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A. FLOWCHART

BASIC GUIDELINES IN USING THE SMS

ACCESS SMS Goto w Clck on Enter your username Select ETQAILP™ Click. onthe "ENTER"
I STAKEHOLDER from the dropdown
FOR PROVIDERS —— www.mqga.org.za . LOGIN" —  andpassword men N buttan
[
The Provider Menu
Bar screen will appear an
the next screen
NOTE: Itis Very Important to ensure that your Provider Details are captured on the system before you will be able fo have access to it
Click on "Add Fillin one of the three N Doezthe Person
Add a LEARNER Learner " butten from fields - Sumame, IO or T::rzr;}"‘ebu::: Information existin
Frovider Menu Bar Alternate ID the databaze??
Complete the thiee Click on "Add

LEARN;H fields Learner” buttan

¥
: _—
5 Addthe PERSON Click on"Add
information Person” button

NOTE: The system will determine ifthe persen information of the Learner exists, if it does exist you will only need to complete the three Learner Status fields, if it does not exist, the
system will ask you if you wantto add the information. When you click on the "Yes™ butten, itwill bring up the screen where you can add the information.

Click on "LEARNER™ Search forthe Click onthe "EDIT" Click on the "UNIT Cick onthe "ADD US™
o the menu bar LEARNER button STANDARDS" tsb button
_— —_— e _— [

!

Search for the Unit
Standard with the Code or
with "2

Click i the tick box to.
———» selectthe unit standard

NOTE 1: Only the Unit Standards that is part of the scope of the Provider will appear in the result of the search.
NOTE 2: Itis very useful to have the SAQA codes of the Unit Standards ready when you need to add a Unit Standard.

Click on "Skills Search for Click on the "Add”
¥ Ag on #Click the “Add Click the "Add Skills —me skills )i C01 0 2dd the
the menu Bar Agreement” [con Programme” icon programme programme

|

Click on the "Add” Selectthe

icon o add the skills
Clickthe "Adq e Soorcp forthe — e—) oo to the — rogramme  S— oot the Status
Learner” icon Learner agreement Status Reason

NOTE: Only the Learning Programme that has been approved by the ETQA will appear on the system
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Click on the "A00 Select an ASSESE0R

Add ACHEVE - MEMTS" Seareh forthe Click anthe "EDIT" Click on the "ASSESS fram the dropdown bos
ASSESSMENTS to ) . )
a2 LEARNER ——— hutton from the Provider — 5 LEARKER — buttan — 5, -MENTS"mb & neit o the relevant Uit
Tileriy Bar Standard
Select an MODERATOR Complete the Click, an the "UPDATE"
from the dropdawn bow Assessment Date buttan
— —

NOTE 1: The ASSESSOR field is a compuisory field. The system will not accept the update of the achievement ifthere is no assessor

NOTE 2. Onlythe ASSESSORS linked to the Provider and where the Unit Standard is part of their scope will appear in the dropdown hax,

NOTE 3. The MODERATOR field is not a compulsary field as only a sample of 10% needs to be moderated as per ETQA requirements.
NOTE 4 The ASSESSMENT DATE field is a compulsory field

Click on "PERSON" Feared forthe Click on the "EDIT" Update the relewant
on the menu bar LEARNMER button information

NOTE: You can only update PERSONAL details of the LEARNER on the PERSON page, for example, address information or contact details. To edit details regarding the learmer
status for example, you need to go the LEARNER and edit the details there.

Click on the "UNIT

Yiew the SCOPE of Click on "ASSESSOR Fearcd forthe " .. “
an ASSESSOR or ¢ MODERATOR" on BSSESSOR! ik °';;To n‘"“ QUS JS:MCF;E;?;N .
MODDERATOR * emewby > MODERATOR ¥ —* -

tab to view the scope

NUTED 1TTE SCUPE UTUTE ASSESSUN IS T DT SIENudius RAUITICAUUTES TLEdITITTY FTOgrdimimes UrduUTe ASsessun Is PEITTIUEU WU 955855 d5 PETTIEEUTTY UTe TeqUITETTIeTs urume
ETQA,

Todo & search you need
tafillin one of the three:
fildz,
NOTE: Todo a generic search to get a list of all the specific data enter three percentage signs (%%%) in the search field.

We have created the flow charts above for quick and easy reference, below is further
explanations with pictures on the flow charts above to make it easier for you.
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B. ACCESS TO THE SYSTEM

| STEPS | ACTIONS

NOTE: It is Very Important to ensure that your Provider Details are captured on the system before
you will be able to access the system.

Step 01  Go to the website www.mga.org.za

EVENT
| HOME JI ABOUT US Jl PUBLICATION JI CALENDAR J’ NEWS ROOM Jl CONTACT US J

» WSP - ATR 2011 | LATEST NEWS ey 47 4

7 SKILLS PLANNING Monday, February 07, 2011 The Mining Qualifications Authority
LEARNING CALL FOR APPLICATIONS FOR (MQA) is a Sector Education Training
’ PROGRAMMES DISCRETIONARY GRANTS FOR 2011 - 2012 Authority for the Mining and Minerals
[P R I | Sector. It has since its establishment
= = strategically accelerated the
provision and administration of skills

) STANDARDS SETTING s
Wednesday, January 26, 2011

7 QUALITY ASSURANCE THE NATIONAL SKILLS DEVELOPMENT development projects and
, FOUNDATIONAL STRATEGY (NSDS) III programmes for the Mining and
LEARNING COMPETENCE 7 Read more.. M!ne;als Sectc‘;r. P'Lan% Hllsto':lcally

Monday, December 13, 2010 Disadvantaged Individuals have

pongafeopes INVITI:!I:IDN TO THE MQA STAKEHOLDER fealized thei dreams throlgh thess

> RESEARCH REPORTS ENGAGEMENT FORUMS skills development nedgeemimesciihe

d Alumni Corner has been created to

> QUALITY POLICY — L L8 serve as a port where an impact of
Wednesday, December 01, 2010 what these programmes have done

> TENDERS 5 11SS] 'ISA AR] P can be reflected on. Read more

Read more.. | MQA-I-SHARE 7

| MQA-I-SHARE wIT: M TO COMMENT \ STRATEGY PAPERS LOGINGEIF

UPDATES

DAILY INDUSTRY NEWS 4

Search

Step 02  Click on "MQA I-SHARFE”
Step 03 'Enter your username and password

N
TIONS AUTHORITY

Bl a2
MINING QUALIFICA

Logonto: ETQA & LShips v

IEnter” Change Password |

! Your username will only be created once an application has been made to the MQA ETQA who will verify your
information and send this to Deloitte for creation. Please go the MQA website to download the form. Please
remember that your username is created by using you ID and your password is created using your surname. The
password can be changed at any time by yourself
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http://www.mqa.org.za/

| STEPS | ACTIONS

Step 04  Select "ETQA/Lship" from the dropdown menu
Step 05 Click on the "ENTER" button
Step 06  “Click on the organisation you are registered to

