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INTRODUCTION

The South African National Accreditation System (SANAS) has identified a need for the development of an
Electronic Learning Management System (ELMS) for the Knowledge Transfer Services Department. The ELMS
should be a web-based system and should track training progress, schedules and trainees. In conjunction
with the ELMS capabilities, it should also communicate trainee information. The aim of the system is to
monitor courses, number of trainees in those courses and trainee progress throughout the training
programme.

PURPOSE OF DOCUMENT

The purpose of this user manual is to assist SANAS’ external users with the use of the ELMS system.
By using the user manual, users will be able to:

» Understand the external functions of the system
» Utilise the “My Space” section flawlessly
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APPENDIX B (EXTERNAL USER MANUAL)

1 ELMS EXTERNAL FUNCTIONS

1.1 REGISTRATION

External users gain access and a unique identity to the ELMS system by completing user registration. This
process only needs to be completed once by the external user and in the event that a user has forgotten their
credentials, the registered member can easily reset their password given that they have access to the email
address the original registration was done with.

The actions needed to complete are as follow:

a) The SANAS uniform resource locator has to be entered https://shanduka.sanas.co.za into the
browser.
b) Select Training Application from the top navigation.
c) Select Register from the Training Application page.
N, Acoradilalion Systamm

Home | TreringAppécsion Senax‘Wabsits  Conlectz  Membarz+ AdminSignin Signdut

Knowledge Transfer Services (Training)

The SANAS Knowledpe Transfer Cenore bas besn prorsding taineg serveces for over 13 vears, Our counse facibnators, who ars ako goalsfisd
asseabers, have expanence in wakeg and technical Sields. Thi enables them 1o share first-hasd expesienze oo acereditanson potivitees 2l best

practices dunag the presemation of coanes. The knowlsdge and expericnce of our conree Bicilimares, sxperts and 2ecredimmice G2 managen
ensure our abitity and capabilety 1o peovide cowrses = 28 our cievens aocseditation and emerging fields. Our courses are dasgeed and costinually

amproved o ensure value wooour el and thelr oganisaion.
Plezse downlozd'vizw the lmest Cowrse Schedule hee

To apply for trainisg for che first tese, plase sgetee. I yeu have previously registeved fer training or scereditation, pleass
logln usiag vour nserakme and password.

Register Logrin.
N ——— ——
{Ved regintersd wirk SANAS, olick oo regisier) [Regiztered wiih SANAR, olick om fagiel
Registration Praocess Codirge Appication Prooess
| cick Register |

Complete

Ancapt
DEsclgimer

Prapesd to
“hty Training
Dashbpard”

d) Complete the registration form.
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Home My Dashboard Training Application Post Course Support  Sanas Website Cor

Register with SANAS

Desired User Name:|UAT1
Your First Name:| LMSTest
Your Last Name:| Manual

Your Email: Imstester65@gmail.com
Type the characters in the picture below.

The picture contains 6 characters.
BUWUHG| x|
Try another picture?

| Register | | Cancel |

Characters:

e) Click on Register to submit the registration request.

Home My Dashboard Training Application Post Cours

Register with SANAS

Your registration request has been received.

f) Check the email received with your password.

SANAS Site Registration Successful inbox x

o  no-reply@sanas.co.za

: o to me |~
This email serves as a confirmation of registration on the SANAS site.
Your user name is: UAT1
Your temporary password is: %uVlz"oOv2xT8q

Please brows to the site and "Log In" using your temporary password. Once you have logged in, select the link
"Change or Recover Password" from the navigation bar to update your password for safe keeping.
Thank you for registering with SANAS

1.2 LOGIN

Once the registration process is complete and the “registration successful” email have been received, log in
to the system in order to apply for training by performing the following steps:

a) The SANAS uniform resource locator has to be entered https://shanduka.sanas.co.za into the
browser.

b) Select Training Application from the top navigation.

c) Select Login from the Training Application page.
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A, Accradilalion Spstam

Home | Trairing fppécation  Sensa‘Wabsits  Coniscs Membarar AdminSignin Sign Qut

Knowledge Travsfer Services (Training)

The SAMNAS Koowledpe Transfer Centre bas been proveding trainueg serveces for over 13 vears, Our cowse facilaarors, who are aha gualsfied

|| assessers, hove expenence in vy and rechmical Sields. Thee enables teem 1o shige firsehesd experiente on accreditanion activitess 2l best
preckicss dunag the prescmation of counses. The knowladge ad experience of our course Bicilitarons, experts and sccredination Gzl caiagen
eisitre o ability and capabiley 1o provide comses = a8 our et eccredinmion and emerging frslds Our courses are $saugeed and continually
smproved o ensure valie 1o our clesits and tielr coganisations.

Plezas downlosdivizn dhe Laest Cows

To spply for teainiag for che fist diese, plase spetie B you bave previously segteced b waliing or soereditation, please
lopin uiisg vour nserakms and passwerd.

ﬁ ister

i registersd witk SANAS, olick on regicferd
Registration Pracess

Click Register

(Regicterad wirk SANAS, olick ow lapie)
Crrge Applcation Prooess

Agcapt
Dsglaimer

e
Persomal

‘ Loginto
St

Training
Dashipard”

Training

d) Provide your user credentials as stated in the Registration Successful email received.

Sign In

%)

User name: UATL

Password: eeessssssessns

Signn |

[]Sign me in automatically

You will be logged in to the system and ready to begin the user registration.

"Sanas
Soufh Afiican Nafional
Accreditation System
Home My Dashboard  Training Application  Fost Course Support  Sanas Website  Contacts  Enquiries  Members+  Admin SignIn  Sign Out
Training Applications Types
Individual Bookings Group Bookings. In-House Bookings

This booking type is for individuals seeking training in their This booking type is for companies looking to

own capacity, in one of SANAS Knowledge Transfer’s courses,

Knowledge Transfer’s courses.

1.3 PASSWORD CHANGE
In the event that you require a password change, perfo

a)

train a single or multiple individuals in one of SANAS

Internal Bookings
This booking type is for companies looking to This booking type is for SANAS Staff members looking to
have an individual or mulfiple individuals trained in one of  receive training in one of SANAS Knowledge Transfer's courses.

SANAS Knowledge Transfer's courses

attheir company premises.

rm the following actions:

From the top navigation, select “Members” and then “Sign In”.
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Q Sign In
User name: UAT1

Password: esssssssssens|

["] sign me in automatically

b) From top navigation select “Members” and “Change or Recover Password”.

"Sanas

South African National
Accreditation System

Home My Dashboard Training Application Post Course Support  Sanas Website  Contacts Enquiries Members *  Admin Sign In Sign Qut
Register
Training Applications Types Sign In
Change or Recover Password
Individual Bookings Group Bookings In-Ho

This booking type is for individuals seeking training in their This booking type is for companies looking to This booking type

\ own capacity, in one of SANAS Knowledge Transfer's courses train a single or multiple individuals in one of SANAS have an individual or mu

Knowledge Transfer's courses. SANAS Knowl

at their c

c) Complete the “Change Your Password” section by providing the requested information and clicking

“Change Password”.

