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2 Introduction 

This is a Training manual for the new MIS System for the Insurance Sector Education and Training Authority 

(INSETA). The system provides the organisation with an easy and timeous process for the ETQA key 

functionalities. 

2.1 Objective  

The objective of this training manual is to provide a step-by-step guide on how to execute the following 

processes on the system:  

• Register an Assessor 

• Register a Moderator 

• Provider accreditation 

• Register learners 

• Add Assessments and update progress 

• Link Assessors and Moderators to a Service Provider 

• Link Learners to a Service Provider and qualification 

• Link Assessors and Moderators to a qualification 
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3 Navigation  

 

3.1 System Access  

 
To access the MIS ETQA Module, follow the link https://insetamis.inseta.org.za/ 

 

 
 

3.2 Icons and terminology  

The following are icons used on the manual and their meaning 

Icon Meaning 

 

  

This icon alerts the user to take note of the important message  

 

 

 

This icon displays information the result that come about when a process is 

completed  
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The following table includes abbreviations or notations that are used in the document and on the system.  

Term/Acronym Definition 

ETQA Education Training and Quality Assurance 
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4 Assessor Registration 

This section provides a guide on how to register as an assessor on the MIS system.  

4.1 STEP 1- Assessor Registration 

 

 On the INSETA MIS landing page, Click on Applications to expand dropdown menu  

 Then, click on Assessor Registration  

 The Assessor Registration form is displayed  
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4.2 STEP 2- Capture Personal Information 

 

 Download, Sign and Upload the Code of Conduct 

 Capture General Information  

 Then, click Next Step  

 

 
 

 
Please note that the fields marked with an asterisk (*) are mandatory and 
should be completed 
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4.3 STEP 3- Complete Physical Address 

 

 Capture Physical Address details  

 Click on the Use Physical Address for Postal Address check box if applicable for the next step  

4.4 STEP 4- Complete Postal Address 

 

 Capture Postal Address details and then click Next Step  
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4.5 STEP 5- Capture Scope Requested 

 

 Search Unit standard by SAQA CODE and select  

 Search Qualifications by SAQA CODE and select 

 Click Next Step 

 

4.6 STEP 6- Upload Attachments  

 

 Upload all required documents  

 Check the declaration tick-box, and click Confirm  
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You have successfully registered as an Assessor the system. An email will then be sent 

to the INSETA ETQA team for approval  
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5 Moderator Registration  

This section provides a guide on how to register as a Moderator on the MIS system.  

5.1 STEP 1- Moderator Registration 

 

 On the INSETA MIS landing page, Click on Applications to expand dropdown menu  

 Then, click on Moderator Registration  

 The Moderator Registration form is displayed  
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5.2 STEP 2- Capture Personal Information 

 

 Download, Sign and Upload the Code of Conduct 

 Check the “Only registered assessors can apply for this” tick-box  

 

 Enter ID/ Assessor No. 

 Click to add details button  

 Confirm Personal Information  

 Then, click Next Step  
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Please note that only registered assessors can apply as moderator  
 
Please note that the fields marked with an asterisk (*) are mandatory and 
should be completed 

 

5.3 STEP 3- Confirm Address Information 

 

 Check and confirm Physical and Postal Address details  

 Click Next Step  
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5.4 STEP 4- View Scope Requested 

 

 View Scope requested  

 Click Next Step 

 

5.5 STEP 5- Upload Attachments  

 

 Upload all required documents  

 Check the declaration tick-box, and click Confirm  
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You have successfully registered as a Moderator on the system. An email 

notification will be sent to the INSETA ETQA team for approval. 
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6 Provider Accreditation 

 

6.1 STEP 1- Provider Accreditation 

This section provides steps for provider accreditation on the MIS system. 

