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1. Introduction
This manual provides a comprehensive guide for Accommodation Providers (AP) to
manage their properties and students under the NSFAS AP system. It includes detailed
steps for registration, property management, student onboarding, and more.

2. Getting Started
a. Access the Portal

To access the NSFAS portal, you will need the following:

i. A Compatible Device:
● A computer (desktop or laptop) or a mobile device (smartphone or tablet)

that can connect to the internet.

ii. Internet Connection:

● A stable internet connection is required to access and navigate the
NSFAS portal efficiently.

iii. Web Browser:

● Ensure that you have an updated web browser installed on your device.
Recommended browsers include:

○ Google Chrome
○ Mozilla Firefox
○ Microsoft Edge
○ Safari (for Mac users)

iv. Email Account:

● A valid and accessible email account is needed for registration, login, and
receiving communications from NSFAS.

v. Personal Information:

● Have your personal details handy, such as your ID number, contact
information, and other relevant documents, for the registration and login
process.

b. Registering as an Accommodation Provider
To register as an Accommodation Provider, follow the steps:

i. Navigate to the NSFAS portal: https://www.nsfas.org.za

https://www.nsfas.org.za


ii. Hover over “For Students And Learners” and under “Student Support,”
click “Student Accommodation”.

iii. On the Student Accommodation page, click on the “Click Here” button to
redirect to the NSFAS Accommodation page.



iv. Fill in the required fields and click the “Register” button to navigate to the
registration page. If you already have an account, click the “Sign In”
button.

v. Select Accommodation Provider to redirect to the Registration page.

vi. On the registration page, provide the required and valid information,
accept the terms and conditions, and click the “Create Account” button.



vii. You will be redirected to the Landing Page.

c. Logging into the NSFAS Accommodation Providers Portal
On step 4 of Registering as an Accommodation Provider, select Sign In to
redirect to the login page. Similarly, you may simply navigate to
https://ap.ndtprod-nsfas.org.za/ to login.

https://ap.ndtprod-nsfas.org.za/


Enter your email address and password and click the Login button which will
redirect you to the Landing Page.

d. Password Reset.
If you forget your password, follow these steps to reset it:

i. Navigate to the login page:
Go to https://ap.ndtprod-nsfas.org.za/

ii. Click on the "Forgot Password" link as shown below:

iii. Enter Your ID Number:
You will be prompted to enter your ID number. Ensure that the ID number
is correct and click on the "Reset Password" button.



iv. Receive OTP:
An OTP (One-Time Pin) will be sent to your registered email address.
Check your emails for the OTP.

v. Enter OTP and New Password:
You will be redirected to a page where you need to enter the OTP
received in your email and also provide the new password you wish to
set. Confirm the new password by entering it again. Click "Reset
Password" when done.

vi. Login:
If the OTP is correct and the new passwords match, you will be logged
into your account automatically.

e. Landing Page
After successfully creating an account and login in, the user is redirected to the
landing page (See image below).



The landing page features are described below:
i. Side Menu Description
● Dashboard (Coming Soon) - View Account Summary in terms of students,

queries, and other relevant statistics.
● Create a new accommodation - Register a new property profile.
● Manage My Details - Manage user details.
● Lease Cancellations - View and comment on lease cancellation requests.
● Applications, Offers & Agreements - Manage student’s applications, lease

agreement and offer letter(s)
● My Properties - Manage created properties
● Payments - View payments for accreditation and students
● Complaints - Create and manage complaints

ii. Profile Icon with user names - View and edit user details.
iii. Contact Us - Click to view support contacts.

3. Creating and Registering a Property
To register a property on the portal, follow the steps:

a. Click on the “Create a new accommodation” on the Dashboard.



Complete the required sections (i.e., Property Details, Property banking details,
and Additional property images). Click the “Create Accommodation” button to
proceed to the next step.

b. The next step is to upload the required documents. Click the drop down button to
select the document to upload. Click on “Choose File” to upload the file from the
device.



Note that the top six documents from the list are required in order to proceed with
the review process. On the Document importance guideline, the documents
highlighted in red are required, those highlighted in gray are optional, those in
green have been uploaded.

c. The documents will be listed as you upload them and the list from the dropdown
button will get smaller.



d. Click “Save Changes” to save the uploaded documents and to proceed to the
next step. Note that if the required documents are not uploaded, you will see the
pop up below requesting the upload of the specified documents when you access
the property from the My Properties menu. Simply click the “Upload Documents”
button to upload.

e. The next page is the “Edit Accommodation” page where we can add the Room
Profile, Property Facilities and Additional property images.



Room Profiles Section.
To add the room types and their count, click the dropdown button to choose the
room type and in the quantity field, enter the count of rooms. Repeat the process
for each room types you have. Note the accreditation fee displayed below the
rooms as you select them.