P
‘sanas

South African National
Accreditation System

Home My Dashboard Training Application Post Course Support Sanas Website Contacts Enguiries Members ~

Change Your Password
Change Your Password:

Your User Name:

uatl

Current Password:

Mew Password:

Confirm New Password:

| Change Password

Cancel |

d) Navigate back to Training Application and click on the “Login” button to authenticate with your new

credentials.
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N, Acordilolion Sysham

Homm | TrairingApeécstion  Senax‘Wabsits  Contsdz  Mombarz+  AdminSipnin Sign Qut

Knowledge Transfer Services (Training)

The SANAS Knowledpe Tranufer Cenore bos been provsting oinusg semeces for over 13 years, Our course facilnators, who ars ako qualsfeed

| assessers, have experience in wureng and rechoical Siedds. Ted enables teem to shere fiest-hesd experience oo acoreditzison activimes 2 best
practied dureng dhe presemation of comrses. The knowlsdge and experisnze of oor conre f 5, sperts and aec
ensure oor abitity and capabiluty 1o provide cowses o 28 our cuens aocseditation and emeging felds Our coursss are desgmoed and cotinually
amproved o ensures walie tooour cleeurs and dieir cpamsations.

fisld paanagsrs

Please dovnlosdvisn e lotest Course Scieduls hee

To apply for rainieg for che first dee, plase sgeee I vou bove proviously segistored fer trsining or sceeeditation, pleass
togin usisg your usernams and password.

| ﬁ egister .Lﬁ‘..

(Ve registered with SANAS, olick o regisrer) (Registeraa winh SANAS, olick on Inginl
Registration Pracess Coiirge Application Process
Click Register | Click Lagin

Accept
Disclaimer

Training
Dashhl_:\ard"

e Sign In

User name: UAT1

Password: eesssssessess|

[] Sign me in automatically

“sanas

South African Nafional
Accreditation System

Home My Dashboard  Training Application  Post Course Support ~ Sanas Website ~ Contacts ~ Enquiries ~ Members~  Admin SignIn  Sign Out

Training Applications Types
Individual Bookings Group Bookings In-House Bookings Internal Bookings
This booking type is for individuals seeking training in their This booking type is for companies looking to This booking type is for companies looking to This hooking type is for SANAS Staff members looking to
own capaity, in one of SANAS Knowledge Transfer's courses. train a single or multiple individuals in one of SANAS have an individual or multiple individuals trainedin one of  receive training in one of SANAS Knowledge Transfer's courses.

Knowledge Transfer’s courses. SANAS Knowledge Transfer's courses

at their company premises.

1.4 ACCOUNT RECOVERY

In the event of error to authenticate, an external user can recover their account password as long as they
have access to the registered email account.

a) From top navigation select “Members” and “Change or Recover Password”.
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"sanas

South African National
Accreditation System

Home My Dashboard Training Application Post Course Support Sanas Website Contacts Enquiries Members ~ admin Sign In Sign Out

Register

T 4 : E < Sign In . .
To apply for accreditation for the first time, register. If you have previously registery on, login wit
Change or Recover Password

-~

b) Recover your password by completing the “Recover Your Password” section and receiving a new
password via e-mail to the registered email account.

Recowver Your Password

Forgot Your Password?
Enter your User Name or Email Address to receive your password.

User Name or Email Address: ImstesterES@gmail.cumH

Submit

A confirmation message will notify you that the password was successfully sent to your email address.

Recover Your Password

Your password has been sent to yvou.

c) Visit your email account to review the “Account Recovery Password” email.

SANAS Site Account Password Recovery inbox x

o  nNo-reply@sanas.co.za
d to me [~
You have received this email because you have requested the recovery of your account password to the SANAS site.
Your user name is: UAT1
Your temporary password is: =on0P!1p5T}bZ

Please brows to the site and "Log In" using your temporary password. Once you have logged in, select the link
"Change or Recover Password” from the navigatien bar to update your password for safe keeping.

Thank you.

d) Sign in to the site using your temporary password and change the password to your liking following
steps in “3.3 Password Change”.

1.5 USER REGISTRATION AND COURSE APPLICATION

In order to deliver the best service possible to our clients, we require some details of the individual
looking to register or apply on behalf of the trainee as well as the company information of the prospective
candidates.

The “Get Started” button on the Training Application Types Info page starts the process off of collecting
this data.

a) From the Training Application Types page, select the “Get Started” button
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(‘sanas

South African National
Accreditation System

Home My Dashboard  Training Application  Post Course Support  Sanas Website  Contacts  Enquiries  Members*  Admin SignIn  Sign Out
Training Applications Types

Individual Bookings Group Bookings In-House Bookings Internal Bookings
This booking type is for individuals seeking training in their ‘This booking type is for companies looking to This booking type is for companies looking to This booking type is for SANAS Staff members looking to
own capacity, in one of SANAS Knowledge Transfer’s courses. train a single or multiple individuals in one of SANAS have an individual or multiple individuals trained in ane of  receive raining in one of SANAS Knowledge Transfer’s courses.

Knowledge Transfer's courses. SANAS Knowledge Transfer's courses

‘Get Started

at their company premises.

1.5.1 ACKNOWLEDGE DISCLAIMER

Acknowledge the terms & conditions for portal use and communication section.

South African National
Accreditation System

TERMS & CONDITIONS FOR PORTAL USE AND COMMUNICATION:

Welcome to SANAS s Knowledge Management Portal.

If you continue to browse and use this Portal, you are agreeing to comply with and be bound by the
following terms and conditions of use, which together with our privacy policy govern SANAS's relationship
with you in relation to this Portal. If you disagree with any part of these terms and conditions, please do
not use our Portal.

The term 'SANAS' or 'us’ or "'we' refers to the owner of the Portal. The term "you' refers to the user or
viewer of our Portal.

