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A.  How to access the system. 
1. Visit our website: www.inseta.org.za. 
2. Click login.  

 

B. How to recover your password.  
1. Click forgot password to recover your 

password. 
2. Type in your username. 
3. Click request password. 
The system will send an email with your 
temporary password to use and prompt 
you to change it to your desired password 
after login with the temporary password. 

 

C. How to login to the system. 
1. Type in your username and 

password. 
2. Click login. 

 
3. Highlight primary SDF. 
4. Click select role. 

 

 

 

 

 

 

 

 
 

  
 

http://www.inseta.org.za/
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D. How to update company details, contact person  details , Training 
committee and CFO details.  

1. Highlight any previous submission or 
any company profile to view the 
details. 

2. Click on the magnifier glass. 

 
3. Click Edit to update the organisation 

details.  

 
4. Click on the tick box to confirm 

details. 
5. Click Save. 

 
6. Click on organisation contact to move 

to the next screen. 

 
7. Click on create to add a new 

organisation contact. 
8. Highlight and click on edit to make 

changes to the created record.  
9. Highlight and click remove to delete 

record. 
10. Confirm details and click save. 
 
One cannot be the primary SDF and 
organisation contact person at the same 
time. 
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11. Click on Child organisation to move to 
the next screen. 

 
12. Verify if all your child companies are 

linked correctly then confirm details 
and click save. 

13. If you have no child companies 
confirm and click save.  

 
14. Click on training committee to move 

to the next screen. 

 
15. Click add training committee 

members to add new members. 
 

 
16. IƛƎƘƭƛƎƘǘ ǘƘŜ ƳŜƳōŜǊΩǎ ǊŜŎƻǊŘ ǘƻ 

remove or delete the entry. 
17. Tick confirm details box. 
18. Click save. 

 
19. Click on Organisation CFO details to 

move to the next screen.  
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20. Click Edit to update the information 
of the Chief Executive Officer or any 
person dealing with your company 
finances. 

21. Confirm details and click save. 

 
22. /ƭƛŎƪ ŀǇǇǊƻǾŜŘ {5CΩǎ ǘƻ ƳƻǾŜ ǘƻ ǘƘŜ 

next screen. 

 
23. This screen gives you a brief 

breakdown of who is your primary or 
secondary skills development 
facilitator.  

 
 
 

 

E. How to create a new financial year . 
1. Click WSP & ATR Forms to move to 

the next screen. 

 
2. Choose the current financial year 

April 2020 ς March 2021. 
3. Choose the company size 

(Medium/Large). 
4. Click on View SSP Document.  
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5. Download SSP on the link provided. 
6. Click the tick box to confirm. 
7. Click Save. 

 

F. How to upload  data to the WSP/ATR forms.  
1. Highlight the current financial year. 
2. Click View to start uploading 

WSP/ATR data. 

 
3. Click Select to view the form. 

 

G. How to upload data using the live system.  
1. Click the magnifier glass to search for 

OFO code occupations by occupation 
name or occupation code. 
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2. Type in the key word. 
3. Click search 
4. Highlight the correct OFO code 

occupation. 
5. Click select. 

 

6. Click on the magnifier glass to search 
for OFO code specialisations by 
specialisations name or 
specialisations code. 

 

7. Click search to display all the OFO 
code specialisations that are linked to 
the OFO code occupations.  

8. Highlight the correct OFO code 
specialisations option. 

9. Click select. 

 

10. Click on the drop-down arrow to 
choose the scarce and critical skills 
linked to training. 

11. Click on the drop-down arrow to 
choose the intervention linked to 
training. 

12. Click on the drop-down arrow to 
choose the NQF level linked to 
training.  

13. Indicate the source of funding by 
typing the total amount spent on this 
training.  

 
 












