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1 Introduction 

Welcome to the SAQA online portal for the application of the evaluation for a foreign qualification.  The 

application process is informed by the SAQA Policy and Criteria for the Evaluation of Foreign Qualifications 

within the SA NQF (2024). 

 The SAQA Automation System is aimed at streamlining both the operations of the Client & Authentication 

Services Unit (Foreign) at the South African Qualifications Authority (SAQA). This document serves as a user 

manual for the Client Portal. 

2 Background context and some definitions 

To provide some context to the process it is also important to define some context which you may come across 

in your application process. 

Glossary of terms related to the process of evaluating a foreign qualification.  (a more comprehensive list of 

definitions can be found in the SAQA Policy and Criteria for the Evaluation of Foreign Qualifications within the 

SA NQF (2024) 

“Accreditation” means the process followed by a competent recognition authority or quality assurance 

body to recognise a legally established institution as having the capacity to offer a qualification or part-

qualification at the required standard; and/or to approve a learning programme as meeting the required 

standard.  

“Authenticity” in relation to a foreign qualification, means a qualification or part-qualification that is lawfully 

obtained from a foreign country and is evaluated by SAQA in terms of the NQF Act. 

“Comparison” means the process of comparing foreign qualifications with registered South African 

qualifications, considering the structure and outcomes of foreign qualifications, and locating them within 

the South African NQF.  

“Evaluate” means the process followed by SAQA to verify the authenticity of a foreign qualification and 

compare it with a South African qualification for placement within the South African NQF, and evaluation 

has a corresponding meaning.  

“Foreign Institution” means a foreign juristic person offering or issuing an authentic qualification or 

part-qualification in a country outside South Africa. 

 “Foreign qualification” means a qualification that either: (1) forms an intrinsic part of an education and 

training system other than South Africa and is awarded by an institution that is accredited or recognised in 

that system, in accordance with the relevant laws, policies or generally accepted practice; or (2) meets other 

specific criteria as determined and published by SAQA. 

  

“Foreign Qualification Recognition Value Chain” means the various recognition responsibilities, 

undertaken by competent South African authorities, to recognise a foreign qualification for specific 

purposes.  
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“Misrepresentation” means an intentional or unintentional incorrect statement of fact or law, or a 

perversion or distortion of the truth, made by a person (natural or juristic) in writing, or orally, which relates 

to an application for the evaluation of a foreign qualification, including any false representation contained 

on the foreign qualification certificate.  

“Qualification holder” means the person whose qualifications were evaluated by SAQA and whose 

name and birth date appear on the SAQA Certificate of Evaluation.  

“Recognition decision (regarding a foreign qualification)” means the outcome of the evaluation of a 

foreign qualification conducted in terms of the SAQA Policy and Criteria for Evaluating Foreign 

Qualifications within the South African NQF; on whether to recognise that a qualification is authentic.  

“Recognition of a foreign qualification” means the formal acceptance of a foreign qualification that meets 

the requirements as set out in the Policy and Criteria for evaluating foreign qualifications.   

“Revocation” means the withdrawal of a prior decision by SAQA to recognise a foreign qualification and the 

action taken to invalidate, annul, cancel, or rescind a SAQA Certificate of Evaluation, to render such a certificate 

to have no legal status and effect.  

SAQA Certificate of Evaluation (SCoE)” means a certificate issued by SAQA indicating the authenticity of a 

foreign qualification and its placement on the South African NQF (hereafter referred to as SCoE.) 

“Stage 1 Appeal decision” means the decision taken in relation to an appeal against the original recognition 

decision.  

“Stage 2 Appeal decision” means the decision taken in relation to an appeal against the decision of the 

Appeal Panel. 

“Verification of a foreign qualification” means the process followed by SAQA to determine the 

authenticity of a foreign qualification. Verification includes authenticating the status of institutions and 

the qualifications offered by them, investigating the authenticity of qualification documentation, and 

verifying that the qualification was awarded to the individual in question.  

