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1 LOGIN 

 

 

Step  Action  

1. Launch the web portal: 

• Open any browser of your choosing. 

• Insert the following URL into your browser:  

https://sasseta-imis-dev.crm4.dynamics.com/main.aspx 

• Click enter. 

 

 

 
 

Step   Action   
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2.  • Populate the username.  

• Populate the Password.  

• Click on the Sign in button.  

 

2 FORGOT PASSWORD 

 

 

Step  Action  

1. • Click on the Sign In button. 

• Enter your username. 

• Click on the forgot password button. 
 

 

 

 

 

Step  Action  

2. • Populate your e-mail address in the e-mail textbox. 

• Click the send button. 

 

Note: You will receive an e-mail with a link to reset your password. 
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Step  Action  

3. • Open your e-mails. 

• Click on the link you received on the e-mails. 

 

Note: You will be redirected to a page where you can reset your password. 

 

 

Step  Action  

4. • Enter new password and click enter. 

• Re-enter password in the Confirm new password textbox. 

• Click on the Reset button. 
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3 LEARNER REGISTRATION  

 

 

 

Step  Action  

1. Note: Displayed above is the landing page after you’ve signed in. 
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Step  Action  

2. • Click on My Programmes Heading. 

• For SETA Funded project click on SETA Funded Project subheading and for 
Self-Funded project click on Self-Funded Project subheading 

 

 

Step  Action  

3. • To open the Project click  where is highlighted with blue box. 

Note: This screen will display all projects linked to the SDP (If it’s SETA Funded 
you will see both Primary focus and Non-Primary Focus) Project 

Note: Self-Funded projects doesn’t have Non-Primary Focus, only one view will 
be displayed. 
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Step  Action  

4. • To register a learner, click the +New Learner button  

Note: You’ll be redirected to a form where you can fill in the learner information. 

Note:  

-The first green box displays the project details, 

-The second green box contains the TID’s (Recruitment Restrictions) linked to the 
project.  

-The third green box contains the Learner list (all learners associated with the 
project), and the red box indicates the status for each learner 

-Once done capturing all Learners click the submit button. 
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Step  Action  

5. • Search the South African ID Number or Passport/Refugee Number of the 
learner 

Note: If the learner exists in the SASSETA Database 

 

 

Step  Action  

6. Note: If the learner exists in the SASSETA Database the record will be displayed under 
Passport/Refugee number 

• Click continue to proceed with the learner registration. 

• If the learner doesn't exist, you will be redirected to an empty form where 
you will need to fill in the learner's information. 
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Step  Action  

7. Note: Since I searched by learner ID and the ID exists in the system, the form got 
automatically populated. 

 

 

 

Step  Action  

7. Note: The SDP is required to complete the General Info section, even if the learner is 
already in the SASSETA Database. 
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Step  Action  

8. • The SDP is required to upload Supporting documents. 

• To upload the document, click on the green button and click edit. 

• Once the SDP is done uploading the documents the SDP can click submit to 
submit the Learner record. 

Note: The supporting documents are generated based on the Programme type. 

- Once the SDP has attached the supporting documents, it will be indicated by 'Yes' 
that the documents have been attached. 
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4 LEARNER REGISTRATION (EDIT)  

 

 

 

Step  Action  

1. • If the learner record you want to edit is under SETA-funded learners, 
select 'SETA Funded Project' under My Programme. 

• All projects linked to you that are SETA-funded will be shown. Open the 
project you want and select the learner you wish to edit. 

• Click the green button, then click 'Edit' to update the learner's record. 

Note: The process from here is the same as the registration process. 

-For SETA Funded project click on SETA Funded Project subheading and for Self-
Funded project click on Self-Funded Project subheading  
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5 NON-PRIMARY FOCUS PROJECTS  

 

 

Step  Action  

1. • Click on the on the hyperlink or green button under Non-Primary Focus 
Project View. 

Note: This screen will display all projects that are Non-Primary Focus link to the 
SDP. 

-The registration process is the same as the one done on SETA Funded. 

 

 

 

6 LEARNER REPLACEMENT (SETA FUNDED)  

 

 

Step  Action  

1. • Click on Learner Management Heading. 

• Click on Learner Replacement sub-heading. 
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Step  Action  

2. • Click on Replace Learner Heading. 

Note: You'll be redirected to a form where you can fill in the new learner information. 
If you're searching for information on an existing learner, please proceed with your 
search. 

 

 

Step  Action  

3. • Search for the project under which the learner you want to replace is located. 

• Search for the learner you want to replace, then fill in the remaining 

information. 

 



15 | P a g e  

 

 

Step  Action  

4. • Fill in the New Learner basic information, then click the next button 

 

 

Step  Action  

5. • Click the 'Add files' button to attach the supporting document. 
• After attaching the file(s), click the submit button. 

Note: After the SASSETA team has approved the learner replacement request, 

you (SDP) will receive an email notification. You can then proceed to 'My 

Programme', select 'My Project', open the project where you replaced the old 

learner with the new learner, and complete the remaining learner information. 
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7 LEARNER REPLACEMENT (SETA FUNDED)  EDIT 

 

 

Step  Action  

6. • To edit the learner information, click the green button.  

 

8 LEARNER TERMINATION (INDUSTRY FUNDED)  
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Step  Action  

1. • Click on Learner Management Heading. 

• Click on Learner Termination sub-heading. 

Note: You will be redirected to a page where you can view all terminated 

requests and submit new ones. 

 

Step  Action  

2. • To submit a new learner termination request, click on Terminate Learner 
button. 

Note: You will be redirected to a form where you are terminating information 

for the learner you want to terminate. 

 

Step  Action  

3. • Click on 'Project Code' and select the project that contains the learner you 

wish to terminate. 
• Click on 'Add Learner' and search for the learner you want to terminate. 
• Once you have filled in the information, click 'Next'. 

Note: On the 'Project Code', you will only see projects linked to the SDP, as well 

as the learners associated with those projects. 
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Step  Action  

4. • Click on 'Add file' and attach the supporting documents that justify the 

termination reason. 
• Once you've added the attachment, it will appear in the table below the 'Add 

file' button. 
• Once you have added the attachment, you can click the 'Submit' button. 

Note: You cannot submit the request without adding the attachment 

 

9 LEARNER TERMINATION (INDUSTRY FUNDED) EDIT  

 

 

 

 

 

Step  Action  

6. • To edit the learner information, click the green button. From here the process is the 
same with submitting the learner termination request. 

Note: The 'Date Terminated' will be populated once the SASSETA team 

approves the termination request. 
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10 LETTER OF INTENT 

 

 

Step  Action  

1. • To edit the learner information, click the green button. From here the process is the 
same as submitting the learner termination request. 

Note: The 'Date Terminated' will be populated once the SASSETA team 

approves the termination request. 

 

 

 

 


