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A. How to access the system.

1. Visit our websitewww.inseta.org.za
2. Clicklogin.

Who We Are

B. How to recover your password.

1. Clickforgot password to recover yoy
password

2. Type in youusername

3. Clickrequestpassword.

The system wilsend anemail with your

temporary pasword to use and promp

REQUEST PASSWORD

Provide Username for new password

UserName

you to change it to your desired passwo w
after loginwith the temporary password Request Password
Y
Back to Login

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

password. e R
2. Clicklogin o

]

3. Highlightprimary SDF.
4. Clickselectrole.

Skills Manager

Skills Development Administrator
Secondary SDF

Primary SDF k

Select Role

Back to Login
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http://www.inseta.org.za/

D. How to update company details, contact person
committee and CFO detals.

1. Highlight any previous submission g
any company profile to view the

details.

2. Click on the magnifier glass

Financial Year

| Search || Your Details || Register Grganisations

Legal Name

SDL Number ~ Access Status  Grant Status  Grant Due Date  Action
-

Eloemfontein Small Tes! X000000021  Approved Created 301042020

Bloemfontein Small Test X000000021  Aporoved Query 301042019
Bloemfontein Small Test X000000021 Approved Submitted 30/04/2017
Cape Town Small test X000000015  Approved Created 301042019
Cape Town Small test X000000015 Approved Created 30/04/2020
Cape Town Small test X000000015  Approved submitted 301042017
GPS TEST X000000024  Approved Accepted 30104/2020
INSETATEST 2017 - 2018 Medium/Large X000000011  Approved Created 30042017
INSETATEST 2017 - 2018 Medium/Laige X000000011 Approved Created 30/04/2018
[ First | [ Previous |[ Next |[ Last || Goto Page |[1 |Page 10f4

3. Click Edit to update the organisation

details.

‘OrGaNisaTION DETAILS - TESTING 2018119 smaLL (T130015093)

SETA DHET

semary 10 Fivancal ntermediation 0

0
20000000 50000000

Organisation Size Wediur 50 - 145} S Non L Payi (1481

Iareated i comamicaon irom e SETA

BEE Statue Levet st coneutr Han comslart

95 Cooninates #2945 196 77575875 00.90.00.600100.00,00 000

Prysicaicose n 00

Physical Address 1

details , Training

4.

Click on the tik box to confirm

RiSATION DETAILS - BLOEMFONTEIN SmaLL TesT (XDODOOOOZ1)

details.
5. Click Save.

20201
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o
P 2
) v
[
[
D010
Ly Papog (1- 45
su0an 000
SmallLevy Pagig {1 -4 —

010000 090 000000008

o s Exsmpnd
EE)

6. Click on organisatiocontactto move

to the nextscreen.

Organisation Details -

Child Organisations

Trainming Committes
Organisation CRFCO Details
Approved SDFs

WYWSP & ATR Forms

WWSPF & ATR Document Uploads
Grants and Levies

Inter Seta Transfers

Client Relationship Management

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 ttelete

record.

10. Confirm details and click save.

One cannot be the primary SDF and
organisation contact persoat the sane

time.

OraaNIsaTION CoNTACT - BLOEMFONTEIN SMALL TesT (X000000021) i

Create | Edit | Remove

First

Sumame  Inifials  Designafion Phone
Name Nomber e

Page 1071

« Confirm Details

w

Save

I
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11. Click on Child organisation tmove to

S RIS T OaTIT=a o

the next screen. C}rganisatinn Details | =
Organisation Contact
Training Commities ]
Organisation CFRFO Details ]
Approved SDFs ]
WSP & ATR Forms ]
WWSP & ATR Document Uploads
Grants and Levies ]
Inter Seta Transfers ]
Client Relationship Management
12. Verify if all your childompanies are
linked correctly then confirm details
and click save.
13. If you have no child companies
confirm and click save. o
Sa;k ‘
14. Click on training committee to Move| organisation Details E
to the next screen. Organisation Contact )
Child Organisations
Organisation CFO Details ]
Approved SDFs ]
WSP & ATR Forms
WSP & ATR Document Uploads
Grants and Levies ]
Inter Seta Transfers ]
Client Relationship Management
15. Click add training committee
members to add new members. re——"———
Kgq,’”“;’-:r“: N:‘ L;;-Mirrj:q\e:pa;; . Z:;:j!:f 0876545432 0112625432 adelines@inseta.orgza Busa Manager
Save
16.1 A KTt A3IAKGG dKS YS s L O
Add Training Comminee Members | Remove
remove or delete thentry. ——
17. Tick confirm details box -
18. CIiCk Save. 7:?312-1 ; T:;j:ﬂ:)ﬂ‘ﬂ 0876545432 0112625432 adelines@inseta org 2a Busa Managar
19. Click on Organisation CFO details t¢

move to the next screen.

