
NATIONAL SKILLS DEVELOPMENT MANAGEMENT SYSTEM (NSDMS)
SKILLS DEVELOPMENT PROVIDER REGISTRATION FOR: 

QCTO SKILLS DEVELOPMENT PROVIDER, QCTO TRADE TEST CENTRE AND NON-merSETA SCOPE PROVIDER
USER MANUAL

2019

LEADERS IN CLOSING THE SKILLS GAP



1. SKILLS DEVELOPMENT PROVIDER PRIMARY 
REPRESENTATIVE DETAILS
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1. Click on Register and 
agree to the POPI Act 
disclaimer

2. Click on Skills 
Development Provider 
Registration

1

PLEASE NOTE: A provider 
can be registered for 
different types of 
provider categories on 
the NSDMSA



1. SKILLS DEVELOPMENT PROVIDER PRIMARY 
REPRESENTATIVE DETAILS

3. Search for a user to see 
if details are already on 
system
a.If yes, details currently 

captured will appear
b. If details not on system, 

complete the required 
details
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2. SKILLS DEVELOPMENT PROVIDER: QCTO 
SKILLS DEVELOPMENT PROVIDER

4. Go to Applicant Details and provide the 
required information
a. Type of Application – select type of 

accreditation
• QCTO Skills Development 

Provider – this is where you are 
registering on the NSDMS as an 
SDP but you are accredited by the 
QCTO (the focus of this user 
guide)

b. Based on the selection above, the 
relevant fields will then need to be 
completed

c. Upload Certified Copy of ID/Passport 
of person representing entity

5. Click on Continue
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2. SKILLS DEVELOPMENT PROVIDER: QCTO 
TRADE TEST CENTRE

4. Go to Applicant Details and provide the 
required information
a. Type of Application – select type of 

accreditation
• QCTO Trade Test Centre – this is 

where you are registering on the 
NSDMS as an SDP but you are 
accredited by the QCTO (the focus 
of this user guide)

b. Based on the selection above, the 
relevant fields will then need to be 
completed

c. Upload Certified Copy of ID/Passport 
of person representing entity

5. Click on Continue
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2. SKILLS DEVELOPMENT PROVIDER: NON-
MERSETA SCOPE PROVIDER

4. Go to Applicant Details and provide the 
required information
a. Type of Application – select type of 

accreditation
• Non-merSETA Scope Provider – this 

is where you are registering on the 
NSDMS as an SDP but you are 
accredited by another SETA/QA, 
however, you train for merSETA
Employers (i.e. those paying their levy 
to the merSETA) or for other employers 
who are not merSETA employers (i.e. 
paying levy to another SETA) but who 
have learners doing merSETA
qualifications 

b. Based on the selection above, the 
relevant fields will then need to be 
completed
c. Upload Certified Copy of ID/Passport of 
person representing entity

5. Click on Continue
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3. SKILLS DEVELOPMENT PROVIDER: ENTITY 
DETAILS

8. A Company Registration Form will then 
become visible

9. You are required to select if you are 
registering as:

• Levy paying entity - this is a merSETA
employer (you would enter your SDL 
number – if you are not a merSETA
employer, the system will advise you of 
such

• Non-levy paying entity – this is an 
entity that has already registered on the 
NSDMS. You must then fill the system 
generated number that starts with an N

• Non-merSETA Scope Company – this 
is an SDP that is accredited by another 
SETA/QA, however, you train for 
Employers who are designated to the 
merSETA (i.e. those paying their levy to 
the merSETA) or for other employers 
who are not merSETA employers (i.e. 
paying levy to another SETA 
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3. SKILLS DEVELOPMENT PROVIDER: ENTITY 
DETAILS

6. If you selected levy paying entity or non-levy paying 
entity, details on the system will auto-populate but you may 
be required to complete other details

7. If you select Non-merSETA Scope Company you will 
be required to complete company details

8. You must complete the longitude and latitude degrees, 
minutes and seconds. You can click on Check GPS 
Coordinate where you will be taken to a new page on 
another website. These must be accurate as they are 
required for monitoring and reporting purposes

9. If you selected wrong entity, click on Clear and you can 
start process again

10. Click on Continue once you have completed
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3. SKILLS DEVELOPMENT PROVIDER: ENTITY 
DETAILS

11. You must have at least two Contact 
Persons

12. Search for person using either ID 
Number of Passport

a. If yes, details currently captured will 
appear and you must select 
Designation

b. If details not on system, complete the 
required details 

c. Click Clear if you want to start again or 
Submit if happy

d. The details will appear in table below 
and you can make further changes or 
delete the entry while you are still 
completing the application

13. Click on Continue once completed
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3. SKILLS DEVELOPMENT PROVIDER: ENTITY 
DETAILS

14. You can select Assessors/Moderators 
but this is not compulsory during the 
application process

15. Search for person using either ID 
Number of Passport

a. If yes, details currently captured will 
appear and you must select Type

b. If details not on system, complete the 
required details 

c. The details will appear in table below 
and you can make further changes or 
delete the entry while you are still 
completing the application

d. If details you have captured do not 
correspond to details on system/or 
person is not registered as an 
Assessor/Moderator, a pop message 
will advise you

16. Click on Continue once completed
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4. SKILLS DEVELOPMENT PROVIDER: QCTO 
QUALIFICATION DETAILS

17. Select the qualifications and where applicable, unit 
standard, skills programme, skills set, learning 
programmes that you are seeking accreditation for

a. To add a qualification, unit standard, skills 
programme, skills set, learning programmes, search 
for a qualification by starting to type the qualification 
code e.g. 48915 or by using the % as part of the 
qualification description e.g. %manufa%

b. Click on Add Qualification, unit standard, skills 
programme, skills set, learning programmes etc. You 
can add as many qualifications against as you wish 
by repeating step a

c. You can remove an entry by click on the x once it 
has been added to the list

d. Click on Continue

18. Upload copy of accreditation – please note that if 
you have multiple accreditations, you will only be able to 
upload as one document, so you will need to prepare 
document with all and then upload
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4. SKILLS DEVELOPMENT PROVIDER: 
QUALIFICATION DETAILS

18. Select the qualifications and where applicable, 
unit standard, skills programme, skills set, learning 
programmes that you are seeking accreditation for

a. To add a qualification, unit standard, skills 
programme, skills set, learning programmes, 
search for a qualification by starting to type the 
qualification code e.g. 48915 or by using the % 
as part of the qualification description e.g. 
%manufa%

b. Click on Add Qualification, unit standard, skills 
programme, skills set, learning programmes 
etc. You can add as many qualifications against 
as you wish by repeating step a

c. You can remove an entry by click on the x once 
it has been added to the list

d. Click on Continue

18. Upload copy of accreditation – please note that 
if you have multiple accreditations, you will only be 
able to upload as one document, so you will need 
to prepare document with all and then upload
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5. SKILLS DEVELOPMENT PROVIDER: 
DECLARATION

19. You are required to complete a 
declaration by checking the Accept box

20. If you decide to withdraw application, 
click on Back to Login

21. If proceeding with application click on 
Submit

22. Once submitted, you will see a pop up 
message advising you that submission has 
been made and will now be reviewed
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6. SKILLS DEVELOPMENT PROVIDER: 
ACKNOWLEDGEMENT EMAIL & OUTCOME 

23. Once submitted, you will receive an 
Acknowledgement of submission email and a 
copy of the accreditation application 

24. An email will be sent out with the 
outcome
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7. SKILLS DEVELOPMENT PROVIDER PROFILE

25. You can keep track of the process by 
going to the menu and look under Skills 
Development and click on SDP Management
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