The use of this Portal is subject to the following terms of use:
Portal Participation

In order to participate_on the Portal, you will need to be logged in and so will reguire a username and
All messages are the opinions of the author and are not the views or opinions of SANAS.
The discussion boards are not to be used as a free forum for the following:
post any information that is unlawful, harmful, threatening, abusive, harassing, vulgar, profane,
obscene, may cause personal distress, offensive, defamatory, false, libellous, hateful, racially,
sexually or otherwise discriminatory or post any information that is otherwise (in the absolute
discretion of SANAS) objectionable;
impersonate any person or entity, or misrepresent your association with a person or entity;
promote or endorse any business or commercial goods, products or publications (including other
websites);
post any information that may be invasive of another's privacy or violate the rights of any other
» member, or of any third party in any way;
post inflammatory messages;
post any content that infringes any patent, trademark or copyright of any party unless you have the
* permission to do so;

use the Portal to encourage illegal and/or inappropriate behaviour, to form or recruit members for
+ distinct groups whose aims are to cause disruption, or to encourage others to do so;

use the Portal to promote or provide instructional information about illegal activities or promote
» physical harm or injury against any group or individual;
* post any information that is confidential and/or commercially sensitive;
» post any URLs or web links;

Spoil, spam, impersonate or engage in activity or behaviour which SAMAS regard as objectionable
+ and/or inappropriate

For any guestions please contact SANAS ( Siphamandla Zimema or Thabiso Bapela)
E-mail: siphamandlaz@sanas.co.za or thabisob@sanas.co.za

| have read, agreed and accept the Terms and Conditions as set out above

1.5.2 PERSONAL INFORMATION

Complete your personal information and click submit. Once you have completed and submitted your
personal information you will be greeted with a screen directing you to continue to complete your company
information.
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My Information

Personal Information

Name: User

Surname: Manual

Contact No: 0129971555

Fax No: 0129572342

Email: roleld@onlinecf.net

Identification #:
ID Number or 8810105007088
Passport Number

Province Gauteng EI
District City of Tshwane Metra EI
Municipality City of Tshwane Metra E
Race: Coloured EI

Gender: m@

Thank you for submitting your personal
information.
Please complete your company
information by clicking on the continue
button below.

1.5.3 COMPANY INFORMATION

Complete your Company Information and click “Submit”. Once you have completed and submitted your
Company Information you will be greeted with a screen directing you to continue to the “My Training
Dashboard”

Document Name: ELMS External User Manual V4.0.docx
Last Modification Date: 22 July 2016
Author: Core Focus Version Number V4.0 Page 12 of 37




N ACCREGHOND SEshEm
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Camgany Brpra we by [}
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Company Infarmation

Genenl Infermation

Compary Rame: ReigCampary
Fortal Address

Arddrpnn: PO Boe 58

Briinoe Cauterg

Citwl Pretang

Arpac Yapadrand

Credes oot
Phrgocal fAddross

Addimy: G333 Riign Drwe

Prasiecr Garheng
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et [LH:38

Imyeice Information

Porson
[quesations & inynices willl ke went to thiz prrcon]
Mama: LE
FATAETE Lhar
Conbact Membe: OL3EO7 5294
Enl Adivess ralela@anisadl nat

Company Information

Brtailed Infarmaticn
Com pany Hegivtiatbon Memer:  2004,0001,/220

Crenpary WAT Bumher ElzHH
gzt I eegist i i i5 regiieed Mo s oo paigs e el detalse; wan =
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Thank you for submitting your company
information.
Please continue to "My Training
Dashboard” by clicking on the continue
button below.
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1.6 MY SPACE

Personal Information

MName: Danie

‘Surmname: Petzer

Contact Number: 0795004665
Email: 0129971533
Identification #: 86100550070812

Company Information

Company Name: CF

Invoice Person Information

Name: Danie

Sumame: Petzer

Number: 0795004435
Email Address: dpetzer@cfcoza

Edit my Company Info

Knowledge Transfer Announcements

Body

Welcome to the My Training
Dashboard

Course Marks Feedback
[0 course Applied For Total Mark %

There are no items to show in this view of the "Applications list. To add a new
item, dlick New".

1.6.1 EDIT PERSONAL INFORMATION

Apply for Training

Use this icon %1 next to my courses to filter the Discussion Board, Course Material
and Assignments lists.
My Courses

[0 Select Booking No Name Course Date

There are no items to show in this view of the "Applications™ list. To add a new item, dick Mew™.

Course: Discussion Board

[ Subject Replies Last Updated

There are no items to show in this view of the "External Students Discussion Boards™ discussion board. To add a
new item, dick "Mew".

Course Material and Assignments

O Type Name
There are no items to show in this view of the "Course Documentation” document ibrary,
Completed Assignment

O Tvpe Name

There are no items to show in this view of the "Course Assignments”™ document library, To add a new item, dick
"New" or "Upload™,

4 Add document

Click on “Edit my Info” to update your personal information. Update the information as required and click
“Submit” to submit the changes.

Personal Information

Name: User

Surname: Manuzl

Contact Number: 0129971555
Email: ImstestertS@gmail.com
Identification #: 9910075007083
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My Information

Personal Information

Mame: |pser

Surname: Manual

Contact No: 0129971555

Fax No: 0129871556

Email: Imstesteras@egmail com

Identification #:
ID Number or 9910075007083

Passport Mumber
Province Gauteng v
District City of Tshwane Metro :'
Municipality City of Tshwane Metro V
Race: White [+
Gender: Male :

1.6.2 EDIT COMPANY INFORMATION

Click on “Edit my Company Info” to update your company information. Update the information as required
and click “Submit” to submit the changes.

Company Information ]

Company Name: | CFManual

Invoice Person Information

Name: User

Surname: Manual

Number: 0129971555

Email Address: Imstester6S@gamil.com

Edit my Company Info
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Company Information ]

Roles: (Indicate your capacity on the SANAS LMS System)

Trainee:
As an individual you receiving training from SANAS
Company Representative:

In your capacity as a company representative you organise the training for other people
Company Information

General Information

Company Name: CFManual
Postal Address

Address: PO. Box 44

Province: Gauteng

City: Pretoria

Area: ‘Wapadrand

Code: 0050

Physical Address

Address: 622 Rubenstein Drive
Province: Gauteng

City: Pretoria

Area: Moreletapark

Code: 0181

Invoice Information

Invoice Person Information
(quotations & invoices will be sent to this person)

Name: User

Surname: Manual

Contact Number: 0129971555

Email Address: Imstester6S@gamil.com

Company Information

Detailed Information

Company Registration Number: ~ 2003/0002/100

Company VAT Number: 4110214065
Indicate if registration is required for your company’s vendor database: Yes
Please indicate if your company is using a Purchase Order Number System: Yes

1.6.3 KT ANNOUNCEMENTS

The latest announcement from Knowledge Transfer for your perusal will be displayed in the window as
below:

Knowledge Transfer Announcements

L] @ Title Body

Welcome & Hew o
Welcome to the My Training Dashboard

1.6.4 COURSE MARKS FEEDBACK
Your overall course score will be displayed in this section as soon as marks are collected.
Course Marks Feedback

[ Course Applied For Total Mark %

There are no items to show in this view of the "Applications” list. To add a new
itemn, dlick "Mew",

Document Name: ELMS External User Manual V4.0.docx
Last Modification Date: 22 July 2016
Author: Core Focus Version Number V4.0 Page 16 of 37




1.6.5 APPLY FOR TRAINING

From the My Space page, click the “Apply for Training” button to apply for the desired type of training you
require.

Apply for Training

Use this icon % next to my courses to filter th

My Courses

[] select Booking Mo Na

There are no items to show in this view of the "Applications” lis

External Students Discussion Boards

Selecting “Apply for Training” will direct you to the types of training applications that are available.

