
NATIONAL SKILLS DEVELOPMENT MANAGEMENT SYSTEM (NSDMS)
LEARNER REGISTRATION FOR merSETA EMPLOYERS OR merSETA FUNDED LEARNERS

USER MANUAL
2019

LEADERS IN CLOSING THE SKILLS GAP



1. LEARNER REGISTRATION 

Learner Registration as an Employer
1. Go to SDF
2. Go to Learner Management 
3. Select Company you want to add learners
4. Click on icon to Add new learner
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Learner Registration can be done by employers or by accredited skills development providers



1. LEARNER REGISTRATION 

Learner Registration as an accredited 
Skills Development Provider (SDP)

1. Go to Skills Development
2. Go to Learner Management 
3. Go to Skills Development Provider table

you want to add learners for
4. Click on icon to Add new learner
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1. LEARNER REGISTRATION 

5. Click on button + Add 
New Learner
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1. LEARNER REGISTRATION 

6. Select Intervention Type
7. Complete the required

details
8. Click on Continue
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1. LEARNER REGISTRATION 

9. Search for the entity that you 
want to add the learner for.

Please note:
a. merSETA Levy-paying

Employer is an entity that 
pays its levy to merSETA.
You would search using an 
L number. If the L number is 
not accepted, it means that 
you need to search for Non-
levy paying entity

b. Non-levy paying entity – this 
is an entity that does not
pay a levy as they are below
the threshold or are entities 
that are funded by merSETA
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1. LEARNER REGISTRATION 

10. Search for a learner using the RSA 
ID or Passport Number

Please note

a. You can only register learners who
appear in the company/organization 
employee table

b. If you are registering unemployed 
learners, you would need to add 
them as employees under Company 
Management (use Contract 
Employee (Unemployed)
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1. LEARNER REGISTRATION 

11. Complete the details required on the 
form
12. Upload required documents
13. Click on Submit

Please note: You are required to 
provide a valid email for each learner 
and valid mobile number as per 
regulations
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1. LEARNER REGISTRATION 

14. Go to email and look for the learner 
registration form that has been auto-
populated that needs to be signed by the 
relevant parties
15. Upload required signed learner 
registration document
16. Click on Complete

LEADERS IN CLOSING THE SKILLS GAP



1. LEARNER REGISTRATION 

15. Upload required signed learner 
registration document
16. Click on Complete Task
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2. SETTING REVIEW DATE

17. The merSETA will review the
submission
18. If there are issues with the 
submission, you will be required to 
address the matter
19. If approved, you must select a date to 
go to the merSETA to submit the original 
documents

a. Click on the calendar to add a date
b. Chose date and time
c. Click on Set Review Date
d. Click on Complete Task
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2. REVIEW DATE OUTCOME

20. If merSETA accepts the date, you will 
be will receive an email. 

21. The merSETA may also provide an
alternative date and time after they have 
reviewed and you will still receive an 
email notification

22. You will then be required to submit
the original learner registration copies at 
your designated Regional Office on the 
date
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3. LEARNER REGISTRATION OUTCOME 

23. If merSETA approves the document, 
you will be will receive an email. 

24. If there are issues, you will be 
required to resolve the issue and then re-
submit. 

25. You will be able to view the learner 
documents under learner management.

Please note: Learners will have the 
ability to register as users on the system 
and they will also receive notifications 
with respect to their application. They 
can also view their profile online
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