Property Facilities Section.
This section allows the AP to select the facilities available on their property. Click
on each facilities category to select.

Additional Property Images.
Click on the upload icon to upload additional images of the property.

Note the property statuses on the top right along with the Delete and “Submit
changes for review” button. The incomplete status will always be there until the
user clicks the “Submit changes for review” button. The “not Paid” status
indicates that the property has not been paid for. The “Submit changes for
review” button allows the user to submit the changes, update all the property
details, upload the additional images, banking details etc., before clicking the
button. The Delete button will delete the property if the property is not paid for.

f. Click the “Save Changes” button when complete. The created property will be
saved on the portal and be accessible via the “My Properties” menu.

4. Manage Created Properties
To manage created properties, click the “My Properties” menu. The created properties
are displayed as cards as shown below

Click on each card to edit or update the property details. Editing of property details was
covered in the previous section.

5. Pay For Accreditation
When the property has been created and the required documents uploaded, click the
“Submit changes for review” button to send the property for review. The review
process is carried out by the NDT team. When the property review has finished, the AP



is notified of the outcome and is allowed to proceed with payment (passed review), or, is
not allowed to pay (failed review) until the required documents are attached.

When the property has passed the review stage, the AP is allowed to proceed with
payment for accreditation. To pay the accreditation fee, follow the steps:

a. Click on the “My Properties” menu, and click on the reviewed property on the list
of properties.

b. On the Edit accommodation page of the property, note the accreditation fee on
the Room Profiles section, this is the amount to be paid.



c. Locate the “Pay Now” button on the bottom right of the screen. Click the button
to proceed with payment.

d. On the payment page, the property and the amount to pay for are displayed.
Choose the payment option by clicking on it.

e. When payment is complete, the property status updates from “not Paid” to “Paid”
as shown below.



After payment follows the inspection. The property paid for is assigned to an inspector
who will arrange for an appointment date with the AP. When inspection is completed, the
property is handed over to the NSFAS team for final approval. When the NSFAS team
has finished with the approval they will issue the AP with an offer letter.

6. Signing the Offer Letter
When the offer letter is issued, the AP is notified and they can proceed to sign the offer
for the specific property. Navigate to “My Properties” and select the property issued an
offer. A page similar to the below page is displayed. Notice the “Sign Offer Letter”
badge at the top right:

To sign the Offer Letter, follow the steps:
a. Click “Sign Offer Letter” on the top right of the page. The offer letter page is displayed

as shown



b. Click “2” at the bottom to read page 2. When done, click “Accept/Decline” button to sign
and accept or decline the offer letter as shown below



Note: Accept means you would like to continue with the registration/accreditation
and the proposed offer letter and you may appeal the offer by contacting support.
Decline means you do not agree with the offer and don't want to continue with
the NSFAS accreditation. You cannot appeal the offer if you declined.

c. Input the signature and click either Accept or Decline, based on your choice, and click
the “Save Changes” button when done.

When the offer letter has been replied to (accepted/declined), the offer letter and the
reply document are saved as shown below:



7. Click “Offer letter” to view the offer letter and “Reply document” to view the reply document.



8. Student Onboarding.
When the offer letter is accepted, the next step is student on-boarding. With student
on-boarding, the AP is able to upload student applications for their property, and approve
them.
To on-board student(s), follow the steps:

a. Navigate to to My Properties on the portal and select the property to onboard
student on, by clicking on it.

b. On the edit accommodation page, locate the “onboard students” button on the
top right of the page and click on it. It will open a new page where we will
onboard the students.

c. Input your email address associated with the AP account and click the “Get OTP”
button.

d. Check your email inbox for the OTP and enter it. Click “Submit” to continue.
e. Select the property by clicking on the Property dropdown button.



f. Download the spreadsheet template by clicking on the “Download Template”
button. Use the downloaded template to fill in the student(s) details and save it.

g. Click on the field “Click to upload spreadsheet” and select the template with
student details from the step above.

h. The students on the saved template sheet will be uploaded and displayed as
shown below, assuming there are no errors.

i. The next step is to add the institution and campus for the students. Click the
check box(es) for each student you would like to add the institution and campus
for (see image below). Click the “Select Institution\Campus” button.



j. Select the campus and the institution from the modal/pop-up that appears and
click the “select” button.

k. The selected institution and campus will reflect on the page as shown below.
When the institution and campus have been selected for all the students, click
the “Upload List” button to onboard the student(s).



l. On the modal that pops up, click the “Submit” button to complete the process.