"Sanas
South African Nafional
Accreditation System

Home My Dashboard Training Application  Post Course Support  Sanas Website  Contacts  Enquiries  Members~  Admin SignIn  Sign Out

Training Applications
Modified
Please select the booking you require and complete the form in order to submit your application. Kindly view the Course Schedule to ensure that your desired courses and dates are available

2016/04/03 05:22 A

Course Specific FAQ

[ Header Content

are no items to show in this view of the "Course:

There
peciic FAQ" list.

i Bk [Em—

Select the Individual Booking if you are a company or individual interested in training for individuals in one
of SANAS Knowledge Transfer’s courses. The process is described in detail in point 3.6.5.3.

Select the Group Booking if you are a company looking to train multiple individual in one of SANAS Knowledge
transfer’s courses. The process is described in detail in point 3.6.5.4.

Select the In-House Booking if you are a company representative looking to have a minimum of ten
individuals trained in one of SANAS Knowledge Transfer’s course at your company premises by one of our
course facilitators. The process is described in detail in point 3.6.5.5.

Select Internal Booking if you are a SANAS employee, Technical or Lead Assessor looking to receive training
in one of SANAS Knowledge Transfer’s courses. This process is described in detail in point 3.6.4.6

1.6.5.1 Latest Schedule

From the Training Applications page on the right hand side, the latest training schedule is presented as a PDF
document available for download.

Course Schedule

[] Type  MName Modified
I Course 2016/04/03 05:22 AM
Schedule
2016
Ef HEwW

1.6.5.2 Course Specific FAQ's

From the Training Applications page on the right hand side, the latest Course Specific FAQ's are presented.
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Course Specific FAQ

[[] Header Content

There are no items to show in this view of the "Course
Spedfic FAQ" list,
1.6.5.3 Individual Bookings
In order to complete an individual application, complete the following steps:

a) Click on Individual Booking from the Training Application Page

Individual Bookings
This booking type is for individuals or companies seeking
training for individuals in one of SANAS Knowledge Transfer’s

COUTSES.

Individual Booking

b) Accept the terms and Conditions form and click Application

‘Sanas

South African Nafional
Accreditation System

TERMS & CONDITIONS:

1 Confirmation of the above course is subject to the enrolment of a minimum of 10 delegates per course. A spedfic {
scheduled course will be cancelled 2 weeks prior to the commencement date if the above condition has not been met.

The Training Coordinator/delegates will then be informed by SANAS and enrolled on the next course or for a schedules
course as agreed between SANAS and the Training Coordinator/delegate

2 Course payment to be made 14 days pricr to the course date, unless prior arrangements have been made and
confirmed with SANAS

w

Canceliations made fess than 10 working days prior 1o the course is subject 10 3 50% canceliation fee

4 No refunds will be allowed for canceliations made less than 3 working days prior to the course.

5. Substitute candidates may be registered to redeem fees paid subject to prior arrangements being made and confirme
with SANAS.

6. Method of Payment:
i. PLEASE REFER TO INVOICE FOR REFERENCE NUMBER WHEN MAKING PAYMENT

ii. By deposit- First National Bank Hatfield Pretoria {
' Account Number: 546 011 51564 |
3 Branch Code: 252145 !

iii. Cheque made out to: South African National Accreditation System

EP|EEE‘ send proof of deposit/payment to SANAS, Attention Siphamandla Zimema or Thabiso Bapela
iE-mail: siphamandiaz@sanas.co.7a of thabisob@sanas.co.za

I the undersigned fully accept the above terms and ditie and declare the above inf ion as correct to |
H the best of my knowledge. {

I have read and agree with the Terms and Conditions

Application

c) Select the desired course you would like to apply for.
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‘Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005

Search for Province

d) Click the “Search for Province” button to display the provinces the course is available for and from
the dropdown, select the province you would prefer to attend the course.

‘Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISQ/IEC 17025:2005

Course Provided in: |
Eastern Cape
Free State
Gauteng
KwaZulu-Natal
Limpopo
Mpumalanga
North West
Northern Cape
Western Cape

e) The course dates for the course will be returned. Click the “Search for Date” button to choose your
preferred course date. Note that the total dates e.g. “10 available course date/s” are the total
amount of course dates for the year. The “Search for Date” function will only return dates that are
current and in the future and will not return past dates for the course.

"Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 El

Goutene _______________ |

10 availble course date/s

Search for Date

Course Provided in:
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f) From the dropdown, select the “date for the course". (only current dates displayed)

“Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 57\/

Gauteng ™
Course Provided in: ]
10 availble course date/s

Course Date: e |

2016-07-11T09:00:00
| 2016-08-01T09:00:00
2016-08-22T09:00:00
2016-05-12T09:00:00
2016-10-03T09:00:00
2016-10-24T09:00:00
2016-11-14T09:00:00
2016-12-05T09:00:00

g) The booking number for the course will be returned as well as the amount of seats still available for
the course. Note: Even though the course may be fully booked, you will be allowed to register for a

course but one of the Training Coordinators will contact you to make further arrangements should
there be a cancellation or an additional course.

‘Sanas

South African Naticnal
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 M

| cauteng [n
Course Provided in:

10 availble course date/s

Course Date; 2016-08-22T09:00:00 :E]

Booking Mumber ¥Y6L11

17
Seats Available

=

=

B seats Taken
[0 seats available

h) Complete the Application form.
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Accreditation Systerm
OULY AUTHORIZED COMPANY REPRESENTATIVE
Mame: | candidate [surname: | oine
|}
Tek: : 0129972235 I‘* 0795004455
T T e —
Fax: | py1i9e72234 | Emal: Imstesterss @ gmail com
Masme of Companmy: CFManunl
Field Mechanical and Physical w | iGub-Fiehd: comcReTe ]

[ tf sash freted does mot exist add fefd

[ f ietd doves nat exist sdd Beld
FINANCIAL ADRINISTRATION INFORAMATION

Note: if you are paying for yoursell, do not complete this section.
Company Registration number: | 2003/0002/100

VAT Regisration Mumibser: £110214065
Indicate if registration b required for your .._-.."lmdn-r‘ B iw.
Please indicate if yous company it uving o Purchose Order Number System [ true

Pogtal Address: Phiyibcal Address: (I different from abave)
POBax  [pg gow s sweet Mame | 523 Aubenstein Drive
i ! o e me
ares | Wispadrand i) Maresetapark
City 'l;tm e Fretoria
Code ims.u Code o181
Province :Guu::nq Frovines Gauteng
| Gauteng = Gauteng ~]
Hame | candidate Surmame | Bne
ek | o125972238 Call: | oresnoaass
Fic: | 0120872234 [Emalt: l[imstesterss @ gmail.com]| |

i) Complete “Individual Applicant Information” form and “Submit".

sanas

South African Nafional
Accreditation System

APPLICANT INFORMATION (Delegate)

Delegates Mame/s: o

(As required on certiffcote) T

Delegates Surname: Manual

Contact Number: 0129971555

Fax Number: 0125971556

Email: Imstesteres@gmail.com
Identification Number: 0010075007083

j) Select “Close” from the Thank you screen.
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Thank you for submitting the Training Application

k) Return to My Training Dashboard.

