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B 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

7 Edit/Update Button

Step 1: Navigate to Learners under the QA menu
= Mining Qualifications A

Dashboard

QA

A Assessors

M Moderators

LNR Learners

PR Providers

Step 2: Search for the learner using one of the following criteria: ID Number, Surname, First Name or Middle
Name then click the search button

Learner

o - TG

7

_

Mpho Aaran Tshidzivhe

Mpho Aaran Tshidzivhe
Mpho Nemukula Mashudu
Mpho Aaron Gift

Step 3: Select the learner and click Update Current Learner

Update Current L
Pt Ny Lo Middle Name

Mpho

Aaron
Mpho Aaron
Mpho Nemukula
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Step 4: Click on Registrations and select the programme you want to link the learner to on the list

Learner > Mpho Gift —
sarner » 1y @Hls Programme
€ | B | recisTRATIONS | AssEssMENTs alp s
ntemships
Title = e iRt Name ~ e

GENER!  TVET Placament
Mr v Mpho Candidacy Programme

Artisan

Yes
. Work Exparience
00121761120

Step 5: After selecting any of the programmes you will see the below dashboard where you can Add, Edit,
View, Remove and generate agreement

Learner > Skills Programmes > Mpho Gift

Skills Programme Code Skills Programme Title Q
a o + m
D ° °® o °
Skills Programme Title Skills Programme Title |

Step 6: Add
a. Click on the Add button to link learner to the selected programme

Learner > Skills Programmes > Mpho Gift

Skills Programme Code Skills Programme Title Q

al e +

Add
Skills Programme Title Skills Programme Title ‘

b. Complete all the required fields under programme details, make sure all the compulsory fields (*) are
completed before saving

Learner > Link New Skills Programme > Mpho Gift
a' o

SKILLS PROCRAMME DETAILS

Q Ils Programmi Q
Employer Q Student Number
encement Da (]
Mur
E - rship
! )] Estimat tion D o}

c. Aftfer completing the Programme details click the Save button to save the information. The learner will be
linked to the programme

Learner > Link New Skills Programme > Mpho Gift
a |
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Step 7: Upload Documents
a. Upload the required documents if applicable by clicking on the Documents tab
' 4
| | DOCUMENTS

SKILLS PROGRAMME DETAILS

b. The system will open the below screen, click on upload document

Learne<45ki|ls Programme > Documents

€l o

c. Select the Document type and click the upload file button to attach document from your machine and
click save

Upload Document

UPLOADFILE  f—

CANCEL

d. Select the uploaded document and click the remove document button if you want to delete the
document. Click Yes to confirm the deletion or No to cancel

Learner Skills Programme > Documents Delete Document
al o §4v

ramme document?

Are you sure you want to delete this Lez

Document Type Document

Certified copy of ID Document

NO YES
Step 8: Update/Edit
a. To update the programme details, select the programme and click on the Edit button
. . al o
Learner > Skills Programmes > Abdullah Sujee o
Skills Programme Code Skills Programme Title Q Provide S—
testedBy Mpha - E0003 Q 00SP0O00Y2 - Safety practice Q
a | © + ,‘ i o m ;;\;d-afwlww-euuua Q. | smdent Numb:

ez =)
Skills Programme Title Skills Programme Title

09SP000093 Safety practice [

MQA/SP/2022/09 MQA Safety oz 8 || estimate Completion Date )

01 April 2023 - 31 March 2024

b. After updating the details click the save button to save the changes

C// Learner Skills Programme updated successfully

a | av:\ ENTS

SKILLS PROGRAMME DETAILS
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Step 9: To view the Programme details, select the programme and click on the view button

Learner = Update Siills Programme » Abdullah Sujee
a8

Skills Programme Code Skills Programme Title Q

a e + / 1 6

Skills Programme Title Skills Programme Title = .

09SP000093 Safety practice

Step 10: To Remove the programme record, select the programme and click on the remove button

Skills Programme Code Skills Programme Title Q

€Qa o + /s i_o 0

T ——— s Are you sure you want to remove the learner Skills Programme record?

Remove Learner Skills Programme

09SP000093 Safety practice

NO YES

Step 11: Generate Learner Agreement
a. Select the programme and click on the generate agreement button; the agreement will be

downloaded in PDF format for viewing and
Learner > Skills Programmes > Abdullah Sujee printing

Skills Programme Code AS«)s/Pfogramme Title Q
a e + / 7§ 60

Skills Agreemdnt
Skills Programme Title Skills Programme Title

09SP000093 Safety practice

MQA/SP/2022/09 MQA Safety

b. The agreement will be generated on to your machine, click on the downloaded file to view the
agreement . 3

\ |

i 08Dec2022_638061...zip ~

The same process can be followed to link other interventions.
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