8.1 OnBoarding Error Messages
When onboarding students, there are some errors that you may need to deal with
before successfully on-boarding a student. See the image below which displays
the possible errors you may encounter when on-boarding students. Each color
refers to a specific error for the students to be onboarded and are explained.



Invalid Data Error
The invalid data error refers to the data on the spreadsheet with the incorrect
format e.g., The SA D number follows a certain format and if an ID number is not
in the correct format, it will be highlighted. Check the highlighted columns and
correct the details by clicking the check box on the applicable student, click the
three dots under the Actions header and choosing the edit option.

Duplicate Data Errors
The duplicate data errors refer to any duplicate data entry in the ID number,
student number, cell phone number, and email address columns. These data
entries have to be corrected by removing one from the list.

Student Already Onboarded Error
The error indicates that the student has already been onboarded. Remove any
student on the list who is already on-boarded.

8.2 Editing Student to Onboard
If errors are encountered during the onboarding process, follow the steps below
to edit their details:

a. Locate the row containing the student with data or duplicate error
messages. Click the 3 dots under the Actions header and click Edit. To
delete the student from the list, click the “Delete” button.



b. On the modal that appears, click on any field to update the student
details. Click the “Save” button when done.

When all the students have been on-boarded successfully and approved,
the next step is for the AP to approve the student applications.

9. Student Applications
When all the onboarded students have been approved, they will be listed under
applications for the AP to approve.
To approve the application, follow the steps:

a. navigate to “Applications, Offers & Agreements” and click on the
“Applications” tab



The applications tab displays the list of on-boarded students as well as their
status. Approved students will have a status of “Approved”, else it's InProgress
as shown above.

b. To approve an application, click on the desired InProgress application which will
redirect to the View Application Status page



c. Click each tab to review the student application and details then click the “Accept
Application” button to open the modal below

The lease tab contains the lease agreement with the student and AP details.
Click on the page numbers to read the lease details.



d. To sign/Approve the lease, click the Approve tab to open the modal below

e. Click the “Get OTP” button and complete the fields as displayed below. Note:
OTP is sent to the AP mobile number.

When all fields are captured, click the Accept button to proceed. The application
status will change to Approved as shown below. This will also create a lease
agreement with a status of “Signed By Lessor”.



10. Lease Agreements
A lease agreement is generated when the AP has approved a student application. When
both the AP and student have signed, the status of the lease agreement changes to
“Signed”. See the lease agreement tab page below:



The lease has two states: Provisional and Final. Provisional state is for any lease that
has not been paid. A state of Final means the lease is finalized and the student rental
payment has been processed. There are six statuses for a lease, namely:
CancelledByAdmin, cancelledByLessee, CancelledByLessor, Expired, Signed, and
SignedByLessor.

● CancelledByAdmin - means the lease was terminated by admin.
● CancelledByLessee - The lease cancellation request from the student has

been approved by the admin.
● CancelledByLessor - The lease cancellation request from the AP has

been approved by the admin.
● Expired - The lease agreement has expired.
● Signed - Both the student and AP have signed the lease agreement.
● SignedByLessor - The lease is signed by the AP only.

Click on the lease agreement to view more details:



The lease agreement View page has the Download, Request Cancellation, Re-Lease,
and lease dates edit functionality. The Download feature is for downloading the lease
on the local device as a pdf file. The Request Cancellation feature is for requesting the
termination of the lease (covered in more detail in section 10.2). Re-Lease is for
reinstating the lease agreement that has expired or was terminated. The lease dates edit
(pencil icon) allows the AP to edit the start and end date of the lease agreement.

10.1 Download Lease Agreement.
To download the lease agreement, click the download icon.

10.2 Re-Lease.
To reinstate a lease, follow the steps below:
I. Click the Re-Lease icon.
II. On the modal that appears, click the “Get OTP” button. An OTP is sent to

the AP mobile number.

III. Input the OTP and provide the details required.
IV. Click the “Re-Lease” button to reinstate the lease.

10.3 Edit Student Details.
There are situations where a student was on-boarded only to later find out that
their details are not correct. A student onboarded with incorrect details may find it
difficult to login or sign the lease agreement. Hence, editing of student details is
to enable the student to sign the lease, therefore, this process applies to any
lease with a status of “Signed By Lessor”. To edit the student details, follow the
steps

a. Navigate to the “Applications, Offers, and Agreements” page and click
on the Lease Agreements tab. Under the Actions header, click on the
three dots as shown below:



b. On the actions menu, click on edit user. A pop up appears as shown
below. Click on any editable field and edit the student details. Click the
“Save Changes” button to save and update the student details.