SANAS Home

Personal Information Knowledge Transfar Announcements

O @ Tee . Apply for Training
Name: User

P — There are no items to show in this view of the Knowledge Transfer

Announcements” list. Use this icon fa next to my courses to filter the Discussion Board, Course Material and Assignments li:
Contact Number: 0129971555
Emai: Imstester65@gmail.com
My Courses
Identification #: 5910075007083
[ select Booking No Name Course Date
'd Course Applied For : DOCUMENTING THE SYSTEM COURSE: Based on ISO/IEC 17025:2005 (1)
Company Information LA Y6D01 2016-09-26
Company Name: | CFManual External Students Discussion Boards
Invoice Person Information
[0 Ssubject Created By Replies Lat
Name: User
There are noitems to show in this view of the "External Students Discussion Boards” discussion board,
Sumame: Manual
Number: 01259971555

Course Material
Email Address:  Imstester65@gmail.com

Edit my Company info O Tvpe Name

There are noitems to show in this view of the "Course Documentation” document library.

Course Assignments

[ Tvpe Name

There are noitems to show in this view of the "Course Assignments” document library.

1.6.5.4 Group Bookings
In order to complete a group application, complete the following step:
a) Click on “Group Booking” from the Training Application Page.

Group Bookings
- This booking type is for companies looking to
train multiple individuals in one of SANAS Knowledge Transfer's

COUrses.

Group Booking

b) Accept the terms and Conditions form and click “Application”.

Document Name: ELMS External User Manual V4.0.docx
Last Modification Date: 22 July 2016
Author: Core Focus Version Number V4.0 Page 22 of 37




“sanas

South African National
Accreditation System

TERMS & CONDITIO!

1. Confirmation of the course is subject tothe 1t of & minimum of 10 per course. A specific schedulied
course will be cancelled 2 weeks prior to the commencement date if the above condition has not been met. The :
Training Coordinator/delegates will then be informed by SANAS and enrolled on the next course or for a scheduled
course as agreed between SANAS and the Training Coordinator/delegate.

2. Course payment to be made 14 days prior to the course date, unless prior arrangements have been made and
confirmed with SANAS.

3. Cancellations made less than 10 working days prior to the course is subject to 3 50% cancefiation fee.
4 Mo refunds will be allowed for cancellations made less than 3 working days prior to the course.

5.  Substitute candidates may be registered 1o redeem fees paid subject to prior arrangements being made and confirmed
with SANAS.

6. Method of Payment:
i. PLEASE REFER TO INVOICE FOR REFERENCE NUMBER WHEN MAKING PAYMENT

i By deposit - First National Bank Hatfield Pretoria
Account Number: 54501151564
Branch Code: 152145

ii. Cheque made out 1o South African Nari Accreditation System

. send proof of deposit/paym 1 Attentio
‘E-mail: siphamandlaz@sanas.co.za or thabisob@sanas.coza
‘E-mail: siph laz@ thabisob @

1 the undersigned fully accept the obove terms and conditions and declare the above information as correct to
' the best of my knowledge. :

1 have read and agree with the Terms and Conditions

Applicati

c) Select the desired course you would like to apply for.

‘Sanas

South African National
Accreditation System

URSE INFORMATION
Course Applied For:
Search for Province

d) Click the “Search for Province” button to display the provinces the course is available for and from
the dropdown, select the province you would prefer to attend the course.
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‘Sanas

South African National
Accreditation System

COURSE INFORMATION
Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 E|

Course Provided in: |

Eastern Cape
Free State
Gauteng
KwaZulu-Natal
Limpopo
Mpumalanga
North West
MNorthern Cape
Western Cape

e) The course dates for the course will be returned. Click the “Search for Date” button to choose your
preferred course date. Note that the total dates e.g. “10 available course date/s” are the total
amount of course dates for the year. The “Search for Date” function will only return dates that are
current and in the future and will not return past dates for the course.

"Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 E

T - |

10 availble course date/s

Course Provided in:

f) From the dropdown, select the date for the course.

"Sanas

South African National
Accreditafion System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 r\/

Gauteng [v]

10 availble course date/fs

Course Provided in:

Course Date:

2016-07-11T09:00:00
| 2016-08-01T09:00:00
2016-08-22T09:00.00
2016-09-12T09:00:00
2016-10-03T09:00:00
2016-10-24T09.00:00
2016-11-14T05:00:00
2016-12-05T09.00.00

g) The booking number for the course will be returned as well as the amount of seats still available for
the course. Note: Even though the course may be fully booked, you will be allowed to register for a
course but one of the Training Coordinators will contact you to make further arrangements should
there be a cancellation or an additional course.
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‘Sanas

South African Natfional
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 ";

g Gauteng
Course Provided in:

[v]

10 availble course date/s

Course Date: 2016-08-22T09:00:00

Booking Number ¥eLil

h) Complete

17
Seats Available

: i g |

—

B scats Taken
[0 seats Available

the Application Form

"sanas

South African National
Accreditation System

0129972233

DULY AUTHORIZED COMPANY REPRESENTATIVE
MName: | candidate Surname: | gne
Tel: Cell:

0795004455

Fax 0129972234

MName of Company:

Email:

CFManual

Imstester65@ gamil.com

COMPANY INFORMATION

Field

Company Registration number:

Blocd Transfusion Laboratory |E‘ Sub-Field: Biochemistry \g

[ field does nat exist add field

FINANCIAL ADMINISTRATION INFORMATION
Note: If vou are paying for yourself, do not complete this section.

2003/0002/100

[T i sub field does not exist add field

VAT Registration Number:

4110214065

Indicate if registration is required for your company’s vendor database

true

Please indicate if your company is using a Purchase Order Number System

LOCATION INFORMATION

true

Postal Address: Physical Address: (If different from above)
FO hm PO. Box 44 StreetName | 533 Rubenstein Drive
MNumber and Number
Area ‘Wapadrand Area Moreletapark
City Pretoria City Pretoria
e 0050 Code 0181
Province Gauteng Province |Gauteng
Gauteng El Gauteng [':|

INVOICING INFORMATION (quotations & invoices will be sent to this person)

Name Candidate Surname One
Tek: 0129972233 Cell: 0795004455
Fax: 0129972234 Email: [Imstesterss@zmail.com| |

i) Add all the trainees that will be attending the course.
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"Sanas

South African National
Accreditation System

APPLICANT INFORMATION (Delegate) (As reguired on certificate]
T S = = S T S O~ T B 7T
— —

Candidate One Male [w| wnite [+~| o7esis0010 0129972234 Imstester65@gmail.com 6704103005848
Candidate Two Female [v| Back [V| o7aseasar: 0129572234 imstesters6@gmail com 8705124005849
Candidate Three Male |_§, Indian 'E | 0723457373 0129572234 Imstester&7 @gmail.com 92062350069531

= Add Applicant

j)  Submit the form and click “Close” on the thank you page.

