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1 ACCESS TO PORTAL 

1.1 REGISTRATION 

 

 

Figure 1: Link to access stakeholder portal https://sasseta-dev.powerappsportals.com/. Copy the link and 

paste it on the browser and Click on Register. 

 

Figure 2: Capture the details and click on the search icon on registration type.  

https://sasseta-dev.powerappsportals.com/
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Figure 3: Select Training and Development Practitioner if you are an Assessor/Moderator.  
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Figure 4: Click on Submit button. This will send you an email to complete registration. 

 

 

Figure 5: Click on the link. This will open the link in a new tab.  

 



   

 

      Page 7 

 

Figure 6: Click on Register. 

 

 

Figure 7: Capture your Username and the Password and Click on Register. NB: Password must contain 
Special Characters. 
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2 UPDATE PERSONAL INFORMATION 

 

 

Figure 8: Complete the personal details and scroll down to update. 
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3 ETDP PRACTITIONER REGISTRATION 

 

3.1 ASSESSOR REGISTRATION 

 

 

Figure 9: Navigate to Training and Development and Click on Assessor Registration to apply. 

 

 

Figure 10: Click on Download Assessor Code of Conduct. 
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Figure 11: Click on Download this file. 

 

 

Figure 12: Give it a name and click on Save. This will be saved on your local machine where you can 
open and sign up later. 
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Figure 13: Click on New Application. 

 

 

Figure 14: Complete the Form and Click Next. 
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Figure 15: Select the Highest Education and Click on Add Qualification. 

 

 

Figure 16: Complete the Qualification Obtained form and Click Submit. 
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Figure 17: Click on Next. 

 

 

Figure 18: Click on Add Qualification to add the Scope you are applying for. NB: If you are not 
applying for any Qualification, you can click on Next. 
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Figure 19: Click on Search Icon to search for the Qualification. 

 

 

Figure 20: Note that you can search a Qualification by its Code. Select it and Click on Select. 
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Figure 21: Click on Submit. 

 

 

Figure 22: Click on Next. 
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Figure 23: Click on Add Unit Standard or Click Next if you have no Unit Standards to add. 

 

 

Figure 24: Click on search icon to search for Unit Standards. 
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Figure 25: Search the Unit Standard by the Code and click on the checkbox to select and then Click on 
Select. 

 

 

Figure 26: Click on Submit. 
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Figure 27: Click on Next. 

 

 

Figure 28: Click on drop down to attach documents. 
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Figure 29: Click on Attach. 

 

 

Figure 30: Click on Add Files.  
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Figure 31: Click on Choose files and select the files on your local machine. 

 

 

Figure 32: Click on Add Files. 
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Figure 33: Click on Submit. 

 

 

Figure 34: Make sure all the attachment added are set to Yes. If one is set to No, it means the document 
is not uploaded/attached. Click on the Checkbox of Declaration and Click on Submit. 

 



   

 

      Page 22 

 

Figure 35: Application Successfully submitted. 

 

3.2 MODERATOR REGISTRATION 

 

 

Figure 36: Navigate to Training and Development and Click on Moderator Registration to apply.  

NB: You won’t be able to apply to be a Moderator if your application to be an Assessor is not 
Approved.  
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Figure 37: Click on Download Moderator Code of Conduct. 

 

 

Figure 38: Click on Download. 
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Figure 39: Give it a name and click on Save. This will be saved on your local machine where you can 
open and sign up later. 

 

 

Figure 40: Click on New Application. 
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Figure 41: Click on Search icon to search for your Profile as an Assessor. 
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Figure 42: Select your name and Click on Select. NB: If you can’t find your name here, it means you 
are not yet approved as an Assessor on the system.  
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Figure 43: Complete the Applicant Details and Click on Next. 
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Figure 44: Add the Highest Qualification and Click on Add Qualifications Obtained.  

 

 

Figure 45: Complete the form and Click on Submit. 
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Figure 46: Click on Next. 

 

 

Figure 47: Click on the dropdown to add the document. 
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Figure 48: Click on Attach.  

 

 

Figure 49: Click on Add Files. 
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Figure 50: Click on Choose files.  
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Figure 51: Click on Add Files. 

 

 

Figure 52: Click on Submit.  
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Figure 53: Make sure all the attachment added are set to Yes. If one is set to No, it means the document 
is not uploaded/attached. Click on the Checkbox of Declaration and Click on Submit. 

 

 

Figure 54: Application Successfully submitted. 
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3.3 EXTENSION OF SCOPE REGISTRATION 

 

 

Figure 55: Navigate to Training and Development and Click on Extension of Scope to apply. 

 

 

Figure 56: Click on New Request. 
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Figure 57: Click on search icon to search for your Name as an Assessor. 
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Figure 58: Click on the checkbox and then Click on Select. This will populate your details as an 
Assessor and Moderator if you are both, See Figure 60 below. 
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Figure 59: Complete the rest of the form and Click Next. 
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Figure 60: Select your Highest Qualification and Click on Add Qualification Obtained. 

 

 

Figure 61: Complete the Qualification Obtained form and Click Submit. 
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Figure 62: Click on Next. 

 

 

Figure 63: Click on Add Qualification to add the Scope you are applying for. NB: If you are not 
applying for any Qualification, you can click on Next. 
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Figure 64: Click on Search Icon to search for the Qualification. 

 

 

Figure 65: Note that you can search a Qualification by its Code. Select it and Click on Select. 



   

 

      Page 41 

 

 

Figure 66: Click on Submit. 

 

 

Figure 67: Click on Next. 
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Figure 68: Click on Add Unit Standard or Click Next if you have no Unit Standards to add. 

 

 

Figure 69: Click on search icon to search for Unit Standards. 
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Figure 70: Search the Unit Standard by the Code and click on the checkbox to select and then Click on 
Select. 

 

 

Figure 71: Click on Submit. 
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Figure 72: Click on Next. 

 

 

Figure 73: Click on drop down to attach documents. 
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Figure 74: Click on Attach. 

 

 

Figure 75: Click on Add Files.  
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Figure 76: Click on Choose files and select the files on your local machine. 

 

 

Figure 77: Click on Add Files. 
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Figure 78: Click on Submit. 

 

 

Figure 79: Make sure all the attachment added are set to Yes. If one is set to No, it means the document 
is not uploaded/attached. Click on the Checkbox of Declaration and Click on Submit. 

 



   

 

      Page 48 

 

Figure 80: Application Successfully submitted. 
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3.4 RE-REGISTRATION 

 

 

Figure 81: Navigate to Training and Development and Click on Re- Registration to apply.  

 

 

Figure 82: Click on New Application.  
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Figure 83: Click on Search icon to search for your Profile as an Assessor. 

 

 

Figure 84: Select your name and Click on Select.  
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Figure 85: Click on Next. 

 

 

Figure 86: Click on the dropdown to add the document. 



   

 

      Page 52 

 

 

Figure 87: Click on Attach.  
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Figure 88: Click on Add Files.  
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Figure 89: Click on Choose files and select the file on your machine.  
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Figure 90: Click on Add Files. 
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Figure 91: Click on Submit.  
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Figure 92: Make sure all the attachment added are set to Yes. If one is set to No, it means the document 
is not uploaded/attached. Click on Submit. 

 

 

Figure 93: Application Successfully submitted. 

 