 

It is important to note when you engage in an application that” 

• SAQA evaluates the foreign qualification underlying a professional designation and not the 

professional designation itself.  

• SAQA has a zero-tolerance approach to fraudulent and corrupt practices. Any attempts to bypass 

standard procedures, or influence either the process or outcome of the evaluation of foreign 

qualifications, must be refused and reported to the relevant authorities. 

3 SAQA Helpdesk 

Should you require any assistance or further guidance with the SAQA Client Portal in your application for the 

evaluation of a Foreign Qualifications, please do not hesitate to contact the SAQA Client Services desk by 

email:  dfqeas@saqa.org.za or by telephone number 012 431 5000. If your username is forgotten, you 

need to contact SAQA to submit the details to you via the email address used on your profile.   

mailto:dfqeas@saqa.org.za
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4 Uploading documents to the SAQA Portal 

In uploading a file like a copy of an Identify Document or a qualification document can be uploaded on the 

SAQA Portal in the following formats, i.e. PDF, JPEG and TIF, Please Note that the size of the document that 

can be uploaded is restricted to a maximum size of 5MB. 

5 Client Portal 

The user is required to follow the steps outlined to create a user profile and password.  The user will be 

required to create a password when the system is accessed for the first time. 

Password rules: 

The password will need to adhere to the following requirements:  

Password must be at least 8-12 characters Long. Must contain at least 1 numeric value, 1 special character 

and 1 upper case character.  

Should the user forget the password, access the link “Forgot Password” on the landing page and a new 

password will be send to the user by email from SAQA.  

Security and passwords: 

As in any other system it is of the utmost importance that the user account details are kept confidential, 

especially so the password. 

 A user must not at any point in time share his/her system user password with another user as this may lead 

to changes that are unauthorized. 

To access and utilise the client portal, you will need to register a new individual profile before proceeding to 

create an application. The next sections give a step-by-step guide on how to access the portal from the 

SAQA website and subsequently create a profile. 

Inactivity of user on the system: 

After 10 Minutes of no activity on SAQA Portal the user logged in status will be logged out.  It may seem that 

you are still logged in, but in saving information and engaging in information, you will not get the desired 

output.  

Once this happens the user will be warned via the following screen. 
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6 Accessing the Portal 

TIP: Get to know the screen layouts of the SAQA Client Portal and 

process flow to assist in your application. 

i. Begin by accessing the SAQA Website with the link https://www.saqa.org.za 

 

ii. Select Services from the website menu, then choose Evaluation of Foreign Qualifications, and click 

on Apply for an Evaluation. You will be then redirected to the Client portal of the automated system 

as shown below. 

 

 

 

http://www.saqa.org.za/
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iii. The landing page of the client portal system enables you as the client to register a new account, log 

in if you are already registered, or reset your password should you have forgotten your password. 
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6.1. Registration 

iv. To begin the registration process, click on the Register button as highlighted below, you will then be 

navigated to the Create a Profile page. 

 

v. Once on the Create a Profile screen, click on continue which will redirect to the sign-up screen. 

 

vi. Capture all the required fields (i.e. Email Address, Phone Number, Username, and Password), read and 

accept the terms and conditions. 
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vii. Upon capturing your personal details, the system also conducts a Cloudflare human verification 

security check.  

- Poor internet connection could lead to errors from Cloudflare verification, if user gets error, they 

should click on the Cloudflare icon to do another verification 

 

 

 

Cloudflare 

verification  
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viii. After entering your details and completing the Cloudflare authentication, clicking the sign-in button 

will prompt the system to request an OTP pin. This pin will be sent to the email address associated 

with your registered profile.  

 

-  After pressing 'Sign Up,' an OTP popup will appear, and the code will be sent to the client's email. 

The client should enter the OTP and press 'Submit.' Please note, the OTP is valid for only 5 

minutes. If the time expires, the client should click the 'Resend OTP' button 

 

 

 

 

 

After successfully 

entering personal 

details press profile sign 

up. 