You are linked to the following providers:
[Fleaze click on a provider ta login in as
their contact]

Test Organisation - TOOO00000

Cancel

2 please note that the accredited body will be the organization you will have access to. All organization sites will be
linked to the main accredited body and there will not be separate logins for these other sites.
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C. ADD LEARNER

| STEPS | ACTIONS
Step 01  Click on "Add Learner" button from Provider Menu Bar
Provider Dazhboard Menu
Add a Learner
A&dd an Achievement
Change Provider
Don’t click on the learner on the upper menu bar as this wont link the learner correctly.
PERSON PROVIDER EMPLOYER MODERATOR ASSESSOR :-
AGREEMENT INTERNSHIF CUSTOM REPORTS HOME EXIT
Step 02  Fill in one of the three fields - Surname, ID or Alternate ID
Leamer
Sumame 1
Identity Humber l:l H @ %
Alternate Identity No. l:l Search Li‘jgw Reset
Centific:ate Mo, l:l
Step 03  Click on the "Add Learner" button

Leamner

Sunane

ariy N 1 .
i) v}

Altemate |dentity No Search " E‘:gy Reset

Cenicae o E— X/

ComramE. Wemm | Identity Number \?‘/ Person information does not exist.Would you like to add the Person Details?

In the example above the learner surname was completed: Marais; the database
immediately picked up that this person information does not exist therefore you will need to
create the person.

In the example below the learner already exists in the database and you are asked whether
you would like to add this learner to your provider.

PERSON PROVIDER EMPLOYER MODERATOR ASSESSOR LEARNER LEARMERSHIP PROGRAMME UNIT STANDARDS
[AGREEMENT CUSTOM REPORTS HOME EXIT

Learner
Sumame L 1
Identity Mumber EE04075061088 an Sx
e — 3
Certificate Mo, l:l L] The learner does exist in the system butis not linked to your provider,

- Please go to the provider screen to link the learner
Surname. Mame | Identity Number

Mo Learners found for your Search Criteria. Please re-enter a new Search Criteria

When you receive this message please ensure that this is the correct learner and that this
learner needs to be linked to your provider.
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| STEPS | ACTIONS

Step 03 o
(Cont)

Click on the provider tab
Fill in your company details

PERSON PROVIDER EMPLOYER WMODERATOR ASSESSOR LEARNER LEARNERSHIP PROGRAMME UNIT STANDARDS
[AGREEMENT CUSTOM REPORTS HOME EXIT

Provider
Legal Name
Tisce — ;
# W
SoLe —
Conpary Registtion o ——
ProidesFeisaton o —
o Click search
PERSON PROVIDER EVMPLOYER MODERATOR ASSESSOR LEARNER LEARNERSHIP PROGRAMME UNIT STANDARDS
|[AGREEMENT CUSTOM REPORTS HOME EXIT
Provider
Logaitisns —
i Haro — ” %N
)
soLo 1
Company Registration No |
Provvider Reegistration Ho | |
Legal Name | Trading As SDLNo CoReg Provider ReaNo | Edit | View |
Test Diganisation Test Diganisation 000000001 ‘Ug’ MQA/D0IB/PA/DTT @
. Click Edit
PERSON PROVIDER EMPLOYER MODERATOR ASSESSOR L L SHIP PRO UNIT STANDARDS
[AGREEMENT CUSTOM REPORTS HOME EXIT
Provider
Legal Name | |
Trade Mame | | %
[
SDL Mo
| | Reset
Company Reg Mo | |
Provider Reagistration No | |
Details Addresses Contacts | Site Info | Unit Std Qualification | Programme | Appeals
Learnerships | Agreements | Audit fszes=or | Moderator | Learners Employers Discretionary Grant
Organisation Mame [ | Provider Accredtation Mumber | |
Trading Name [ | Date Application Received [o1/01 /2008 |
Legal Status | | Pravider Int/Ext External hd
Registration Mo | | Pravider Class Financial hd
Registration D ate | | Quality b anagement Spstem PeapleS oft v
‘Years Trading | | Aceredit Start Date | |
SARS No [ | Aceredit End Date [ |
° Click on the learners tab on the sub menu
Provider
Legal Name e
TradsNamo EErETE— N
v
SDL Mg omoooomt ] Ao e
Lenrner
Compary Reg o 1]
Piovider Registration No [ie/mMos/moe3/ma/on 08 |
Details ~ddresses | Contacts | Site Info | Unit Std | Qualification | Programme | Appeals
Learnerships | Agreements | Audit Assessor | Moderator | Learners ~ Employers | Discretionary Grant
Last Name First Mame Mational ID iew

[Bosos ]
Menced ]
oo 1]
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. Click on the add learner button

o Fill in the learner ID number
ETGA - Learnerships
User Hame : Test A Test B
Logged on as : Provider
Seta Hame : MQA
PERSON PROVIDER EMPLOYER MODERATOR ASS
| T_CUSTOM REPORTS HOME EXIT e Webpage Dialog
“g http:/f196.4.89. 14/etqa/Provider_AddLearner.asp?sType=P&lProvID=280rgid=1 v -
Provider | |
Legal Mame Test Drganisal] Learner
TN e —
SOLMa 1000000001 H %
L
Company Reg No Hmeer BEOAI7S0R1 00 Search Rezet
Provider Registration Mo 16/M G400
Al 1D Hurber 1 -
‘ Details | Addresses | Contacts | Site I :
| Learnerships | Agreements | Audit | Asses
Last Mame B
Kleingeld
hittp:/f196,4.82. 14/etga /Provider _AddLearner,asp?sType=P&lProvID=280rgid=1 0 Internet
ategan
Manuma Eunene TANG235EE0082 @
¢ Click on the Search button
IODERATOR AS SRS e e e e e e
IME EXIT /A -- Webpage Dialog M|

£ | http://196.4.89. 14/etga/Provider_AddLearner.asp?sType=P&lProvID=2&0rgid=1 A

Test Diganizall | Learner |
Sumame | |

@ 1D Nurnber [ | H <u.’§

|: Alternate 10 Mumber [ | Search Reset

B

Alternate 1D
Name ID Number Mumber ‘ Add
mincte [ sie 1| | Kleingeld Duwain 6604075061088 @ —
dit Asses
http://196.4.89, 14/etga /Provider_AddLearner.asp?sType=P&ProvID=2&0rgid=1 0 Internet
—— T T =
) Click on the add button

You may now go back to the learner tab on the main menu and view the learner information
and complete the additional information of this learner.