Thank you for submitting the Training Application

k) Return to the “My Training Dashboard” and view the courses that are applied for.

Apply for Training

Use this icon % next to my courses to filter the Discussion Board, Course Material and Assignments lists.

My Courses
[] select Booking No Mame Course Date

Izl Course Applied For : DOCUMENTING THE SYSTEM COURSE: Based on ISO/IEC 17025:2005 (1)

Ry Y&DOo1 2016-09-26
@ Course Applied For : INTERNAL AUDITING COURSE: Based on ISO/IEC 17025:2005 (1)

External Students Discussion Boards

1.6.5.5 In-House Bookings

In order to perform an In-House booking, a pre-arranged booking number should be made available for you
to use when completing the application. In order to receive the booking number, you should first
communicate with the Knowledge Transfer Course Coordinators. The required contact details are available
on the highlighted link below the In-House Bookings item description.

In-House Bookings
This booking type is for companies
looking to have a minimum of ten
individuals trained in one of SANAS
Knowledge Transfer's courses
at their company premises.
(A prearranged booking number is
required. Kindly contact the Knowledge

Transfer Coordinators here.)

In-House Booking
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The information is displayed on the page leading from the link and looks like the below image.

Home My Dashboard  Training Application  Post Course Support ~ Sanas Website ~ Contacts ~ Enquiries ~ Members¥  Admin SignIn  Sign Out Search this site... L

In-House and Internal Bookings

All In-House bookings require a prearranged booking number before the application for training can take place. Both In-House and Internal booking clients kindly contact the SANAS Knowledge Transfer
coordinators for assistance.

Training Coordinator: Siphamandla Zimema Training Coordinator: Thabiso Bapela
Tel: +27 (0) 12 740 8413 Tel: +27 (0) 12 740 8414
Email: siphamandlaz@sanas.co.za Email: thabisob@sanas.co.za

Once you have received your booking number, complete the application by performing the following steps:

a) Click on the “In-House Booking” button to access the application form.
b) Acknowledge the terms and conditions by ticking the T's & C’s tick box and clicking on the
“Application” button to access the application.

"sanas

South African National
Accreditation System

TERMS & CONDITIONS:

1. Confirmation of the is subject to the enrolment of a minimum of 10 delegates per course. A specific scheduled course |
will be canceiled 2 weeks prior to the commencement date if the above n has not been met. The Training
Coordinator/delegates will then be informed by SANAS and enrolled on the next course or for a scheduled course as

agreed between SANAS and the Training Coordinator/delegate

™~

Course payment to be made 14 days prior to the course date, unless prior arrangements have been made and
confirmed with SANAS.

3 Cancelfgtions made less than 10 working days prior to the course is subject to a 50% cancellation fee.
4 No refunds will be allowed for canceflations made less than 3 working days prior to the course

5. Substitute candidates may be registered to redeem fees paid subject to prior arrangements being made and confirmed |
With SANAS. !

& Method of Payment
. PLEASF REFER TO INVOICE FOR REFERENCE NUMBER WHEN MAKING PAYMENT

ii. By deposit- First National Bank Hatfield Pretoria
Account Number 546 01151564
Branch Code: 252145

Cheque made out to: South African National Accreditation System

\Please send proof of deposit/payment to SANAS, Attention Siphamandia Zimema or Thabiso Bapela
\E-mail: siphamandizz@sanas.co.za or thabisob@sanas.co.za

3 1 the undersigned fully accept the above terms and conditions and declare the above information as correct to 3
! the best of my knowledge. !

1 have read and agree with the Terms and Conditions

c) Enter the provided booking number into the “Booking No” text box.

‘Sanas

South African National
Accreditation System

COURSE INFORMATION
Booking No: T12132) X |e.g Y5001

Course Applied For:

Date of Course:

d) Click on the “Search” button to provide you with the details of the booking.
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‘Sanas

South African National
Accreditation System

COURSE INFORMATION
Booking No: T1212 e.g Y5001
Course Applied For: 17011

2016-05-04T11:00:00

e) Click on the “Continue” button to perform the application.

Date of Course:

f) Complete the Application Form.

‘sanas

South African National
Accreditation System

DULY AUTHORIZED COMPANY REPRESENTATIVE

Mame: | candidate Surname: | ope

Tel: 0125972233 Cell: 0795004455

Fax: 10129972234 Email: Imstester65@gamil.com

Name of Company: CFManual

Field Blood Transfusion Laboratory |§| Sub-Field:| ginchemistry ij_l

[ 1f sub field does not exist add field
[ if field does not exist add field
FINANCIAL ADMINISTRATION INFORMATION

Note: If you ore paying for yourself, do not complete this section.
Company Registration number: | 2003/0002,/100

VAT Registration Number:

4110214065

Indicate if registration is required for your company’s vendor database true
Please indicate if your company is using a Purchase Order Number System true
Postal Address: Physical Address: (If different from above)
PO Box P.O. Box 44 StreetName | £32 Rubenstein Drive
Number and Number
Area Wapadrand Area Morzletapark
City Pretoria City Pretoria
Code 0050 Code 0181
Province Gauteng Province Gauteng

Gauteng El Gauteng [:_|

INVOICING INFORMATION {quotations & invoices will be sent to this person)

Surname

Name Candidate One
Tel: 0129972233 Cell: 0795004455
Fae 0125972234 et Imstester65@gmail.com

the application.

g) Add candidates that will attend the course to the registry and click the “Submit” button to submit
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‘Sanas

South African Nafional
Accreditation System

APPLICANT INFORMATION (Delegate) (As required on certificate)
[ b | sumeme | e | e | Comcmme | re | B | et

Candidate One Male |» White |~ | 0795150010 0129972254 Imstester65@gmail.com 6704103005849
Candidate Two Female |w Black v | 0725646372 01259972234 Imstester66@gmail.com 705124006845
Candidate Three Male ~ | Indian || 0723457373 0129972234 Imstester67 @gmail.com QZDEZSSUOGQBE‘

& Add Applicant

1.6.5.6 Internal Bookings (SANAS Staff)

Before submitting an Internal Booking, the training representative should contact the Knowledge Transfer
Course Coordinators to check on course availability for internal bookings. Follow the link below the Internal
Bookings description to obtain the contact details of the Coordinators.

Internal Bookings
This booking type is for SANAS 5taff, Technical and Lead
Assessors training in one of SANAS Knowledge Transfer's
COUrSes.
: (A prearranged booking number is required. Kindly contact the

Knowledge Transfer Coordinators here.)

