click the View button 

 

 

Step 6: Capture the Assessor and the Assessment date and the Moderator and Moderation date  

 

Step 7: Check the competent box if the learner is competent, select the Unit Standard(s) then click the 

Update Unit standards button  

 

 

 

Then the assessment details will be updated accordingly  

 

Once all the compulsory Units Standards are competent and the learner has reached the minimum 

required credits the learner can be QA approved by clicking on the QA Approval button. 
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