Step 04 Does the Person Information exist in the database??

NO — Goto Step 5
YES - Goto Step 7

NOTE: The system will determine if the person information of the Learner exist. If it does
exist you will only need to complete the three Learner Status fields. If it does not exist, the
system will ask you if you want to add the information. When you click on the “Yes” button it
will bring up the screen where you can add the information. Please see steps 5 and 7
below
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| STEPS | ACTIONS

3Step 05 Add the “PERSON information

=
Person Rl
Details
Title - Socio-Economic Status I -
First Name I Disabilty Status I =
il ares — Becgrepticsl rea =
E— I Phane No. Business L 1]
EThe e
Maiden Name I
Iniials L 1 Phone Hurbr Home
PR
RS D Number I Cell Number
Altemate 1D Type = Fae Murmber
T e
Altemale |0 Number I Email I
D ate of Birtth dd/mmicopy Cormmunication bethod I -
Gender - Person Status I -
Equity hd = ¢ Effective Date dd/mm/couy
e Bzl 1 S Rz  — |
e —r— I Status Comments [ =B
Years in Dccupation 1 Last Updated Dperatar Felser,_fndries
Hationality - FRecord Last Updated 4/8/2003
Citizen Residence Status -
Home Language -

Step 06

Click on ""Add Person" button

Learner
Sumans ]
Identity Mumber 7303050309387

Alternate [dentity Mo,

Certificate Mo

Surname, Name

L ]
[

‘ Identity Humber

Alternate |dentity No.

Add

Search
Lerrner

[ Add

b, b

Step 07

Learnes
Sumname
Ity M umbes

Altemate |danti Mo

[Gotaiis]
Thte
s
S
R
RS A Idantily Na
Chizen Fiasidential Statss
Gandar
Eauis
Disabilly Status
FERDLOREED
Highast & duaation
RN
Home Tel No
FarNo

Cell

7303050309987

du Flessis
66100601 20052

Complete the three LEARNER fields

Ermail
Methad af Communication
Drate of Birth

Maticnalin

Laarnsr Status
Status Date
Status Faason

Status Comments

Frecord Last Updated

Last Lpdated Opsratar

[Erctiea =1
01701 72002
MMeme =1

3 Current occupation for a person who has never worked and are then signed onto a Learnership or apprenticeship —
the MQA recommends you use the Term “ Learner”.
Socio economic status for 18.2 Learners is confirmed as “Unemployed looking for work”. This is the most generic way

to describe such persons

Status reason — For any “Active” learner (someone you have signed on) this is always “Registered”

* For Alternative Id numbers please place the learner Alt ID number in the Alt ID field as well as in the ID number

field. Remember to select passport as the type

5 . . . . .
You cannot click on search unless the learner has been created. Initially you will click on add learner and once this
has been successful you can search for your learner
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| STEPS

| ACTIONS

Step 08

Click on "Add Learner" button

[FERSG1 PRGVIDER EVPLGVER WODERATOR ASSESSON LEANER LEAIERSHIP PROGRAMIE UNT STANDARGS
CusTON REPORTS HOWE EXIT

Learner

Identity Hurber [meoaziozaose ] »
Abernate Identity No. — L“E’,?:, :ﬁé'
CatifcataHo ]

“Details | Addess Agieements ‘Achievements Emploer Frovider Parent/Guardian | Urit Standards | Skils Programme | Assessments Documents Follow p | Artisan Development] Abet
Tite [ ] Cel L 1

Hame E— Methodof Commuricsion [0 ]

Sumeme for ] Date of Bith [ztmarsese ]

Meden Hare 1 o T —

R34 Identity Ho [mengoiozannse ]

GizenResniasine [ ] oF0 CENFD

Gender [ge ]

Equity [Black Indantfsion ] Leamer Status Enralled v

Disability Status [Hore ] Status Effective Date

[E— T Status Reason Fave Leanst 3

Complete the additional fields that have been created specifying the exact information as
this will pull through to reports and targets as is needed by MQA.

The system will now allow the user to access any of the sub menu items until you
have completed the three areas as showed in step 7. Once this has been
completed and you click on add learner in the search field the icon will change to
update learner and the greyed out fields will become operational for your use.

Please note the following:

Address Information
The system will allow the user to go to the address details. The address details
default from the person table. Any updates that are to be done to this leaner
need to be done on the person screen; this due to the fact that this information
pulls across to all areas of the I-Share system. Completing it only on the learner
tab would not automatically rectify the areas on the other areas of the system.

Please note that the agreements will only be linked from the agreement
function. If an agreement was signed by the learner and registered by the MQA
the information will appear on the agreement screen and the detail can be
viewed from here.

Version 6 — Date 28 March 2012
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D.

ADD A SKILLS PROGRAMME TO A LEARNER

STEPS | ACTIONS
Step 01 | Click on "Skills Agreement" on the Main menu bar
GANISATION PROVIDER
SHILLS. AGREEMENT Al
Step 02 | Click on “Add Agreement” Icon
Skills Agreements
Skills Agreement Ref No (I
1D Number ]
Eﬁh sgiemen
Step 03 | Complete the following fields:
Fiet o 1 Skills Frogramme Status Created -
Skills Programme | I | Status Reason ~
@ Add Skills Programme Status Effective Date
[ 1 c Date e ——
@ Add Leamer Completion Date
Couedae CopuedBy T —
Regisaton Dats T —— Regitered By 1
Approval Date e Approved By | I |
Small Scale Mining
Field Value Rule
Ref No System Generated
Skills Programme Add Skills Programme System will only make SP’s linked to

Provider Scope available for selection

Learner

Add Learner

Skills Programme Status

Default to ‘Created’

Once the user has uploaded required

documents, the system allow them to

change the status to “Registered”

Status Reason

Met Requirements

Status Effective Date Format dd/mm/yyyy Date of capturing
Commencement Date Format dd/mm/yyyy Date when learner starts training
Completion Date Format dd/mm/yyyy Date when learner will be done with the

training

Captured Date

System Generated

Default to the date when SP was captured

for learner

Captured By

System Generated

Default to details of person who captured
the SP

Registration Date

System Generated

Default to the date when SP was registered

Registered By

System Generated

Default to details of person who reigstered
the SP

Approval Date

System Generated

Default to the date when SP was approved

Approved By

System Generated

Default to details of person who approved

the SP for certification

Small Scale Mining

Tick box

Should be tick if this is part of the Small
Scale Mining Project.
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Step 04 | Click on the “Add Agreement” button to save the information captured.
Add
Lgreeme nt
Step 05 | Click on the “Providers” to link the agreement to a provider
ils | Providers Employvers | Documents
Click the “Add Provider” icon
FrﬁEHﬂEr
Complete one of the fields and click the “Search” icon
Provider
Legal Mame [Eafakend |
Trade N
rade Marne [ | ﬂ %
SOL Ma | | Search Reset
Company Registration Mo | |
Select the Provider Type and then click the “Add” icon
Providerl
Legal Mame [ |
Trade Mame
| ' w0
SOL Mo | | Search Reset
Company Registration Mo | |
Legal Hame | Trading As SDLHo Co Reg | Type | View | Add |
BAFOKENG RASIMONE MANAGEMENT BAFOKENG RASIMONE = =
SERVICES PTY LTD MANAGEMENTSERVICES PTY LTD LIS RS D
Step 06 | Click on the “Employers” to link the agreement to an Employer where applicable