Internal Booking

The contact details of the course coordinators are available on the linked page as below.

Home My Dashboard  Training Application  Post Course Support  Sanas Website  Contacts  Enquiries  Members~  Admin SignIn  Sign Out Search this site... b

In-House and Internal Bookings

All In-House bookings require a prearranged booking number before the application for training can take place. Both In-House and Internal booking clients kindly contact the SANAS Knowledge Transfer
coordinators for assistance.

Training Coordinator: Siphamandla Zimema Training Coordinator: Thabiso Bapela
Tel: 427 (0) 12 740 8413 Tel: +27 (0) 12 740 8414
Email: siphamandlaz@sanas.co.za Email: thabisob@sanas.co.za

Once arrangements and checks has been done, the training representative should complete an application
by completing the following steps:

a) Click on the “Internal Bookings” button to access the application form.
b) Acknowledge the terms and conditions by ticking the T's & C’s tick box and clicking on the
“Application” button to access the application.
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"sanas

South African National
Accreditation System

TERMS & CONDITION:

1. Confirmation of the is subject to the enrolment of a minimum of 10 delegates per course. A specific scheduled course 3
will be cancelled 2 weeks prior to the commencement date if the above condition has not been met: The Training {
Coordinator/delegates will then be informed by SANAS and enrolled on the next course or for a scheduled course as
agreed between SANAS and the Training Coordinator/delegate

2. Course payment to be made 14 days prior to the course date, unless prior arrangements have been made and
confirmed with SANAS.

3 Cancelfations made less than 10 working days prior to the course is subject to a 50% cancellation fee.
4 No refunds will be allowed for canceflations made less than 3 working days prior to the course

5. Substitute candidates may be registered to redeem fees paid subject to prior arrangements being made and confirmed 3
With SANAS. !

& Method of Payment
i. PLFASFE REFER TO INVOICE FOR REFERENCE NUMBER WHEN MAKING PAYMENT

ii. By deposit- First National Bank Hatfield Pretoria
Account Number: 546 01151564
Branch Code: 252145

iii. Cheque made out to: South African National Accreditation System

\Please send proof of deposit/payment to SANAS, Attention Siphamandia Zimema or Thabiso Bapela
1E-mail: {@sanas.co.za or thabisob Nas.co.za

3 1 the undersigned fully accept the above terms and conditions and declare the above information as correct to 3
! the best of my knowledge. !

1 have read and agree with the Terms and Conditions

c) Select the desired course you would like to apply for.

‘Sanas

South African National
Accreditation System

URSE INFORMATION
Course Applied For: LABORATORY SYSTEM COURSE: Based on |50/IEC 17025:2005

Search for Province

d) Click the “Search for Province” button to display the provinces the course is available for and from
the dropdown, select the province you would prefer to attend the course.

‘Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005

Course Provided in: ||
Eastern Cape
Free State
Gauteng
KwaZulu-Natal
Limpopo
Mpumalanga
North West
Morthern Cape
Western Cape
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e) The course dates for the course will be returned. Click the “Search for Date” button to choose your
preferred course date. Note that the total dates e.g. “10 available course date/s” are the total
amount of course dates for the year. The “Search for Date” function will only return dates that are
current and in the future and will not return past dates for the course.

‘Sanas

South African National
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 iV

T~ |

10 availble course date/s

Course Provided in:

f) From the dropdown, select the date for the course.

"Sanas

South African National
Accreditafion System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 ;FV

Gauteny v
Course Provided in: 2 =
10 availble courze date/s

Course Date:

2016-07-11T09:00:00
| 2016-08-01T09:00:00
2016-08-22T09:00:00
2016-09-12T09:00:00
2016-10-03T09:00:00
2016-10-24T09:00:00
2016-11-14T09.00:00
2016-12-05T09:00:00

g) The booking number for the course will be returned as well as the amount of seats still available for
the course. Note: Even though the course may be fully booked, you will be allowed to register for a
course but one of the Training Coordinators will contact you to make further arrangements should
there be a cancellation or an additional course.

"Sanas

South African Natfional
Accreditation System

COURSE INFORMATION

Course Applied For: LABORATORY SYSTEM COURSE: Based on ISO/IEC 17025:2005 E

.| Gauteng [v
Course Provided in:
10 availble course date/s

Course Date: 2016-08-22T09:00:00 E

Booking Mumber ¥sL11

17
Seats Available

ey

B seots Taken
[ seats Available
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h) Complete the Application form.

Accreditation System

ALY ALTHORLZED COMPANY REPRESEN TATTVE

Hame: | Candidate if"'-'"'"""" One

Tak: 0129972335 :"-'H'= 0795004455

Facx: 0129972234 'ﬁﬂiﬂ Imstesteres @gmall com

COMPANY INFORMATION

Hasme of Cormpany: CFatanual

EEH hechanbcal and Physical w | Bub-Fiekd: COMNCRETE (e |

T i sub feld does ot exist add feld
[ o fieted dees not exist sdd feld
FINANCIAL ADAINISTRATION INCIIRLATION
Note: If you are paping for pourself, do not complete this secthon.

Compary Regivtration tumber: | 3003/0002/100

VAT Registration Nimber: £110214065

Indicate if reginration i required for your company’s vendor datsbane it‘"""
Please indicate if yous company is using & Purchase Drder Number | vrue

LEMCATIONN INFOIRBAATNN

Foazal Address: Phiibeal Address: (I different from above)
m o irﬂ.u.ﬂ‘m 24 mm 622 Aubenstein Drive
Arca '.WIHHI'II'LII s | Moresetapark
City Pretarcis Ciry Pretoris ]
Code: | posa Code: [oam
Provdnce : Gauteng Prevdnce Gauteng
| Gauteng <] Gauteng %
Ham | Candidate [jumame | One
ekt |o125572288 etz | arss004455
Faas | o126572234 [emaltc [imstesterss@gmail.com| |

i) Complete Individual Applicant Information form and Submit.

sanas

South African Natfional
Accreditation System

APPLICANT INFORMATION (Defegate)

Delegates Name/s: U

{As required on certificote) =k

Delegates Surname: Manual

Contact Number: 0129971555

Fax Numhber: 0129971556

Email: ImstesteraS@gmail com
Identification Number:

9910075007083
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1.6.6 MY COURSES

Should you have applied for one or more courses, the information of the course will display in this section
providing information of the Booking Number and Name as well as the Course Date. This item allows you to
filter your dashboard based on the course you are focusing on by using the arrows.

Apply for Training

Use this icon "1 next to my courses to filter the Discussion Board, Course Material and Assignments lists.

