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I 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 to apply

Discretionary Grants.
[.I  Obijective

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

processes on the system:

e Apply for a DG
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2 Navigation

2.1  System Access

To access the DG Skills Module, follow the link https://insetamis.inseta.org.za/

< ] @& insetamis.inseta.org.za

Register New SDF

ﬁ inseta Home Signin Applications ¥

INSETA MIS

developing and implementing the best skills and educational solutions
for the insurance sector and its employees.

e v @ :

2.2 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

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

Term/Acronym

Definition

DG

Discretionary Grants
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https://zaf01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fprotect-za.mimecast.com%2Fs%2FxSkXCy8zQyS2JJkuNxyMn%3Fdomain%3Dzaf01.safelinks.protection.outlook.com&data=04%7C01%7Cadelines%40inseta.org.za%7Cce7fed6287034907597108d9ab469a83%7Cbba839c1865a4d8f8b9fcc0ebbf14cd5%7C0%7C0%7C637729142022685141%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000&sdata=Ybk1chP4jAu%2BHCNhE3C%2FjHFXXYDDjrTE0LC7vmjslrc%3D&reserved=0

3 DG Application

Log in as the approved primary SDF /HE| Representative

3.1 Apply fora DG

anseta o Signin

Email
primarysdi@inseta org za

Password

Reset Password

e Login as the primary SDF or HEI Representetive by entering email and password, and then click

Log In

. ThRes  SGoupBy  Favortes 1505 ¢ >
O Name Organisation Financial Year DG type Due Date Submitted Date Approved Date Rejected Date Created on Created by State
Ly 4 .
O
O DGARN-Y/2022-2023/3165 [NOOOBOGO15] Providence Consultants & Act 01 April 2022 - 31 March 2023 Leamerships for Youth (including Pw . 30/042022 020000 1110172022 02:00:00 111012022 020000 1012022 075903 Test Primary S . Signed

e Click on the menu icon n, then click DG

(0]
DG Dashboard Se: Q
Y Filters = Group By % Favorites 1-36/36 € >
O Name Organisat... Financial Year DG type Due Date Submitted Dat... Approved Date  Rejected Date... Created on Created b... State
(O DG/LRN-Y/2022-2... [NOOOOOO. 01 April 2022 - 31... Learnerships for Youth (including PwD) 28/02/2023 02... 13/04/2022 02:... 13/04/2022 02 13/04/2022 11:16... Test Test2 Signed
(O DG/LRN-W/2022-... [NOOOOOO. 01 April 2022 - 31... Leamership for Workers 28/02/2023 02... 13/04/2022 02: 13/04/2022 11:13... Test Test2 Pending Outstan.
O DG/LRN-Y/2022-2... [NO0O000O. 01 April 2022 - 31... Leamerships for Youth (including PwD) 30/04/2022 02... 13/04/2022 02: 13/04/2022 02: 13/04/2022 11:09... Test Test2 Awaiting COO Si
(O DG/LRN-Y/2022-2... [NOOOOOO. 01 April 2022 - 31... Leamerships for Youth (including PwD) 30/04/2022 02... 13/04/2022 02: 13/04/2022 02: 13/04/2022 09:44... Test Test2 Signed

e Click Create
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Learnership for Youth (including PwD)

DG Dashboard / New

Decad

Organisation [NO0OO00D15] Providence Consultants & Actuaries - .
Applied
SDL No NO0G000D15
Tot. Learners Applied 0
Financial Year 01 April 2022 - 31 March 2023 N
Tot. Disabled Applied [
DG -
type Leamerships for Youth (including PwD) Tot. Applied 0
Funding Window DG/2022/028 January 04, 2022 - April 30, 2022 - Total Amt. Learners Applied R0O.00
Dus Date 30/04/2022 02:00-00 Total Amt. Disabled Applied R0O.00
Total Amt. Applied R0.00
Approved
Tot. Learners Approved 0
Tot. Disabled Approved 0
Total Learners Approved [
Tot. Amt. Learners Approved R0.00
Tot. Amt. Disabled Approved R0.00
Total Amt. Approved R0O.00