Details | Providers | Employers Documents

Click the “Add Employer” icon

Add
Empio yer
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Complete one of the fields and click the “Search” icon

Employer

Legal Mame |Eafokend |

Trade Mame | | ﬂ (}g
Search Reset

SDL Mo | |

Compary Regiztration Mo | |

Select the Employer Type and then click the “Add” icon

Employer
Legal Mame |Bafnkeng |
Trade Mame [ | ﬂ ?\E
Search Reset
SDL Mo | |
Compary Reg Mo | |
Legal Hame | Trading As | SDLNo | Co Reg | Type | Add|
BAFOKENG CHROME g pnkENG CHROME HOLDINGS LO70730686 0 Leading Employer - @

HOLDIMNGS

Step 07

Click on the “Documents” tab and upload the necessary documents

Chscret

For Normal Skills Programmes upload:
o A certified copy of the ID document/Passport
e Signed Skills Agreement
For OHS Skills Programmes upload:
o Certified copy of the ID Document/Passport
e Signed Letter of appointment on a letter head of the Employer (in the case of a
safety Rep) OR Election letter (in the case of a Safety Steward)
e Signed Skills Agreement
e Signed Attendance Register

The system will make the Skills Programme Form available for printing:

Ref No | commen te [ 1D Humber
SPA/ZB0511/945382 7310225440083

Skills Programme Agreement

Version 6 — Date 28 March 2012
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E. ADD ASSESSMENTS TO A LEARNER

STEPS | ACTIONS

Step 01 | Click on "LEARNER" on the menu bar

N7
PERSON PROVIDER EMPLOYER MODERATOR ASSESS0R LEARMER
AGREEMENT INTERNSHIP CUSTOM REPORTS HOME EXIT

Step 02 | Search for the LEARNER

ETGA - Laeriarilig
Upar Mamas ; Laara du Messs

Logoed on aF | Provider

FERSON PROVIDER EMFLOYER MODERATOR ASBESSOR LEARNER LEARMERSHIF
AGREEMENT MOME § T

Leamer
E— —
TR — "

et iy o ————

{1
iv’

Step 03 | Click on the "EDIT" button

Surname and Name | 1D Humber Al 1D Humber. | Edit | View | Delete |
de Beer Koos 70121207 20082 &l @} x

Step 04 | Click on the "ASSESSMENTS" tab

Details Address Agreements Achievements Employer Provider Parent/Guardian Unit Standards Learning Prngrammel Assessments

Qualifications [Agreement]
Mo Qualifications Found

Programmes / Qualifications [Non Agreement]

Code Dezciiption Type Leamer Status Status Effective Date  Update  Edit/View

' | [ | | | v e ] e @

Unit Standards
Mo Unit Standard/s Found

Step 05 | Click on °edit/view and the following information will be provided for completion

PERSON PROVIDER EWPLOVER WODERATOR ASSESSOR LEARNER LEARNERSHIP PROGRAMME UNIT STANDARDS
[AGREEWENT CUSTOM REPORTS HOWME EXIT

Leamer
Sumans [
Identity Number [eepeztoenoes ]
W)
Altermate Identiy No. [ Reset
Cetiicate Mo. ]
Detals | pddess | Ageements Ackievements | Employer Provider | Petert/Guerdian |  UnitStandards | Skils Programme | Assessments Documents | Follow Up | Artisan Development] Abet
(Agreement)
= Leamerstip Tile Required Credits Totsl Fundamentals Achieved  Total Cors Ackisved Totel Electives Ackieved Total Credis Achieved Edit/view
J [ J ] [ I[ I[ | ] B
- Leamerstip Tile Required Credits Tolal Fundamentals Achieved  Total Core Achieved Total Electives Achieved Tatal Credis Achieved EditView
I I I [ Il Il Il |

Qualifications [Non Agreement]
+ Found

i your screen is too small you will need to move the page to the right to be able to view the edit/view button
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STEPS

ACTIONS

Step 06 | Select an ASSESSOR from the dropdown box next to the relevant Unit Standard and
complete the assessment date
EE = Kl
i‘ ILIED Il I US Level ’Cvei| Zﬂuh Y = Maderate = E vusnsy/F!FLu
E L | TS T s 5 ~ (]
el [ T e = - = =
£ [ e ) ~ - O
== | ] 3 O ~ = =
| | e S ~ - [
] [ T e - 2 =
T [ e ) FE— > -~ (]
| [ e Y ~ ~ ~
| | IR I R R ~ - 5
| | IR [ Ny = ~ - [}
j— ] ez ] B O - 0 =]
=k = = = S =
Step 07 | Select a MODERATOR from the dropdown box (if applicable) and complete the moderation
date
Step 08 | "Complete the Equivalency/RPL if the learner has achieved the fundamental previously
Step 09 | Click on the "UPDATE" button.

NOTE 1: The ASSESSOR field is a compulsory field. The system will not accept the
update of the achievement if there is no assessor.

NOTE 2: Only the ASSESSORS linked to the Provider and where the Unit Standard is par
of their scope will appear in the dropdown box

NOTE 3: The MODERATOR field is hot a compulsory field, as only a sample of 10% needs
to be moderated as per ETQA requirements.

NOTE 4: The ASSESSMENT DATE field is a compulsory field.

NOTE 5: Once the credits for the specific programme has been met by the learner the
information will automatically be passed onto the ETQA who will be able to generate a
certificate for the learner

NOTE 6: The learner information will move to the achievement tab once the ETQA has
Approved the assessment information and generated the certificate of the learner and all
the information can be viewed from this tab. And a statement of result can also be printed

" This is only applicable to fundamental unit standards and the learner has achieved e.g. a Matric / Grade 12 at the
relevant level of the specific qualification

Version 6 — Date 28 March 2012
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F.