Skills ==Crganisation ==

Organisation Details
Organisation Contact
Child Organisations
Training Commitiee

"Crganisation Cro Detais
Approved SDFs k
WSP & ATR Forms |
WSP & ATR Document Uploads
Grants and Levies
Inter Seta Transfers
Client Relationship Management
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20. Click Edit to update the information

Edit

of the Chief Executive Officer or any - A 3

person dealing with your company | .. .
f| n an Ce S . Cell Phone Number 0742715505
. . Fax Number 0113818900
21. Confirm details and dk save. s s s

¥ Confim Detais

B S

22./ £t AO1 I LIWINR@SR {| =Shis--omemsaven=-

Organisation Details
next Screen Organisation Contact
Child Organisations
Training Committee
Organisation CHRFO Details

WWVSPFP & ATR Form

VWS & ATR Document Uploads
Grants and Levies

Inter Seta Transfers

Clhient Relationship Management

23. This screen gives you a brief
breakdown of who is your primary o
secondary skills development
facilitator.

ApekovEDSOFs - BoeuFowTE Sl Tes XONOON |

Fithane - Suane Eal Tephoneunder - Cel Phon omber St e End ot SOFSat - 0F ol

W b ez (R0 CADERE GO0 DOOAN 1ONOAOMRO0OAN Koroed  Ponay

E. How to create a new financial year

1. Click WSP & ATR Forms to move tq “Simocoresnssnen o2
O rganisation Details

the neXt screen. Organisation Contact
Child Organisations

Training Committee
O rganisation CFO Details
Approved SDFs

WWSP & ATR Docum* Uploads

Grants and Levies
Inter Seta Transfers
Client Relationship Management

" o 2020 Marcn 2021,

3. Choose the company size Viw || Edit | Print WSP Report || Print ATR Report || Print WSP & ATR Report || Print Authorization Page
(MediunvLarge.

. X Financial Year 01 Aprl 2020 - 31 March 2021 wl;eJMedium Ty S5P Documerk
4. Click on View SSP Document

Financial Year SDLNumber FormType WSPStatus DueDate  Submitted Date  Approved Date  Rejected Date

01 Aprl 2020- 31 March 2021 N130014977  Large/Medium Creafed 0473012020

O1Aprl 201931 March 2020 NI30M4OTT  LargeMedium Created 04302019 0111912019
O1Aprl 201831 March 2019 N30T LargeMedium Created 043012018 0510112018
First || Previous | Next || Last || Goto Page |1 |Pagefoft
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5. Download SSP on the link provided
6. Click thetick box to confirm
7. Click Save

WSP 2 ATR Forms - JoBUR@ TEST SMALL (X000000018)

View | Edit || Print WSP Report || Print ATR Report | Print WSP & ATR Report || Prini Authorization Page

Finncial Year | 01 Apnl 2020 31 March 2021 v | Small Fms v View SSP Document

Cony SP Download and Rewsar
Disclaimer. | have read and undersio

Saie

Financial Year SDLNumber FormType WSPStatus DueDate SubmittedDate Approved Date Rejected Date

01 Aprd 2019- 31 March 2020 X000000018 ~ SmallFims  Created 047302019

01 Aprd 2018- 31 March 2019 X000000018 ~ SmallFims Crealed (47302018

01 Aprd 201731 March 2018 X000000018  SmallFims  Submited  04/302017 101182016
First || Previous | Mexi || Last  GoloPage |1 Pageiof1

"Sector Plan and Strategy that inks to the submission of the Werkplace Stalls Plan k

F. How to upload data to the WSP/ATR forms.

=

Highlight the current financial year.
Click View to start uploading
WSP/ATR data.