Button to re-send OTP if it 

is not in client email.  

 

 

Submit button after submitting OTP.  
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ix. After successfully signing up, you will be redirected to the Create a profile page. Capture all the 

required fields before proceeding to confirm the profile. After all fields have been captured, click next 

to confirm the details. 
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x. Click the submit button to confirm 

 

xi. Once submitted, you will be notified of the successful profile creation, Click “Continue to Portal” to 

proceed to the client portal. 

 

 

xii. Once on the Client portal, you will have the option to perform the following actions: 

1. View Profile 

2. View Documents 

3. Create an application 
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6.2. Reset Password 

i. To reset your password, begin by clicking the Reset password link from the login screen. 

 

ii. Capture the email address used to create your profile, where the password reset link will be sent.  
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iii. The system will send a password reset link email to the email address provided. You will also receive 

a successful prompt on the screen. 

 

 

iv.  Clicking the link will redirect you to the portal, where you can set a new password. 

 

 

v. Capture the new password you would like to use for your profile login. You will be expected to 

capture the new password twice as confirmation. The system also allows you to view the password 

by clicking on the show password radio button. 
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vi. After successfully changing your password, you will be redirected to the login screen to log in with 

your new login credentials, you will also be notified on the screen of the successful password reset. 
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6.3. View and Edit Profile 

It is important to note that once your profile is set up and a qualification application is submitted, the user 

cannot update details for the qualification submitted. 

 

 If a second application is submitted, the user can update their profile, and the information related to the 

new application will reflect those changes. While updating the email address is allowed, if the user ID is set as 

the email address, the original email provided during registration will be required for login 

 

 

i. To view and edit your profile, click on the View Profile link from the applications dashboard screen 
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ii. To edit any of the information on your profile, click on the edit button on the section you would like 

to edit. 

 

 

iii. Proceed to edit or add information and click on the save button to keep the changes. Alternatively, 

click on the cancel button to exit. 
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6.4. Create and submit applications for an individual 

i. To create an application, click on the Create Application buttons as highlighted below 

 

ii. You will be then prompted to select the type of verification; the list is currently limited to one 

verification type. Click on the Continue button to proceed with the application. 
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iii. Read through the important notes in the pop-up and click Continue to proceed with the 

application. 

 

6.5. Create and submit applications for an individual 

i. You will be able to create an application as an individual or minor. This section depicts the steps 

to create an application for an individual. 

ii. You will now land on the qualification holder details screen with all the fields pre-populated as 

per the details from the profile. 
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iii. Select the reason for the evaluation, accept the terms and conditions then proceed by clicking 

on the Add Qualification button as highlighted. 
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iv. Capture all required application details and upload the required documents as shown on the 

screen. Should an institution or qualification not be available on the dropdown list, select the 

“other” option and manually type in the institution and/or the qualification name in the 

fields provided. 

 

 

v. After all qualification details have been successfully captured and the confirm button is clicked, 

the qualification will be added to the application, and you will be redirected back to the Add 

Qualification screen. 
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vi. To add another qualification to the application, click on Add Another Qualification, and you will 

be redirected to the qualification details screen. Follow the same steps as above to add 

another Qualification to the application. 

 

vii. Once all qualification(s) are added to the application. Click the Next button to proceed to the 

next step 

 

 

viii. You will be directed to the proforma invoice screen which provides a detailed description of the  

total fees you are expected to pay for your application to be submitted to SAQA. 

 

ix. Click on the Save and Continue later button to save your proforma invoice and come back later 

to continue with the payment and submit the application. Should you wish to continue with 
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the payment click on the Save & Proceed button which will launch the payment screen where 

you'll be able to use the various payment methods available on the PayFast payment gateway. 