ADD ABET PROGRAMME TO A LEARNER

STEPS | ACTIONS
Step 01 | Click on the "ABET. ENROLLMENT" from the Main Menu Bar
LGREEMENT SKILLS.AGREEMENT ABET.ENROLLMENT
Step 02 | Click on the “Add Form” icon
Add
Form
Step 03 | Complete the following fields:

Learner Cg |

Employer SDL Mumber @ |

ABET Programme Fleas
Financial v'ear

Time: Period

Source Document

Full Time

01 April 2012 - 31 March 2012

-

Uploading available after Form creation.

ABET Enrollment Status

Status Reason

Status Effective Date

Commencement [ ate

Field

Value

Rule

Learner

Add Learner

® (Click the lcon @ on the learner
field
e Search and Add the learner to the

Enrollment form

Employer SDL Number

Employer SDL Number

® Click the Icon C& on the Employer
SDL Number field
e Search and add the Employer to

the Enrollment form

ABET Programme

Learner ABET

Programme

Select the ABET level from the dropdown

list

Financial Year

Financial Year

Select the financial year from the dropdown

list

Time Period Time Period Select the time period from the dropdown
list

ABET Enrollment Status | Registered System will default the value to “Registered”

Status Reason

Met Requirements

System will default the value to “Met

Requirements”

Status Effective Date

Format dd/mm/yyyy

Date of capturing

Commencement Date

Format dd/mm/yyyy

Date when learner starts training

Time period will automatically calculate the end date as per the selection of own time, part
time or full time. The user will only be able to complete the start date.
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Step 04 | Click “Add Form” to link the ABET Programme to the learner

=

Add
Farm

Step 05 | Click on the “Enrollment Form” pdf icon to download and print the form

ABET Programme Statuz Effective Date

T ermination D ate

I |
Financial 'rear | | Commencement Date
Time Period [ | Completion D ate
Registration Date | | Registration By
Approval Date | | Approwval By

[ |

Termination By

I Enraliment Form Docurment '@ I

Step 06 | Click on the “Source Document” pdf icon to upload the necessary documents:
e Signed Enrollment Form
o Certified copy of ID/Passport

Temination Date

I Source Document E

Financial Year | | Commencement D ate [
Tirne Period | | Completion D ate [
Registration D1ate | | Registration By [
Approval D ate | | Approval By [

| I [

Termination By

The system will not allow capturing of the learner's achievements/competencies if the two
documents sated above have not been uploaded.

G. ADD ACHIEVEMENTS TO THE LEARNER’S ABET PROGRAMME

STEPS | ACTIONS

Step 01 | Click on "LEARNER" on the menu bar

N7
PERSON PROVIDER EMPLOYER MODERATOR ASSES30R LEARNER
AGREEMENT INTERHNSHIP CUSTOM REPORTS HOME EXIT

Step 02 | Search for the LEARNER

ETOA - Lanrnarsiips
Ugar Mamas ; Lesra o Masss

Lopoed on & | Provider

FERSON PROVIDER EMFLDYER MODERATOR ASSESSOR LEARNER LEARMERSHIP
AGREEMENT MOME ExiT

Laarmen

Sunans [—

R — P o %
)

temate Ideotiy Ho ———— 1 e Lamews R
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Step 03 | Click on the "EDIT" button

Surname and Mame | ID Humber Alternate ID Number. E dit View
de Besr Koos 7012120120082 & (@}

Step 04 | Click on the “ABET” tab

Detals | Addess | Ageements | Achievements | Ewplwer | Provider | Paent/Guardian | UnitStandaids | Skils Progiamme|  Assessments Documents | Follow Up | Arisan Development | Abet |
(Created Date.  Duraton | From | To | Status  Learning Area Edit
ABET 2 |2n12—nz—n3 ‘ABET3—PanTwme|2n11—u¢u1|2n12—n2—u1|NutVetcnmpe‘em‘g ‘E

Step 05 | Click the “Learning Area” illicit to update the results of the learning areas

Detailz | Address | Agreements | Achievementz | E mployer | Provider Farent/Guardian
Programme Created Date Duration From To Status earning Areal|Edit

ABET 3 2012-02-03 |ABET 3 - Part Time|2011-04-01|2012-02-01|Mot Yet Cﬂmpeteml E

Step 06 | Click the “Submit” button to save the information

Learning Code Learning Area RPL Assessment Date Competent
[l
Communications 03| [] |2[]12—[]3—28 | E]
Mumeracy 03 [l |2[]12—[]3—28 |B

Submit H Cancel ]

Step 07 | If all the learning areas have been achieved the status will be viewed as competent.

Details Address Agreements Achievements
Programme Duration From To Status

ABET 4 ABET 4 -Full Time 2009-01-14 2010-07-1§ Competent

Employer | Provider
earning Area Edit

L]
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H. ADD TRADE TEST

STEPS | ACTIONS

Step 01 | Click on the illicit to populate the date

Step 02 | Click submit trade test

Step 03 | Click OK:

Trade Test History

Trade Test Detail Windows Internet Explorer

Trade TestDate  |2009-02-16 | 2

\t) Are you sure you want to submit the trade test
Competent
Trade Test Result © P
) Mot vet competent ’_ oK. ] [ Cancel

[ Submit Trade Test ][ Cancel Trade Test ]

Step 04 | The system has now successfully submitted the trade test

Windows Internet Explorer

' E Trade Test has been submitted successfully
L

Trade Test History
Date Humber Result

2009-02-16 14 Pending

Trade Test Detail
Trade Test Date | | B
Competent
Trade Test Result © P
O Mot yet competent

m
[15]
m

15}
m
{7}

[ Submit Trade Test ] Cancel Trade T

The system will only show a trade test number from 3 days of the test

Step 05 | Close the Window
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STEPS | ACTIONS

Step 06 | If the learner has completed his trade test you come back into the MOD/US screen and click
on select.

2009-02-16 14 Pending |

Wait for the date to populate in the trade test date space

Date Number Result

2008-02-16 14 Pending

Trade Test Detail

Trade TestDate  [2009-02-16 (]

Competent
Trade Test Result © P

O Mot yet competent

Step 07 | Mark the result; competent or not yet competent

Competent
Trade Test Result @ .

O Mot vet competent

Step 08 | Click on submit trade test

Submit Trade Test

Step 09 | Click ok

Windows Internet Explorer

\ ? p‘ Are you sure you want to submit the trade test

[ OK ][ Cancel ]

Step 10 | If the learner was not yet competent the system will allow you to generate a new trade test
date and the history of all previous trade tests will remain visible.

Windows Internet Explorer

" ': Trade Test has been submitted successfully
-
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STEPS | ACTIONS

Step 11 | The system automatically captures the result. You may now exit the page.