10.4 Lease Cancellation.
To cancel a lease agreement, follow the steps below (note these steps are the
same if you started on the lease view page)

a. Navigate to the “Applications, Offers, and Agreements” page, and make
sure to be on the Lease Agreements tab.



b. Locate the student by scrolling the list or by searching using the student
name. When the student is located, click the three dots under the Actions
header and select the “Request Cancellation” option.

c. On the modal that appears, provide the cancellation date and the reasons
for cancellation, and click the “Request Cancellation” button.



d. A success message will display when the lease is canceled and the
status of the lease will reflect as “CancelledByLessor” as shown below

Note that for the lease cancellation to be finalized, the student must also submit the request to
cancel the lease and also state the reasons. When both parties have submitted the requests,
the administrators are able to finalize the cancellation if the reasons provided are allowed. To
track the status of the cancellation request, click the “Lease Cancellations” menu.



11. Payments
When all the leases have been signed by both parties, NSFAS can start processing
payment for the rental for successfully verified students.

11.1 Rental Payment
When NSFAS has processed the signed leases for the AP, the rental payments can be
found on the Payments page under the “Rental Payments” tab as shown below. Click the
“Download” button to download the report and save it on a device:

On this page the AP can filter the list by Status, Type, or date and also search for
students and properties as well as download the payments information within a specific
date range. The total amount payable will be shown on the top right above the list. This
is the total amount possible for all the students irrespective of their statuses. However, to
see rental payments by status, click the status filter and select the appropriate status as
shown



The screen below shows the rental payments filtered by Status by selecting the Paid
option.

11.2 Payment Statuses Definition.
Approved - The rental payment has been approved.
Rejected - payment has been rejected by NSFAS
Awaiting Verification - The payment is awaiting verification and not yet
approved.
Bank Failure - the rental payment failed. The bank returned an error, thus the AP
must check and correct the banking details.
Bank Ready - The payment is ready to be submitted to the bank.
Bank Submitted - The payment is submitted to the bank.



Paid - The payment is made to the AP.

11.3 Reasons Definition

ExclusionReason Explanation

no registration for 2024 cycle 1
Institution to submit registration data should the students
be identified as academi eligible

PAID Successful payment

student not on earmarked list
Student not yet confirmed by the institution to be an
off-campus student

student not funded for 2024 cycle 1
student not funded as at 20 May 2024, majority still have
Pending Funding Decision Statuses

OPS: Overdisbursed Student over paid for the period of 5 months

OPS: Fully Disbursed Fully disbursed for 5 months

exceed income threshold Parental income exceed NSFAS Threshold (R350,000)

Possible Over Disbursed To Investigate possible overpayment

OPS: Duplicate Registration

Students has more than one registration data,therefore
student needs to send an email to NSFAS confirming
institution he/she registered to :
2024dualreg@nsfas.org.za

OPS: Re-applied Before Migration
Returning Student, NSFAS will be resolving the matter,
student were not suppose to re-apply for funding

Invalid IDNumber_student not funded for
2024 cycle 1 Invoice with Invalid IDNumber

institution mismatch

Institution ID reflecting from Registration data received
from the institution differ from the institution reflecting on
the invoice from Solution Partner

OPS: Flushing Request - Incorrect
Allowances Captured Institution to resubmit registration data

Payable Exceeds Cap For Metro Payable Exceeds Cap For Metro

Not on earmark list
Student not yet confirmed by the institution to be an
off-campus student



OPS: Potential Overdisbursed To Investigate possible overpayment

invoiced 5 months but student paid
already via direct / fnb

To recalculate balance due, amount from the invoice
exceeds what is due per NSFAS System

payable greater than rental * license
To recalculate balance due, amount from the invoice
exceeds what is due per NSFAS System

Payable Exceeds Cap For Non Metro Payable Exceeds Cap For Non Metro

OPS: Deregistered
Student no longer studying at the institution where
registration data was received from

no amount to pay To recalculate balance due, part of the next run

OPS: Flushing Request Institution to resubmit registration data

total payable greater than available
balance

Total payable greater than available balance- To
recalculate balance due, part of the next run

OPS: Flushing Request - Incorrect Accom
Amount Institution to resubmit registration data

number of months invoiced greater tna
cap for cycle To recalculate balance due, part of the next run

11.4 Completed/Pending Registration Fees.
The completed registration Fees tab contains the successfully completed
accreditation fees whilst the pending tab contains the pending payments.

12. Complaints
The complaints page is where the AP can create a complaint for the property or
against/for a student. To create a complaint, follow the steps:



a. click “Complaints” on the menu to navigate to the Complaints page shown
below:

b. Click the “Add Complaint” button and complete the fields as shown below:

Select the complaint type and enter the description. Click the “Add Complaint” button to
proceed. All added complaints are listed here.

13. Glossary.

Term / Abbreviation Meaning

AP Accommodation Provider

NSFAS National Student Financial Aid Scheme