 

 

x. Should you want to download the proforma invoice, click on the download button. 
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xi. Click on the Proceed to payment button to launch the payment gateway. 
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xii. Once the PayFast has launched proceed to select the applicable payment method and provide 

the required payment details as per the payment gateway's request. 
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xiii. Successfully making payment through the gateway you will now be directed to the application 

summary screen as shown below 

 

 

xiv. Click on the Done button to confirm the application. At this point, you'll be now redirected 

back to your client portal dashboard and your application will be shown with the status of 

submitted. At this point, the application has been successfully submitted to SAQA, and the 

SAQA Authentication Services team will pick up the application and begin the verification 

activities 

 

 

xv. You will be notified of all application progress via e-mail where applicable and by logging 

back into the client portal dashboard to view the status of the application. To inquire directly 

to SAQA use your application reference number that is quoted on the dashboard. 
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6.6. Create and apply on behalf of a minor 

 

i. To create and apply on behalf of a minor begin by clicking on the create button. 
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ii. You will be then prompted to select the type of verification; the list is currently limited to one 

verification type. Click on the Continue button to proceed with the application. 

 

 

iii. Read through the important notes in the pop-up and click Continue to proceed with the 

application. 
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iv. In the new application screen & under the Qualification holder details, select the Minor radio 

button. Then proceed to capture all the required fields & documents relating to the minor you 

are applying on behalf of. 

 

v. Once all fields and documents have been completed, click on the Add Qualification button to 

launch the qualification information screen. 
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vi. Once launched, proceed to capture all the required fields and documents for the qualification. 

Should an institution or qualification not be available on the dropdown list, select the 

“other” option and manually type in the institution and/or the qualification name in the 

fields provided. 
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vii. After all qualification details have been successfully captured and the confirm the button is 

clicked, the qualification will be added to the application, and you will be redirected back to 

the Add Qualification screen 
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viii. To add another qualification to the application, click on Add Another Qualification, and you 

will be redirected to the qualification details screen. Follow the same steps as above to add 

another Qualification to the application. 

 

ix. Once all qualification(s) are added to the application. Click the Next button to proceed to the 

next step 

 

 

x. You will be directed to the proforma invoice screen which provides a detailed description of 

the total fees you are expected to pay for your application to be submitted to SAQA. 

xi. Click on the Save and Continue later button to save your proforma invoice and come back 

later to continue with the payment and submit the application. Should you wish to continue 

with the payment 
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click on the Save & Proceed button which will launch the payment screen where you'll be able 

to use the various payment methods available on the PayFast platform see the screen below. 

 

 

xii. Click on the Proceed to payment button to launch the payment gateway. 

 

xiii. Once the payment gateway has launched, proceed to select the applicable payment method 

and provide the required payment details as per the payment gateway's request. 
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xiv. Successfully making payment through the gateway you will be now directed to the application 

summary screen as shown below. 

 

xv. Click on the Done button to confirm the application. At this point, you'll be now redirected 

back to your client portal dashboard and your application will be shown with the status of 

submitted. At this point, the application has been successfully submitted to SAQA, and the 

SAQA authentication services team will pick up the application and begin the verification 

activities. 
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xvi. You will be notified of the payment made via PayFast by receiving an email as per your email 

address on your profile 

 

 

xvii. You will be notified of all application progress via e-mail and by logging back into the client 

portal dashboard to view the status of the application. To inquire directly to SAQA use your 

application reference number that is quoted on the dashboard and send an email to 

dfqeas@saqa.org.za 

 

 

 

 

 

mailto:dfqeas@saqa.org.za
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6.7. Accessing your application information after submission and 

tracking progress 

6.7.1. Successful application and tracing 

Once the application is submitted, the SAQA office will evaluate the application for compliance. 

In viewing your applications - If the application complies with all criteria, it will be evaluated to go to the next 

step, which will be the verification of the authenticity of the award (qualifications) as well as establishing the 

status of the institution and qualifications it is authorised to offer with the regulatory body in the country of 

studying. 