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected
in the dropdown)

e Select DG type and Funding window

Organisation [N0OOD00O15] Providence Consuhants & Actuaries *  Applied
SOL N 000015
° : Tot. Learnars Applied 0
Financial Year April 2022 - 31 March 2023
3 Tot. Disabled Applied 0
DG type Leamerships for Youth (including PwD) - Tot. Applied 0
Funding Window DG/2022/010 January 01, 2022 - April 30, 2023 *  TotalAmt. Learners Applied RO.00
Due Date 3040472022 02.00.00 Total Amt. Disabled Applied RO00
Total Amt. Applied RO00
Approved
Tot. Leamers Approved 0
Tot. Disabled Approved 0
Total Learners Approved ]
Tot. Amt. Learners Approved ROO0O
Tot. Amt. Disabled Approved R000
: —— -
Update Organisation Details
Grpanisation
Learnersh Details

e To edit details, click Update Organisation Details
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Update Organisation details/Contact

NOD0DD0D15
Providence Consultants & Actuaries

Humber of Employees
e Humber of Employees (Current FY)

Cantact Persan Physical Address

cro Country South Alrica

Street 37 Empire Road

Street? Parklown

Physical Address 3 Physical Address 3

Physical Code 219

Physical Suburb Westciffe

Physical City Johannesburg

Physical Province Eastem Cape (Z4)
Physical Urban/Rural Urban
Physical Municipality Johannesburg Metro

Use Physical for Postal? .

Postal Address

Postal Address 1 37 Empirs Road

Postal Address 2 Parkiown

Postal Address 3

Postal Code

Postal Suburb

e Edit relevant fields and click Save

Leamership Funding Type Socio Economic  Physical Province CostPer  Total Totsl Amount StantDate  End Date
o Status. Swdent Leamers  Applied

Organisation Appled

Learmershi Detats PYTIT

e Click Learnership details and then Add a line

Create Learnership Details

DG type Leamerships for Youth (including PwD)
Funding Type SETA funded

Learnership [13Q130031761202] Nc: Financial Services Naf 2

Learnership Code 13Q130031761202

Socio Economic Status Unemployed
Physical Province KwaZulu-Natal (ZA)

Cost Per Student 78240.00
Cost Per Disabled 9264000
No. Learners Applied 5

No. Disabled Applied 1

Total Learners Applied [
Total Amount Applied 48384000
Start Date 01/05/2022

End Date 30/04/2023
Employer Contact Person Test - Providence Consultants & Actuaries, Thabo Manganyi - &

Contact Name Thabo Manganyl

Contact Surname Mangayi

Contact Person Email thabom@inseta org za

e Select Funding type
e Select Learnership (the Learnership Code is then auto populated)
e Select Physical Province

e Select no. of leaners (the total amount is auto calculated)
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e Select Start (The start date should be within the selected financial year, the start date will auto

calculated and populated)
e Select employer contact person

e Click Save & Close

Organisation Qi Sokutions E  Applied
g Wpononts Tot. Learmers Applied 2
Financial Year 01 Aprl 2022 - 31 March 2023 Tok Ukebiid Acoied 3
DG type Leamerships for Youth (including PwD) - Tot, Applied 2
Funding Window DG/2022/010 January 01, 2022 - April 30, 2022 ¥ Total Amt. Learners Applied R 130400 00
Due Date 30/04/2022 02:00:00 Total Amt. Disabled Applied R0O00
Total Amt. Applied R 13040000
Approved
Tot. Learnars Approved 0
Tot. Disabled Approved 0
Total Learners Approved 0
Tot. Amt. Learners Approved RO.00
Tot. Amt. Disabled Approved R0.00
Total Amt. Approved RO00
Leamership Funding Type Socio Economic  Physical Province Cost Por Total Total Amount StartDate  End Date
Status Student Learners Applied
‘Organisation Applied
Loarnerbip Datiite 0100100500780 SETA funded Unemployed Gauteng (ZA) 6520000 2 13040000 16012022  29/04/2022 ]
Add a ine

e To apply for multiple programmes, click on Add a line once again

Create Learnership Details

DG type Leamerships for Youth (including PwD)
Funding Type SETA funded

Leamership [13Q130064001205] Certificate: Financial Planning Ngf LS

Leamership Code 13Q130064001205

Socio Economic Status Unemployed

Physical Province Northern Cape (ZA)

