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1 INTRODUCTION 
This training manual outlines the steps to be followed for stakeholders to apply online for Discretionary Grants.  

 

2 Online Application: 2019/2020 Discretionary Grants 

Applications 
 

Preconditions 

1. A user needs to be an approved primary SDF 

2. SDF should be linked to an organization with a WSP that is on submitted status for the financial year 

3. SDF should have internet access 

 

2.1 Accessing the system 
 

1. The online applications system is accessed from INSETA’s website: https://www.inseta.org.za/ on the 

“Login” tab. 

 

 

 

2. Enter your username and password  

 

 

 

 

 

https://www.inseta.org.za/
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3. Select “Primary SDF” from linked roles 

 

 

2.2 Starting the application  
 

1. After selecting the primary SDF role, the system will open up a SDFG dashboard, from the menu, select 

“DG” 

 

 

2. Enter the details for the organization you are applying for, then click on “search” then “action” once the 

organization details get returned.  
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Once you have clicked the “action” icon, you will be taken to the application screen. 

 

2.2.1 Learnerships DG Application  
 

1. Select financial year, and grant type, then click on create 

 

 

2. The application shell for the selected grant type will get displayed after clicking on the create button, you 
will have the option to view, or delete the shell. The delete option will not be available once the 
application is on submitted status. 

 

Click on the shell, then click the view button to capture the application details 
 

 

 

3. The application menu will be returned after clicking on the view button; to complete or view each form, 
click on the select button 
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a. Organization Details 
These details read from the submitted WSP details and are therefore view only, to navigate 
back to the other forms, click on “Back to DG Forms Menu”  
 

 
 
 

b. Company Contact Person 
Under this section, capture the coompany contact person details, not those of the SDF. Once 

the contact details have been captured, click on the “Add” button”, the captured contact 
details will then be saved. User can capture more than one.  
 
To navigate back to the other forms, click on “back to DG Forms Menu”  
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c. Learnership Details 

The learnerships application details are captured on this form.  

 
• All fields that are marked as “required” are compulsory 
• A user can create more that one learnership application 
• The system will not allow duplications of applications if the learnership, province, and 

number of learners are the same 
 
 

 
 

 

d. Submit application 

To submit the application, click on “Back to DG Form Menu”, then click the “Submit DG   
Application” button, and confirm that the application can be sent. 
 

• You can log out of the application and log back in at a later stage to continue with 
the application before submitting it. 

• Once the application has been submitted, SDF will receive a notification email on the 
email address that is captured on the SDF profile 

• An application on submitted status cannot be deleted or edited, ensure that 
everything has been captured before clicking the “submit application” button 

 

 
 

 

2.2.2 Internship DG Application  
 

1. Select financial year, and grant type, then click on create.  

2. The application shell for the selected grant type will get displayed after clicking on the create button, you 
will have the option to view, or delete the shell. The delete option will not be available once the 
application is on submitted status. 
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Click on the shell, then click the view button to capture the application details 
 

 

3. The application menu will be returned after clicking on the view button; to complete or view each form, 
click on the select button 

 

 
a. Organization details  

 
These details read from the submitted WSP details and are therefore view only, to navigate 
back to the other forms, click on “Back to DG Forms Menu”  
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b. Company Contact Person 

 
Under this section, capture the coompany contact person details, not those of the SDF. Once 
the contact details have been captured, click on the “Add” button”, the captured contact 
details will then be saved. User can capture more than one.  
 
To navigate back to the other forms, click on “back to DG Forms Menu”  
 

 
 
 

c. Lead Employer Details 
This form is view only, the details populate from the organization that the SDF is linked to 
except for the below fields: 
 

• Are your company details up to date  
• Company business enterprise size 

• List the training providers involved 
 

 
 

  
 

d. Intended Programme Details 
 

The intended programme details are captured on this form. All fields marked as “required” 
are compulsory.  
 
Once the required information has been captured, click the “add” button to save the details, 
and the “back to DG Forms Menu” to go back to the other forms 

 



 
 

10 

 
 

e. Details of the Intern or Work-based Experience Candidate/s 
 

Details of the Intern or Work-based Experience Candidate/s: Proposed Equity Targets in 
terms of race groups of Interns selected for this Internship or Work -based Experience are 
captured on this form. 
Once the required information has been captured, click the “add” button to save the details, 
and the “back to DG Forms Menu” to go back to the other forms 
 

 
 
 

 
 

f. Declaration of Lead Employer 
The declaration details are captured on this form, then a pdf document downloadable.  

