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1.1 Change Control 
 

Version Author of Change Date  Details of Change 

2019.01 Gerhard van der Berg July 2019 Policy updated & amended to suit new 
organisation structure of Sage.  

 
 
 

   

 

1.2 Record of Approvals 
 

Level* Committee Name Date 

1 Ravin Rughoonandan (Content Design Manager) July 2019 

2 Pragasen Moodley (Director, Learning Services AME) July 2019 

3 Candice Govender (Legal Director, AME) July 2019 

4 Pieter Bensch (Executive Vice President, AME) July 2019 

* Level of approval 
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2.1 Purpose and Objective 
 
The purpose of this policy is to ensure Sage has records of all learners’ who have booked for 
training and that all records are kept safe and secure. 
 
 

2.2 Policy Requirements 
 
This policy is in place to ensure that the information captured is compliant with legal requirements 
and Sage has a record of all learners and are kept safe and secure. 
 
 

2.3 Booking Form Scope 
 
 

Activity / Deliverable 
Responsibility 

Design Use 

Manual Booking Forms (Classroom / Seminars) Gerhard van der Berg Training Sales Marketers  
send to Customers 

Online Booking Form for Seminars Gerhard van der Berg Customers 

Online Booking (Sage U) Internal Systems Customers 

Online Booking System 2 (Training Zone) Internal Systems Customers 

Online Booking System 3 (CRM) Internal Systems 

Training Sales Marketers 
Payroll & HR add 
information about 
customers 
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2.3.1 Manual Booking Forms (Classroom / Seminars) 
 
Classroom: 
 
Some learners will complete the following form when booking a training course: 
  

In terms of our accreditation, Sage is required to give statistical reports regarding the delegates that attend 
training. Please take a few minutes to complete the following demographic and current skills level information. 

These statistics ensure that Sage’s training meets the needs of all our attendees. 
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Seminar: 
 
Some learners will complete the following form when booking for a seminar course (Example: Mid-
Year Tax Update Seminar): 
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Procedure: 
 
The process flow as follows: 

 

 
 

2.3.2 Online Booking Form for Seminars 
 
Some customers/learners will make use of an online form to complete a booking for a Seminar 
session. This is normally displayed on the Sage website or sent out via an email communication 
mailer to the customer/learner: 
 
https://learning.sage.co.za/authorized-learning-partner.html 
 

 
 
 
 

Training Adviser sends 
form to learner/customer 

via email.

Customer/Learner will 
complete the form and 

submit back to the Sales 
Adviser via email.

Sales Adviser will capture 
customer/learner 

information on Sage 
Online Learning 

Management System 
(LMS).

The Sage LMS will send 
customer/learner 

confirmation of training 
booking via email.

https://learning.sage.co.za/authorized-learning-partner.html
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Procedure: 
 
The process flow as follows: 

 

 

2.3.3 Online Booking on Sage University 
 
Some customers/learners will make use of an online booking system to book for a training course. 
This is displayed on the Sage University website: 
 

 
   

Customer receives 
communication via email 
or see information on the 
Corporate Sage website.

Customer will fill in online 
booking form and submit.

An email is sent to the 
Sage Learning Services 
Administrator to process 
the request and to send 
the information as a lead 

to the Sage Adviser.

Sales Adviser will 
capture customer/learner 

information on Sage 
Online Learning 

Management System 
(LMS).

The Sage LMS will send 
customer/learner 

confirmation of seminar 
booking via email.
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Procedure: 
 
The process flow as follows: 

 

 
 

2.3.4 Online Booking on Training Zone 
 
Some customers/learners will make use of an online booking system to book for accounting 
training courses. This is displayed on the Sage Training Zone website: 
 

 
   

Customer/Learner will 
request course attendance 

via the Sage U online 
application.

An email is sent to the 
Sage Learning Services 
Administrator to process 
the request and to send 
the information as a lead 

to the Sage Adviser.

Sales Adviser will capture 
customer/learner 

information on Sage 
Online Learning 

Management System 
(LMS).

The Sage LMS will send 
customer/learner 

confirmation of seminar 
booking via email.
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Procedure: 
 
The process flow as follows: 

 

 
 

2.3.5 Online Booking on CRM 
 
Payroll & HR customers will contact the Sage Adviser directly via telephone and will request 
training. Once Sage Adviser gives approval of available dates, the Sage Adviser will add the 
customer details on the online CRM software: 
 

 
   

Customer/Learner will 
request course attendance 

via the Training Zone 
online application.

An email is sent to the 
Sage Learning Services 
Administrator to process 
the request and to send 
the information as a lead 

to the Sage Adviser.

Sales Adviser will capture 
customer/learner 

information on Sage 
Online Learning 

Management System 
(LMS).

The Sage LMS will send 
customer/learner 

confirmation of seminar 
booking via email.
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Procedure: 
 
The process flow as follows: 

 

 
 

2.5 Process of Manual paperwork 
 
All manual booking forms are uploaded to a SharePoint drive and only Learning Service 
employees have access to this system. All paperwork are shredded. 

 

2.6 Record keeping timeline 
 
All learner records are kept on the database for a period of 5 years as per Legal 
Requirements. 

 

3. Contacts 
 

Should you have any questions about the content of this policy please contact the training 
department via email: Training.Za@sage.com. 

 

Customer/Learner will 
contact the Sage Adviser 
and book training course.

Sales Adviser will capture 
customer/learner 

information on Sage 
Online Learning 

Management System 
(LMS).

The Sage LMS will send 
customer/learner 

confirmation of seminar 
booking via email.

mailto:Training.Za@sage.com
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