Cost Per Student 7824000
Cost Per Disabled 92640.00
No. Learners Applied 5

No. Disabled Applied 0

Total Learners Applied 5
Total Amount Applied 391200 00
Start Date 01/05:2022

End Date 301042023
Employer Contact Person Test - Providence Consultants & Actuaries, Thabo Manganyi -

Contact Name Thabo

Contact Sumname Manganyi

Contact Person Email thabomi@inseta org za

e Capture Learnership details

e Click Save & Close

Confirmation

Are you sure you want to submit this Application? You will not be able to modify after submission

- Cancel

e Click Submit, and OK to confirm
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Learnership for Workers

DG Applications

DG Dashboard / New

RN Discard

Organisation [NDO0000O15] Providence Consultants & Actuaries - Applied
SDL N NOODO00015
° Tot. Learners Applied 0
Financial Year 01 April 2022 - 31 March 2023 Tot. Disabled Applied )
DG type Leamership for Workers - Tot. Applied 0
Funding Window DG/2022/028 January 01, 2022 - April 30, 2024 - Total Amt. Learners Applied R0.00
Due Date 30/04/2022 02:00.00 Total Amt. Disabled Applied R0.00
Total Amt. Applied RO.00
Approved
Tot. Learners Approved 0
Tot. Disabled Approved 0
Total Learners Approved 0
Tot. Amt. Learners Approved R000
Tot. Amt. Disabled Approved R0.00
Total Amt. Approved R0.00

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected
in the dropdown)

e Select DG type and Funding window

Leamership Funding Type Socio Economic  Physical Province CostPer  Total Total Amount StartDate  End Date
Status Student  Learners Applied
Orgariaation Aopled
Learmership Detats Add aling

¢ Click Learnership details and then Add a line

Create Learnership Details

DG type Learnership for Workers
Funding Type SETA funded -

Learnership [29Q290031331404] Fetc. Human Resources Management And Practic =

Leamership Code 290290031331404

Socio Economic Status Employed

Physical Province Northern Cape (ZA)
Cost Per Student 24000.00

No. Leamners Applied 5

Total Learners Applied 5
Total Amount Applied 120000.00
Start Date 01/05i2022

End Date 30/04/2023
Employer Contact Person Test - Providence Consultants & Actuaries, Thabo Manganyi - =

Contact Name Thabo

Contact Surname Manganyi

Contact Person Email thabom@inseta org za

e Select Funding type
e Select Learnership (the Learnership Code is then auto populated)
e Select Physical Province

e Select no. of leaners (the total amount is auto calculated)
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e Select Start (The start date should be within the selected financial year, the start date will auto
calculated and populated)
e Select employer contact person

e Click Save & Close

Learnership Funding Type Socio Economic ... Physical Province  CostPer Stu... TotalLe... Total Amount... StartDate End Date
ot [29Q29003133140... SETAfunded Employed Northem Cape (ZA) 24000.00 5 120000.00 01/05/2022  30/04/2023 8
Add a line

Learnership Datails

e To apply for multiple programmes, click on Add a line once again
e Capture Learnership details

e Click Save & Close

Confirmation

Are you sure you want fo submit this Appiication? You will not be able to modify after submission

Cancel

e Click Submit, and OK to confirm

Learnership for Rural Learners

DG Applications S5 @ Y TestTest2

DG Dashboard / New

Save EECEIR]