The downloaded declaration form should be signed, and uploaded under document uploads 

>> internship declaration form  
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g. Submit application 
To submit the application, click on “Back to DG Form Menu”, then click the “Submit DG   
Application” button and confirm that the application can be sent. 

 
• You can log out of the application and log back in at a later stage to continue with 

the application before submitting it. 
• Once the application has been submitted, SDF will receive a notification email on the 

email address that is captured on the SDF profile 
• An application on submitted status cannot be deleted or edited, ensure that 

everything has been captured before clicking the “submit application” button 

 

 
 

 

 

2.2.3 Bursary for Workers DG Application  
 

1. Select financial year, and grant type, then click on create.  

2. The application shell for the selected grant type will get displayed after clicking on the create button, you 
will have the option to view, or delete the shell. The delete option will not be available once the 
application is on submitted status. 

 
Click on the shell, then click the view button to capture the application details 

 

 

 

3. The application menu will be returned after clicking on the view button; to complete or view each form, 
click on the select button. 
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a. Organization details  

 
These details read from the submitted WSP details and are therefore view only, to navigate 

back to the other forms, click on “Back to DG Forms Menu”  
 

 
 
 

 
b. Company Contact Person 

 
Under this section, capture the coompany contact person details, not those of the SDF. Once 
the contact details have been captured, click on the “Add” button”, the captured contact 
details will then be saved. User can capture more than one.  

 
To navigate back to the other forms, click on “back to DG Forms Menu”  
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c. Learner details  
 

Learner details that are required for the application should be captured on this form and 
saved.  

 
 
Alternatively the bulk import functionality can be used; click on the “bulk import” button, 
download the template, populate it, and upload back under the same section 

 
 

• Once the import is completed, an import report will be returned at the 

bottom of the page. If all records were successfully imported, the report will 

be blank, else it will indicate what the errors are per record. 

• Once errors on records have bene rectified, the upload can be done again.  

 

 

 

 

 

d. Submit application 
To submit the application, click on “Back to DG Form Menu”, then click the “Submit DG   

Application” button and confirm that the application can be sent. 
 

• You can log out of the application and log back in at a later stage to continue with 
the application before submitting it. 

• Once the application has been submitted, SDF will receive a notification email on the 
email address that is captured on the SDF profile 

• An application on submitted status cannot be deleted or edited, ensure that 
everything has been captured before clicking the “submit application” button 
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2.2.4 Skills programmes for Workers DG Application  
 

1. Select financial year, and grant type, then click on create.  

2. The application shell for the selected grant type will get displayed after clicking on the create button, you 
will have the option to view, or delete the shell. The delete option will not be available once the 
application is on submitted status. 

 
Click on the shell, then click the view button to capture the application details 

 

 

 

3. The application menu will be returned after clicking on the view button; to complete or view each form, 

click on the select button. 
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e. Organization details  
 
These details read from the submitted WSP details and are therefore view only, to navigate 

back to the other forms, click on “Back to DG Forms Menu”  

 

 
 
 

 
f. Company Contact Person 

 
Under this section, capture the coompany contact person details, not those of the SDF. Once 
the contact details have been captured, click on the “Add” button”, the captured contact 
details will then be saved. User can capture more than one.  
 

To navigate back to the other forms, click on “back to DG Forms Menu”  
 

 
 

g. Learner details  
 
Learner details that are required for the application should be captured on this form and 
saved.  
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Alternatively the bulk import functionality can be used; click on the “bulk import” button, 

download the template, populate it, and upload back under the same section 

 
 

• Once the import is completed, an import report will be returned at the 

bottom of the page. If all records were successfully imported, the report will 

be blank, else it will indicate what the errors are per record. 

• Once errors on records have bene rectified, the upload can be done again.  

 

 

 

 

h. Submit application 
To submit the application, click on “Back to DG Form Menu”, then click the “Submit DG   

Application” button and confirm that the application can be sent. 
 

• You can log out of the application and log back in at a later stage to continue with 
the application before submitting it. 

• Once the application has been submitted, SDF will receive a notification email on the 
email address that is captured on the SDF profile 

• An application on submitted status cannot be deleted or edited, ensure that 
everything has been captured before clicking the “submit application” button 
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Notes  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