My Courses

[ select Booking No Name Course Date

= Course Applied For : DOCUMENTING THE SYSTEM COURSE: Based on IS0 /IEC 17025:2005 (1)
L") YeDo1 2016-09-26

4 Course Applied For : INTERNAL AUDITING COURSE: Based on ISO/IEC 17025:2005 (1)

External Students Discussion Boards

1.6.7 COURSE DISCUSSION BOARD

The Course Discussion Board allows students to partake in discussions on topics related to the course. The
moderator will start a topic and students’ part of the course will be able to communicate on a subject. These
subjects will be displayed in the Course Discussion Board.

Course Discussion Board

[] subject Replies Last Updated

New Course Discussion £ Hew 0 2016/05/11 17:06

In order to reply to a thread, perform the following steps:
a) Click on the subject e.g. “New Course Discussion” and click on the “Reply” link.

Threading

| Started: 2016/05/11 13:33 by Danie View Properties | i Reply

New Course Discussion

Body

b) Complete a reply within the presented form and click on “Save”.
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ards - New Item

| Format Text Insert

i I [Q == & Cut [} _| v

- — Gacopy v

Save Cancel Paste Attach  Spelling
File -

Commit Clipboard Actions  Spelling

Body Reply to discussion]
From: D
Posted:
Subject:

Save Cancel

c) The thread will grow as the conversation continues.

Threading

aing

| Started: 2016/05/11 13:33 by Danie View Properties | Jga Reply

New Course Discussion

Body

Posted: 2016/05/11 13:37 by daniep View Properties | ‘@ Reply

Reply to discussion

™~ i
v Show Quoted Messages

1.6.8 COURSE MATERIAL

The Course Material section provides a platform for you to access content related to the course you applied
for. Training and Assignment material forms part of the course content. In order to view the correct content
should you have applied for more than one course, use the filter to provide you with the correct content for
your booking number as per 3.6.6.

Course Material and Assignments |

1 Type  MName

= Category : Assignment (1)

o} Blank Assignment & new
=l Category : Course Material (1)
o} Blank Study Material & new
In order to download the documents, perform the following steps:

a) Expand the “Assignments” category.
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b) Select the item and from the dropdown, select “Send To” and then choose “Download”.

Course Material and Assignments [l

[ Type wName

= Category : Assignment (1)
[ o) Blank Assignment & new -

iew Properties
= Category : Course Material (1)
Compliance Details

Alert Me
Other Location | Send To 12

= Blank Study Material & new

Completed Assignment -
43 E-mail 2 Link ‘

[0 Type Download a Copy

c) Complete the assignment and submit it to the system as per item 3.6.9.

1.6.9 ASSIGNMENT UPLOAD

The Assignment Upload section provides the functionality to upload your completed assignments to the
ELMS system.

In order to upload a completed assignment, complete the following steps:

a) Ensure that your documentisin a “PDF” format and that the name of the document conforms to the
example as on the “My Training Dashboard”.
b) From the Assignment Upload section select the “Continue” button on the bottom of the page.

Assignment Upload

[ Assignment Title Submission Status

There are no items to show in this view of the "Course Assignment” list. To add a new item, dick ™ew".

When uploading documents, kindly name your documents accordingly.
Please follow below example:

a

"] [ o

£ 5}

= g - E

E ] € =

= o = 2

W @ E i

2 g = g

m (o] Qg E

£ o 5 £,
= 7 =] ]

£ i a L,
- ] ,—H
| |
JDoe BN1212AS2345

Continue

c) Complete the information requested “Assignment Title”, “ldentification Number” and “Booking
Number”.

Assignment Title *

Identification Number

Booking Number ﬂ

Atfach Dormment to)1picax) W Click here to attach a file
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d) Click on the “Click here to attach a file” to upload the assignment.

Attach Document to Upload il Click here to attach a file

e) Select the file to upload by clicking “Browse” button and then “Attach”.

Attach File

Select a file, and then click Attach to upload it.

Attach File

Select a file, and then click Attach to upload it.
D:\Desktop'JDoe901007BN1212A52345 pdf Browse .

f)  With all the information completed and the file attached to the information, click the “Submit”
button to upload the document.

Assignment Title IDoeS01007BN1212A52345

Identification Number 9010075007085

Booking Number BN1212 Iﬂ

Attach Document to Upload W Click here to attach a file

)(JDOEBDlDD? BN1212A52345. pdf

g) You will see your submitted document reflect below the “Assignment Upload” section.
Assignment Upload

[] Assignment Title Submission Status

JDoeS01007BN1212A52345 Uploaded

When uploading documents, kindly name your documents accordingly.

Plaaca fallaer halaw avamnlas

Document Name: ELMS External User Manual V4.0.docx
Last Modification Date: 22 July 2016

Author: Core Focus Version Number V4.0 Page 36 of 37




1.6.10 GENERAL FAQ’S

From the Training Applications page to the right of the screen all general frequently asked questions are
displayed to assist with any standard queries there may be with regards to registration, the training

dashboard, course start time, what will be provided during the session and dealing with cancellations.

Search this site... P2l
General FAQ
[ Header Content
fied assessors, have experience in training and technical fields. This enables them to How do 1
vorstarand log - Coursebosking and

of our course facilitators, experts and accreditation field managers ensure our ability in?

ensure value to our clients and their organisations.

sing your username and password.

(Registered with SANAS, click on login)
Course Application Process

{7
Accept
3!
Provide
Personal
Information
17

Provide
Company
Information

Proceed to

“My Training

Dashboard”
v

Apply for

1.6.11 COURSE SPECIFIC FAQ'S

During the application process for training, there is a course specific frequently asked questions section that

order to gain access to

Individual, Group and In-house

course booking.
+ The course schedule is

available to select a course of

choice. Please verify the

correct venue of the course
selected. (SANAS Knowledge

Transfer- Pretoria; Cape
Town; Durban etc.

registration.

the invoice for payment,
course venue and time
confirmaticns.

Should you encounter any

problems with the process, please
call +2712 740 84138414 for

assistance

What is My
Dashboard? * Thisis a personal space

provided to each candidate
who have registered for SANAS

training courses.

* My Dashboard allows you to

will inform you with regards to more course related questions.

Members = Admin Sign In Sign Out

lication  Kindly view the Course Schedule to ensure

Bookings Internal Bookings

‘or companies This booking type is for SANAS Staff,

rimum of ten Technical and Lead Assessors training in
one of SANAS one of SANAS Knowledge Transfer’s

i courses courses.

mises. (A prearranged booking number is

ng number is required. Kindly contact the Knowledge

act the Knowledge Transfer Coordinators here.)

here.)

g Internal Booking

Search this site... P a
Course Schedule
[ Tvpe  Name Madified

o

2016/05/03 09:10 AM

Course Specific FAQ

[0 Header Content

There are no items to show in this view of the "Course
Specific FAQ" list.

registration is dene online.
Brief activity flow summaries
for registration and log in are
provided on the website.

First register as system userin

Once the registration forms
have been completed and
submitted, notification will be
sent to the e-mail address you
have provided in your personal

This will at the later stage be
followed by a quotation to be
acknowledged for acceptance,
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