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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. 

 

d) Complete the registration form. 
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e) Click on Register to submit the registration request. 

 

f) Check the email received with your password. 

 

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

 

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

 

 

1.3 PASSWORD CHANGE 

In the event that you require a password change, perform the following actions: 

a) From the top navigation, select “Members” and then “Sign In”. 
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b) From top navigation select “Members” and “Change or Recover Password”. 

 

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

 

d) Navigate back to Training Application and click on the “Login” button to authenticate with your new 
credentials. 
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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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b) Recover your password by completing the “Recover Your Password” section and receiving a new 
password via e-mail to the registered email account. 

 

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

 

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

 

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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1.5.1 ACKNOWLEDGE DISCLAIMER 

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

 

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. 



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 

 

 

 

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” 
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1.6 MY SPACE 

 

1.6.1 EDIT PERSONAL INFORMATION 

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

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

 

1.6.4 COURSE MARKS FEEDBACK 

Your overall course score will be displayed in this section as soon as marks are collected. 
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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. 

 

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

 

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. 

 

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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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 

 

b) Accept the terms and Conditions form and click Application 

 

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

 

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

 

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. 

 

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

 

j) Select “Close” from the Thank you screen. 
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k) Return to My Training Dashboard. 

 

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. 

 

b) Accept the terms and Conditions form and click “Application”. 
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c) Select the desired course you would like to apply for. 

 

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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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. 

 

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

 

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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h) Complete the Application Form 

 

i) Add all the trainees that will be attending the course. 
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j) Submit the form and click “Close” on the thank you page. 

 

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

 

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

 

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. 

 

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

 

d) Click on the “Search” button to provide you with the details of the booking. 
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e) Click on the “Continue” button to perform the application. 
f) Complete the Application Form. 

 

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



Document Name: ELMS External User Manual V4.0.docx 
Last Modification Date: 22 July 2016 
Author: Core Focus Version Number V4.0 Page 29 of 37 

 

 

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. 

 

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

 

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

 

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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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. 

 

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

 

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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h) Complete the Application form. 

 

i) Complete Individual Applicant Information form and Submit. 
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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. 

 

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. 

 

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. 

 

b) Complete a reply within the presented form and click on “Save”. 
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c) The thread will grow as the conversation continues. 

 

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. 

 

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”. 

 

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 document is in 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. 

 

c) Complete the information requested “Assignment Title”, “Identification Number” and “Booking 
Number”. 
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d) Click on the “Click here to attach a file” to upload the assignment. 

 

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

 

 

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

 

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

 

1.6.11 COURSE SPECIFIC FAQ’S 

During the application process for training, there is a course specific frequently asked questions section that 
will inform you with regards to more course related questions. 

 


