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1.2  SASSETA TRAINING- CONTRACT MANAGEMENT AND LEARNER MANAGEMENT  

Please visit Manual V1 for navigation , login in and detailed break down . 

1.2.1 CONTRACT MANAGEMENT 

 

How to create a new project: 

1. Navigate to Contracts change area 

2. Select the Project Register Entity 

3. Click New 

 

Reference Excel Project Register 

1. Project type/name = Internship 

2. Add record details to CRM, All fields with an asterisk next are required, a record cannot be 

created without them 
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On selection of the start and end date ,automatic population of actual start and end dates 

is populated. 

 

Fill in the fields, Save the project then open Learner Management 
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1.2.2 LEARNER MANAGEMENT 

 

 

1. Navigate to Learner Registration change area 

2. Select Learner Registration entity 

3. Navigate to SETA Funded view 

4. Project created in Contract Management will appear here 
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1. Under Summary tab, note how many learners need to be registered for the project 

2. Navigate to Learner Registration tab, add individual learner registration records using the 

+button 

 

 

 

Select +New Learner Registration 

 

New Learner Registration record is opened  
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Fill in the necessary learner/personal information on the Learner Details tab, take note 

of all required fields . 

 

• Use the business process to move from one stage of the learner registration process to the 

next 

• The blue circle indicates the current stage on the process, this indicated how far you are 

with completion of this learner record 

• Capturing & Review is done by LP (Learner Program, thereafter record is assigned to LR 

for review & registration, thereafter, assigned to (LP) Supervisor. 

• Validate All documents under the document section, the system provides the ability to 

make notes on documents that do not meet the standard and send an email to the provider 

for rectification  

• Move all stages by clicking on next on each stage until the leaner record changes to 

Registered  

• To Cancel or replace a learner, see initial manual for the detailed process , attached. 
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Once a leaner is registered the green tick will be ticker and the status of this leaner will 

change to registered from reviewed, validated at right top section. 

 

NB: MER does the last step, evaluation and reporting 

 