 

 On the INSETA MIS landing page, Click on Applications to expand dropdown menu  

 Then, click on Provider Accreditation 

 The Provider accreditation form is displayed  
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6.2 STEP 2- Capture General Information 

 

 Capture General Information  

 Then, click Next Step  

 
 

 

 

 

Please note that the fields marked with an asterisk (*) are mandatory and 

should be completed 
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6.3 STEP 3- Complete Physical Address 

 

 Capture Physical Address details  

 Click on the Use Physical Address for Postal Address check box if applicable for the next step  

 

6.4 STEP 4- Complete Postal Address 

 

 Capture Postal Address details and then click Next Step  
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6.5 STEP 5- Capture Campus Info 

 

 Click Add Campus and capture details, the click Confirm. You are able to add more than one 

campus 

 Click Next Step 

 

6.6 STEP 6- Select Scope 

 

 Capture Qualification and Programmes 

 Select Quality Assurance SETA 

 Click Next Step  
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6.7 STEP 7- Link Facilitators, Assessors & Moderators 

 

 Select Facilitators, Assessors and Moderators  

 Click on Choose File and add SLA agreement 

 

6.8 STEP 8- Upload Attachments  

 

 

 Upload all required attachments  

 Check the declaration tic-box 

 Click Confirm  
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You have successfully registered as a provider the system. A notification will 

then be sent to the INSETA ETQA team for verification and approval. 
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7 Learner Registration 

Logged in as a provider 

 

 Click on the menu icon , then click on ETQA 

 Click the Learners, then Register Learners button 

 

 Click on the Create button 

7.1 STEP 1- Register Learner details  
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 Capture Learner details  

 

 
 

 
Please note that the fields with the bold underline are mandatory and should 
be completed 

 

 

 Capture Contact Information 

7.2 STEP 2- Fill in Citizenship & Other Information 

 

 Navigate to the Citizenship & other Info tab 

 Capture required information 
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7.3 STEP 3- Learner Programme Registration 

 

 Navigate to the Programme Registration tab 

 Click on add new line on relevant program (i.e., Qualification) 

 Click on Add a Line  

 

 Fill in the Qualification details  

 Capture Unit Standard by clicking on Add New line  

 Upload compulsory documents by clicking on the file content field and upload files  

 Click Save & Close 

Capture all relevant programs  
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 Click on the Save and then Submit button 

 

 

 

You have successfully registered the learner on the system. An email will then 

be sent to the Evaluation Committee for verification 
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8 Learner Programme Registration (Existing Learners) 

This section provides a guide on how to register programmes for learners that are already registered on the 

MIS system. 

 

 Click Learners and then Learner Programme Registration 

 

 Select Program  

 Click Add a line  

 Fill in the Qualification details  

 Capture Unit Standard by clicking on Add New line  

 Upload compulsory documents by clicking on the file content field and upload files  

 Click Save & Close 
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9 Verification  

 

 

 Click Verification and Assessment, then Verification 

 Click Create  

 

 The Provider and SDL is auto populated using the logged in provider 

 Capture No. of leaners and date of request  

 Select Assessment type  

 

 To add provider documents, click Add a line  

 Click Create 

 Capture document title and then Upload 

 Click Save & Close and then Submit  

 

 

 

The verification is then submitted to ETQA admin. 
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10 Programme Assessment  

 

 

 Click ETQA module 

 Click Verification & Assessment, then Learnership or Qualification Programme Assessment  

 Click Create  

 

 Select learner and financial year 

 Check the Is Partial assessment tick-box if applicable  

 Select Qualification, Verification date, Assessor, Assessment date, Moderator and Moderator date  

 Select assessment type  

The programme credits are displayed  
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 To select all programme line items, click on Select All. This can also be done per line item  

 Click on Deselect All to remove selection  

 Click on the Update Assessors/ Moderators button to update all programme line items  

 To mark all programme line items, click on Mark Select as Competent 

 Click on the Mark Select as Incompetent button to remove selection 

The Achieved credits are populated   

For a quick guide on assessment steps, click User Manual  
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 Click on Submit Assessment  

 

 Click OK to confirm   

 

 

 

 

The Programme Assessment is submitted internally for approval  
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