Trade Test History
Date Humber Result
2009-02-16 14 Competent

Trade Test Detail

Trade Test Date | | E]

Competent
Trade Test Result © P

O Mot yet competent
Please note the following will now be available
16Q160052001463 Learnership towards Mational Certificate Diesel Mechanic - Open Cast 2008-02-12 2010-02-13 Competent D D View View

Statement of Results:

4th Floor Union Gorporation Building, 7%
74-78 Marshall Street, Marshalitown, "N
Johannesburg QG))
Private Bag X118, Marshalltown, 2107 et

Tel 0116303500  Fax 011 832 1027 -~
MINING QUALIFICATIONS AUTHORITY

Statement of Results

This is to confirm that :

Learner Name FLORUS PRINSLOO
ID Number 5507145072087
Employer Test Khomotso
Reference No 16Q160052001463

was enrolled in the Skills Programme : Learnership towards National Certificate Diesel Mechanic - Open Cast and
was assessed and found competent in the following unit standards

Unit Standard Code Unit Standard Title

KF Make and fit a key

PN-5 Construct a circuit controlled from two points
SIL Service an engine with an inHine or distributor f
OUTBE85 Maintain a Vehicle - Open Cast

ouUTE3 Repair Tyres

MMG Maintain a pedestal grinder

OUTES Repair Cluiches

DPA Tune-up an engine fitted with a distributer or in-
PN-3 Fit and adjust a service unit

Version 6 — Date 28 March 2012
22



I ADD LEARNING PROGRAMME AGREEMENT (LEARNERSHIP) TO A LEARNER

Once a learner has been added to the system and should be added to a learnership

or apprenticeship agreement the following steps should be followed;

STEPS | ACTIONS

Step 01 | Click on the agreement tab on the main menu

|JAGREEMENT CUSTOM REPORTS HOWME EXIT

|F‘ERSUN PROVIDER EMPLOYER MODERATOR ASSESSOR LEARNER LEARNERSHIP PROGRAMME UNIT STANDARDS

Agreements

Agreement Ref No ]
D Number ]

Search

=

Add
Agreeme nt

Raset

Step 02 | Click on the add agreement icon

PERSON PROVIDER EMPLOYER WMODERATOR ASSESSOR LEARNER LEARNERSHIP PROGRAMME UNIT STANDARDS
|AGREEMENT CUSTOWM REFORTS HOWIE EXIT

Agreements

Agreement Ref No I

Atd
Agreem et

[ oxei #rovoers enoimers

RefHo 1
Leatnership 1
@@ Add Leamership

Leatter 1
@ Add Loaner

Commencement Date
Campletion Date
Praject TP v

Agresment Status
Status Reason
Status Effective Date

Status Comments

Phase

Step 03 | Click on the add learnership icon

ETGA - Learnerships
User Hame : Test A Test B
Logged on as : Provider
Seta Hame : MGA

PERSON PROVIDER EMPLOYER MODERATOR AS
T_CUSTOM REPORTS HOME EXIT

& | http://172. 16.252. 5/etgafAgreement_LShip_Opening.asp

L ip (A Link]
Agreements k)

e —
Agreement Ref Mo

Search Reset

T peais. [ [

Fief No

LT
@@ Add Leamership
[—

@ Add Leamer

Spansarship
Commencement Date

Completion Dats

o Lol

Project http://172. 16.252.5/etqa/Agreement_LShip_Opening.asp

& Internet
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STEPS | ACTIONS

Step 04 | Complete the learnership fields and select add

Agreements

Agieement Ref No 1

o

Add
Agreement Reset

Main | | |

Ref Mo Agreement Status

Learnership Status Reazan
Cﬁ Add Learnership Status Effective Date jd/mmce
Leamer Status Comments

@ Add Learner

o
< CANES

Phase
Sponsarship Mon-5 ponsored

Commencement Date d/mm/ce

il

Completion Drate idmm/coy

Project TLP v

Step 05 | Select the add learner

ETQA - Learnerships
User Name : Test A Test
Logged on as : Provider
Seta Hame - MGA

Webpage Dialog

[FERSON PROVIDER EWPLOYER MODERATOR AS
|AGREEMENT CUSTOM REPORTS HOME EXIT ‘g hitp://172. 16.252. 5/etaa/Agreement_Len_Open.asp 4

Leamer

Sumame

T —
Agreement Ref No W Ty Tr}
Altemate |dentity No. ] Search Reset

Agreements

o | | | | Sumame, Name | 1dentity Number | Atternate 1dentity No. [View | Add |
[ Test 21, Test 21 6001010236545 ¢4 24 |

Ref Mo

Leamership
T Add Leamership

Learner

@ Add Leamer

ol Lol [l

Sponsorship
Commencement Date:
Complefion Date

B! http://172. 16.252. 5/etqa/Agresment_Lrm_Open.asp @ Intemet

Type in the learner details. It is always preferred that the learner ID be typed in as this is the
most unique number and only one record will be pulled in. Once you have done this click on
the add button

Step 06 | Complete all the other fields
Please take extra care when selecting the Learnership type (Artisan vs. Non Artisan) as this
determines the way the achievements display as well as the information on the certificate.

Agreement Ref No — ?r\g
aghisment Reset

o ] [ [
Ree [— e
Leamership [Leamership tomards National Ceti] Status Fieason
@ Add Leamership Status Effective Date
Learmer [festotitesior ] Status Conmerts |:|
T Add Leamer

Phae
Spansarship
Conmencement Date
Completion Date
Project TLP v
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STEPS | ACTIONS

Step 07 | Click on add agreement
Please note that all the fields in the sub menu bar will now become available.

The status of the agreement will be “Created”. It is IMPORTANT to note that the system
will not allow the provider to add assessments to the achievements tab of the learner for as
long as the agreement status is in Created or Terminated status. Therefore it is important to
send the signed contract to the MQA to get it registered by changing the agreement status
to “Registered”.

Step 08 | Click on provider and add the provider details

Step 09 | Click on employer and add the employer details

Note: The agreement will not be available to print on the agreement page of the Learner
prifle if the Employer is not linked to the agreement.

®Step 10 | Click on update agreement

Step 11 | Click on learner on the main menu bar

Step 12 | Search for the learner

Step 13 | Click on the agreements on the sub menu bar

[PERSON FROVIDER EMPLOYER WODERATOR ASSESSOR LEARNER LEARNERSHIP PROGRAMME UNIT STANDARDS
CUSTOM REPORTS HONE EXIT

Sumama [ —

ety Hunt T — %N
'y

leate iy No — =

Confcae N —

Details | Address Agreements Achievements Emploger Provider Parert/Gusidian | Unit Standards | Skills Programme | Assessments Documents Follow Up | Attisan Der
RefNo Agreement Status Commencement Date Completion Date: View Learing Programme. Agresment t

[ ] [ ] [ ] [ ] R B
[ ] [ ] [ ] [ ] < =

You will see that the agreement has been created and can download or print the learning
programme agreement — only if the agreement is linked to the Employer.