If you have submitted more than one qualification in a single application, the Application Status will remain 

In Process until all qualifications are evaluated and an outcome was provided, after which will move to Status: 

Completed. 

6.7.2. Application status- “Draft” 

This status indicates that the applicant is still busy with the application and has not submitted the application 

to SAQA for consideration and processing.  The user can resume and complete the application. 

 

 

 

6.7.3. Application status-“Submitted” 

This status indicates that the applicant has submitted the application and is ready for SAQA screening and 

possible evaluation. 
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6.7.4. Application in status- “In Process” 

 

You will notice the application is in status:  In Process 

 

 

The evaluation status of the qualification also in process 
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6.7.5. Application in Status-“Completed” 

 

 

6.7.6. Accessing the SAQA Certificate of Evaluation 

The certificate will now be issued, and the applicant can view the certificate.  The status of the application is 

“Completed” 

 

The certificate can be viewed 
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6.7.7. Opening the certificate through viewing and downloading the SAQA Certificate of 

Evaluation (SCoE) 

 

 

6.7.8. Security features on the certificate to note and QR code 

SAQA issues each certificate with a unique QR code that can be scanned which then reverts to the SAQA 

database for ease of verification of the authenticity of a certificate. 

A real time date and time stamp is also visible on the certificate each time that it is viewed or downloaded. 
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6.7.9. Rejected applications 

Where an application is rejected and SAQA is not able to evaluate such an application as specified in the 

Policy and Criteria, example, it is not a Foreign Qualification or the application documents are not submitted 

within a specified timeframe for completion, SAQA rejects such application and only in exceptional 

circumstances as per its Policy and Criteria and approved fee structure may a refund be considered 

Such an application is screened and if rejected, no further evaluation will be done.  The application status 

will reflect as Rejected 
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6.7.10. Application requires a re-submission 

 

Where the application is in status reflecting that Re-Upload is required, it indicates that the documentation 

and information submitted is not meeting the minimum criteria as determined by SAQA to continue with 

the evaluation and requires action from the applicant to correct and re-submit. 

 

 

An email notification would have been sent by SAQA to the applicant indicting the reason for non-

compliance.  SAQA will from time to time review the reasons to ensure that applicants are well informed of 

reasons that require action for Re-upload and re-submission. 

It should be noted that only document types that were not accepted are required to be re-uploaded. 
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The user will be guided in Access the Re-upload option to indicate what is required 
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Once all documents are attached, then the user can Confirm and submit 
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The user will be required to re-upload and then Submit re-uploads 

 

 

The application will now be in Submitted status again for SAQA to consider and process. 
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6.8. Client Email Correspondence 

 

The system has the capability to trigger email correspondence to the client depending on the 

various scenarios and use cases. The objectives of the correspondence are to notify and inform the 

application progress, guide on the next call to action and lastly communicate the outcome of the 

application. 

6.8.1. Screening successful email  

 

The client will receive the email notification once the application has been successfully submitted 

from the client portal and has been processed for an application screening with the outcome of 

the application as compliant. 

 

 

6.8.2. Application in verification stage update email  

 

The client will receive the email notification once the application has been successfully submitted 

from the client portal, has been processed for an application screening with the outcome of the 
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application as compliant and has reached the Verification process. The aim of this email is to notify 

the client that their application is seeking 3rd party verification. 

 

 

6.8.3. Application in verification stage attachment letter to email  
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6.8.4. Qualification Authenticity failed email  

 

The client will receive the email notification once the application has undergone the verification 

process, and the outcome of the verification has resulted in failed qualification authenticity.   

 

 

6.8.5. Evaluation successful outcome email  

 

The client will receive the email notification once the application has undergone the verification 

process, and the outcome of the verification has resulted in the successful evaluation outcome. 
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6.8.5.1. Successful outcome attachment letter  

The email notification will be accompanied by this email attachment stating the full details of the 

evaluation outcome. 

 

 

 

 

 

 

 

 

 

 

 

 

 