WSP & ATR Forws - CAPe Town Test 2018 Men anp Lar (N130014977)

Vieg Edi | Print WSP Report | Print ATR Repart | Print WSP & ATR Report || Print Authorzation Page |

Financial Year v None v

View S5P Document

Financial Year

SDLNumber  FormType  WSPStatus DueDate  SubmittedDate  Approved Date  Rejected Date

01 Aprl 2019 - 31 March 2020 N130014977
01 Aprl 2018 - 31 March 2019 130014977

LargeMedum Crested
LargelMedum Created

\Firs || Prvious || Next | Last | Golo Page | 1 |Pagetof1

043012019 011972019
04302018 031012018

3. Click Select to view the form.

anPage \'_ISF &ATR Forms CAPE TOWN TEST 2018 MED AND LAR -
— 01 April 2020 - 31 March 2021 130014877
Subrit WEPIATR
#  Fom Descripon Due Daie Select
1 ATR Fom 1 Trained Benedicaries Report 1 January 2019 be 31 December 2019 0042020 B
2 ATRFom2 Lieaming Programmes for 1 Janeary 2119 1o 31 December 2013 30042020 ;k
ATRFom 3 Variance Report 1 January 2018 fo 31 December 2018 00 | Seled
4 HRFm4 ‘Traned At Educaton & Training 1 January 2019 1o 31 December 2019 0042020 Sdi
5§ ATRFom5% Hard 1 il Vacancies” 1 January 2018 to 31 Decamber 2019 30042020 Sdim
& ATRFom58 Skl Gapr 1 January 2019 to 31 December 2019 30042020 Sdiﬂj
1 ARFmf Fivetal Traed Beniciaries 1 January 2019 be 31 December 2019 0042020 Sd_ﬂj
& WsPFom1 Sk Development Consafizfion & Flanning 1 January 00 31 Deceméer 2000 004200 Sd_aj
9 WSPFom2 Curvent Employment Profie 1 January 2020 - 31 December 120 0042020 Sd_ed
10 WSPFom3 Highest Educafional Profie 1 January 2020 - 31 December 2020 30042020 Select
fl. WEPFam4 Prowincial Breaidow 1 Januzry 2020 - 31 December 2020 420 | Seledt
12 WSPFams Planned Benefcianss of Training 1 fanuary 2020 - 31 December 2020 0042020 Sdi
1. WSPFamé Planned AET Training 1 January 2020 - 31 December 2020 0042020 Sdi
W WSPFom7 Prvetal Pranned Beneficaries 1 Janiary 2000 - 31 December 200 3004200 Sdiﬂj

G. How to upload data using the live system.

1. Clickthe magnifier glass to search fo
OFO code occupatisiy occupation
name or occupation code.

plementation Regeet fox Traning done Susing: 01 Jemsary 2019 - 31
Back to WSPIATR Forms Menu o e

TESTING 2910/18 SMALL - T130015033

0FD Occepation

0FD Specanmason

Sesrce snd Caical il Prcety

Interventen

NG Leve o Sl Prisnty

Other NGF Levet o Sl Prionty

e Funng

Other Fuscing .3 Governmers)

Company Fundng

Ot Courey

‘Aot Geoup

R TR

A4 | Buklmpart
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N

Type in the key word.

3. Click search »

4. Highlight the correct OFO code S
occupation. e

5. Click select

w

‘OFO Description

First || Previous || Next || Last | Go to Page ||1 |Page1of1

6. Click on the magnifier glass to searq wewssm b e e S e . o
for OFO code specialisat®hy -
spedalisationsname or
specialisatios code. e

e NGF Lovel o Skl Priity

7. Click search to display all the OFO
code specialisatiasthat are linked to

OFO Specialization Code

the OFO code occupatien or© St bscpon

8. Highlight the correct OFO code g — p———
specialisatios option.

9. Click select S -

First || Previous || Next || Last || Go to Page ||1 |Page1of1

Select ‘ Cancel

10. Click on the droglown arrow to
choose the scarce and critical Kill
linked to training.

11. Click on the droglown arrow to w
choose the intervention linked to w
training. w

12. Click on the droflown arrow to
choose the NQF level linked to
training. w

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