Learning Programme Agreement

B E

Once the Learning programme agreement has been completed the necessary procedures
comply in getting it signed and sent to MQA for registration. Once the MQA has validated
the agreement a registered status will be provided to the learner and a reference number

8 please note that the information that is not complete on the learner information as well as the agreement will not
pull through to the learning programme agreement.
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| will be generated.

J. UPDATE PERSONAL DETAILS OF A LEARNER
STEPS ACTIONS
Step 01 | Click on "PERSON" on the menu bar
~7_
PERSOM PROVIDER EMPLOYER MODERATOR ASSES50R LEARNER
AGREEMENT INTERHSHIP CUSTOM REPORTS HOME EXIT
Step 02 | Search for the PERSON
Person
Sumame |de Beer |
ID Mumber | | Eﬂh
Alternate 1D Humber | | %
Step 03 | Click on the "EDIT" button
Surname and Hame | 1D Humber Alternate ID Number. | Edit | View | Delete |
de Beer Koos 70 21201 20082 @ x
Step 04 | Update the relevant information
Step 05 | Click on the “UPDATE PERSON?” button

Update
Person

NOTE 1: Itis important to know that all changes will be captured in the audit trail. Detail of
the last update on the information can be seen at the bottom of
the person screen

fe Hl

Audited Module PERSON

Usger Date Changed Tab
uzen@0l, test] 031042008 2:34:01 P Person Detailz Update
test, test 03/10/2008 3:52:54 AM Pergon Details Add

NOTE 2: You can only update PERSONAL details of the LEARNER on the PERSON
page, for example, address information or contact details. To edit details regarding
the learner status for example, you need to go to the LEARNER and edit the details there.
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K. VIEW THE SCOPE OF AN ASSESSOR

STEPS | ACTIONS
Step 01 | Click on "ASSESSOR / MODERATOR" on the menu bar
~” ~”
PERS0ON PROVIDER EMPLOYER MODERATOR ASSES50R LEARNER
AGREEMENT INTERHNSHIP CUSTOM REPORTS HOME EXIT
Step 02 | Search for the ASSESSOR / MODERATOR
Assessor
b —
1 Nunber ] 4 & ™
Alternate |0 Nurmber l:l Search I eacear Reset
Assessor Registration No l:l
Step 03 | Click on the "VIEW" button
Surmame and Name | ID Humber ‘ Alternate ID Number ﬁ?e“m (eI Edit View | Delete
“waugh Chris 4503305018026 B17/455,/00002/04 3] @ X
Step 04 | Click on the "UNIT STANDARDS / QUALIFICATION /SKILLS PROGRAMMES" tab to view

the scope

Assessor

S [ —
0 e TS — ¥ %N

Alamala D Nunber — resat

Main | Address | Unit Stds | Quals _Provider | Skills Programmes
Qualification Code Qualification Desc

s ] \ |
[Sebtizrs D evelopment/Progranri \ \ @

View Qualification

NOTE: The scope of the Assessor is the Qualifications /Skills programmes or Unit
Standards that the MQA has approved for the Assessor due to certain compliances that
needed to be checked as well as relevant technical competencies the assessor required.
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L. SEARCH FUNCTION

STEPS | ACTIONS

Step 01 | To do a search you need to fill in one of the three fields.
Perzon
Surnare |de Beer |
1D Mumber | | ﬁ
Search
Altemate 10 Number | |

Step 02 | Click on the "SEARCH" button
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M. PRINTING REPORTS

STEPS | ACTIONS

Step 01 | Click on Custom Reports

PERSON PROVIDER EMF‘LOYEW\/'T‘DDEHATOH ASSES50R LEARNER
AGREEMENT INTERHNSHIP CUSTOM REPORTS HOME EXIT

Step 02 | Click on the report that you want to download

Customized Reports

Provider

Assessols

Provider with list of assessors

Assessors Scope [Qual]

Provider with list of assessars and assessor scope [Qualifications)

Assessors Scope (US)

Provider with list of assessors and assessor scope [Unit Standards)

Moderators

Provider with list of moderators

Qualifications

Provider with all linked Qualiications

5kills Programmes

Provider with all Skills Programmes that they can train

Unit Standards

Provider with all linked Urit standards

Step 03 | Click on the Excel icon

Excel CSV Report

‘Your Excel Document iz ready. Click on the link belaw ta download the Dacument.

Step 04 | Click on the “SAVE” button

File Download fgl

» ,  Some files can ham your computer. If the file information below
\{/ looks suspicious, or you do not fully trust the source, do not open or
save this file.
File name: 2004988523.csv
File type: Microsoft Excel Worksheet
From: 172.16.252.5

& This type of file could ham your computer if it contains
malicious code.

Would you like to open the file or save it to your computer?

[ Open ] I Save l [ Cancel ] [ More Info

Step 05 | Select the place where you want to save this report in the “Save in” dropdown box.

Save As = )[3<)
Sawe in: | [ D ~ 3 2 - -
™,
My Recent
Daclmern te (o Mew Folder
= FolLearner Report
Deslctaps
My Docume: it
My Computer
< it riarme: [Lomrmare -
My Metwor Save as type: [ Microacft Excel Comma Separated Valuss File |~ |
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STEPS | ACTIONS

Step 06 | Click on the open button

Download complete |Z||§|fg|

v

= Download Complete

Saved:

2004988523.csv from 172, 16.252.5

(T OO LT T T T LT T T LT C|
Downloaded: 5.60 KBin 1sec

Download to: C:'\Documents and Setti...\Learners.csv

Transfer rate: 5.60 KB/Sec
[ Close this dialog box when download completes

[ Cpen ] [ Open Folder ] [ Close ]

Step 07 | The file is going to open in Excel but the format is CSV. Click on “File”, then click on “Save
As”. The next “Save As” box will appear like in the picture below.

omxolisi Dingaan | Enrolled |Western C4/1/2004 |4/1/2005 7503060513/6/1975 29 (None) Female
ulelwa Fanana  De-enrollec\Western C4/1/2004 |4/1/2005 78032103C3/21/1978 26 (MNone) Female
Isimelelo_Gija Enrolled Western C4/1/2004 4/1/2005 _ 75101454€ 10/14/1972 28 (None Male
ngelo SaveAs = hle
enwel @ le
zola Save in: (B Desktop - @ > 5 E - Tods male
.ham' E3My Documents le ‘
ugu 4 4 My Computer male
obulali History €My Network Places male
IC3New Folder
B . ]Learner Report
#]Learners
My Documents
Frad
Desktop
4
Favorites
=

éé File name:

3 | Save
My Network
Places Save as fype: |csv (Comma delimited) j Cancel

Change the “Save as type:” form “CSV (Comma delimited)” to “Microsoft Excel 97 — 2002 &
5.0/95 Workbook

File name: |Learners ﬂ Save |
CL U o Microsoft Excel 97-2002 & 5.0 chook j Cancel

Click on the “Save” button

Step 08 | Delete the two (2) blank rows at the top of the spreadsheet by highlighting the rows, right
click, and select “Delete” from the menu that pops up.
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STEPS | ACTIONS

Step 09 | Change the format of the “Learner ID” column

A

I

Learner D
8.01E+12
7.5E+12
T.8E+12
751E+12
8.5E+12
T ME+12

Click on the “A” at the top of the column to select the whole column. Click on “Format” then
click on “Cells”

. | Format | Tools Data Window  He
1‘| Cells. .. cri+1 ||
Row r

o Column L
= Sheet 3 |;’;|r1
i 1
i AutoFormat. .. 1/
‘f:'_ Conditional Formatting. .. 1/
i % 172

e ———— [ | | TR~ ¥ TYATA T

Select the “Number” tab. Select “Number” in the “Category” box. Change the “Decimal
places” to “0”. Click on the “OK” button. This will change the ID number into the correct
format.

Format Cells

Number lAIignment] Font ] Border ] Patterns ] Protech'on]
Category: Sample
Learner ID Mo

Decimal places: o] 3:

™ Use 1000 Separator ()

Percentage i i
Fraction MNegative numbers:

Scdientific

Text 1234

Spedial 1234

Custom Jid [ BTN =

Mumber is used for general display of numbers. Currency and Accounting
offer spedalized formatting for monetary value.

0K | Cancel
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STEPS | ACTIONS

Step 10 | Other excel functionalities:

If you require some statistical data from your report that you have selected the following can
be done.

Step 1: Open the report and auto filter all the fields
Step 2: Place your cursor on any of the rows
Step 3: On the data tab select pivot table

PivotTable and PivotChart Wizard - Step 1 of 3

where iz the data that you want to analyze?
(®) Microsoft Office Excel list or database
(O External data source
(O Multiple consclidation ranges

othe votTable report or PivotChart report

wWhat kind of report do yvou want to create?
) PivotTable
(*) PivotChart report {with PivotTable report)

< Back L Mext = J [ Einish ]

Step 5: Select pivot chart report (with pivot table report)
Step 6: Follow the next buttons and finish
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N. GLOSSARY

1. Achievements:

An achievement is when a student has been found competent in a
Qualification /Skills Programmes or set of Unit Standards etc

2. Add US:
“Add US” refers to linking a single Unit Standard to a Learner.

3. Agreements:
The Agreement on the system is the Learnership Agreement that the
Learning Programmes Unit of MQA registered on the system. The
Learnership, Learner details, Commencement Date and End Date gets
captured in the Agreement. The Agreement also gets linked to the Provider
and the Employer so you will be able to see the Agreements linked to you as
a Provider.

4, Alternate ID:

The Alternate ID is an Identity Document other than the RSA Identity
Document, for example a Student Number or a Drivers Licence Number.

5. Assessments:
Assessments are the assessment that is been done by an Assessor.
6. Assessment Date:

Assessment Date is the date on which the assessment for a specific Unit
Standard took place.

7. Assessor:

The Assessor is the person with the necessary competencies who assesses
Unit Standards and has been registered by the MQA ETQA.

8. Audit Trail:

Audit Trail is a tool in the system that we use to track changes that has been
made by individuals. With the Audit Trail we will be able to see who did what
changes where and when.

9. Code:

This code refers to the SAQA Unit Standard Code. The reason why we use
SAQA codes is because we need to upload information of the learners onto
the NLRD.

10. Edit:

To “Edit” something is to make changes to records on the database. For
example Learner contact details, or status changes. Very important to
remember that all the changes get recorded in the database for future
reference.

Version 6 — Date 28 March 2012
33



11.

12.

13.

14.

15.

16.

17.

18.

19.

ETQA/Lship:

The system consists out to two parts, the Skills system and the
ETQA/Learnership system. To logon to the ETQA System you need to select
the ETQA/Lship option from the dropdown box when you log in with your
username and password.

Field:

Field refers to the dropdown boxes or the spaces where you can capture any
data in.

Generic Search:

A Generic Search refers to a general search, in other words, when you are
looking for a list of the learners in your system you can use “%%%” and then
the system will give you all the learners link to your profile, or when you use
“a%%” the system is going to give you all the learners who’s surname starts
with an “A”. When you search you need to use a minimum of 3 characters.

Learner

A Learner in the system is a Person who is in enrolled in a Programme
(Learnership, skills programme, learning programme etc)

Learning Programme

A Learning Programme is not a programme that is used by more than one
SETA. MQA needs to apply to SAQA to use certain unit standards within a
specific qualification and SAQA registers this for MQA based on certain
criteria.

LP
LP refers to a Learning Programme.
Moderator

The Moderator is the person with the necessary competencies to moderate
the assessments of Unit Standards and that is registered by MQA.

Person

A Person in the system is somebody without a Learner-, Assessor-, or
Moderator Status. The information on Person is personal information and
information that needed to be uploaded to the NLRD like gender, equity,
contact numbers and Address. If you need to do any changes on personal
information for example a contact number that changed, you will search for
the learner under Person and make the necessary changes.

Provider

A Provider in the system is an organisation that has been fully/ provisionally
accredited OR programme approved by MQA to provide training. It is
important to know that you can only access your information once it has been
uploaded on the system by MQA ETQA.
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20.

21.

22.

23.

24.

25.

26.

27.

Qualification

A Qualification refers to Qualifications that are registered at SAQA namely
and in this case quality assured by MQA.:

Scope

The Scope of the Assessor/Provider is the Unit Standards that the
Assessor/Provider is either competent in or has the technical competencies
to provide training in.

Scope of an Assessor

The scope of the Assessor is the Unit Standards that the Assessor is either
competent in or has the technical competencies.

Search

Search is a function available in the system that one can use when you need
to find a specific Learner/Assessor/Moderator.

Stakeholder

Stakeholder refers to the MQA’s Stakeholders.

Unit Standard

Unit Standard refers to the Unit Standards registered at SAQA

Update

Update refers to saving information that changed in the system. For Example
if you changed the contact details of a learner, you are going to click on the
“Update Person” button to save the change that you have made to the
details.

View

To “View” means that you won’'t be able to make any changes to the
information, but you will see the information.
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O. NOTES
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Please e-mail any queries to:

helpdesk@maga.org.za

Version 6 — Date 28 March 2012

38


mailto:helpdesk@mqa.org.za