Dratt -

Organisation INODDO0015] Providence Consultants & Actuaries - .
Applied
SFL Nf’ NDUUGU'UDT ° i i Tot. Learners Applied 0
Financial Year 01April 2022 - 31 March 2023 Tot. Disabled Applied .
DG type Leamership for Rural Leamers - Tot. Applied 0
Funding Window DG/2022/028 January 01, 2022 - April 30, 2022 - Total Amt. Learners Applied R0O.00
Due Date 30004/2022 02:00:00 Total Amt. Disabled Applied R0O0D
Total Amt. Applied R0.00
Approved
Tot. Learners Approved
Tot. Disabled Approved 0
Total Learners Approved 0
Tot. Amt. Learners Approved R0.00
Tot. Amt. Disabled Approved R 000
Total Amt. Approved R0.00

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected
in the dropdown)

e Select DG type and Funding window
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Leamership Funding Type Socio Economic  Physical Province CostPer  Total Total Amount StartDats  End Date
Status Student Leamers Applied

Organisation Aoplied

Learnership Detalls Add aline

e Click Learnership details and then Add a line

Create Learnership Details

DG type Leamership for Rural Leamers
Funding Type SETA funded

Leamnership [29Q290031331404] Fetc: Human Resources Management And Practic

Leamership Code 29Q290031331404

Socio Economic Status Unemployed

Physical Province KwaZulu-Natal (ZA)

Cost Per Student 9864000
Cost Per Disabled 9264000
No. Learners Applied 5

No. Disabled Applied 2

Total Learners Applied 7
Total Amount Applied 678480.00
Start Date 01/05/2022

End Date 30/0412023
Employer Contact Person Test - Providence Consultants & Actuaries, Thabo Mangany

Contact Name Thabo

Contact Surname Manganyi

Contact Person Email thabom@inseta org za

e Select Funding type

e Select Learnership (the Learnership Code is then auto populated)

e Select Physical Province

e Select no. of leaners (the total amount is auto calculated)

e Select Start (The start date should be within the selected financial year, the start date will auto
calculated and populated)

e Select employer contact person

e Click Save & Close

Learnership Funding Type Socio Economic ... Physical Province  Cost Per Stu... TotalLe... Total Amount... StartDate  End Date
Organisation 129Q29003133140 . SETA funded Employed Northem Cape (ZA) 2400000 5 12000000 01052022  30/04/2023 a
Learnership Details Add a line

e To apply for multiple programmes, click on Add a line once again
e Capture Learnership details

e Click Save & Close

Confirmation

Are you sure you want to submit this Application? You will not be able to modify after submission

Cancel

e Click Submit, and OK to confirm
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Internship Matric +

DG Dashboard / New

VN Discard

QOrganisation [NODDOOOO15] Providence Consultants & Actuaries - .
Applied
N 1
SDL o 000000015 Tot. Learners Applied 0
Financial Year 01 April 2022 - 31 March 2023 .
Total Amt. Applied R0.00
DG type Internship Matric + -
Funding Window DG/2022/028 January 01, 2022 - April 30, 2022 - Approved
Due Date 30/04/2022 020000 Tot. Leamers Appraved ’
Total Amt. Approved R0.00

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected
in the dropdown)

e Select DG type and Funding window

Programme Title Internship Type Scarce & Critical Skil... CostPer Stu... Noofint.. Total Amount... Duratio... Start Date End Date
Organisation Add aline

Internship Programme Details

e Click Internship Programme details and then Add a line

Create Internship Details

Programme Title Training Manual Test

Internship Type Matric Cerificats
Scarce & Critical Management Consultant
Skills
Start Date 01/05/2022

End Date 31052023

Duration 12

Cost Per Student 64800.00
Cost Per Month 540000
No of Interns. 10

Total Amount Applied 64800000
First Time Applicant?  Yes v

Employer Contact Test - Providence Consultants & Actuaries, Tl [
Person
Contact Name Thabo

Contact Surname Manganyi

‘Contact Person Email thabom@inseta org za

Soe 8 Cocn Docas

e Capture Programme Tittle

e Select Scarce and Critical Skills

e Select Start and End Date (The start date should be within the selected financial year)
e Capture No. of interns

e Indicate if it’s a First-time applicant

e Select employer contact person

e Click Save & Close
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Programme Title Internship Type Scarce & Critical Skil... CostPer Stu... Noofint... Total Amount... Duratio... StartDate  End Date
ipesos Training Manual Test  Matric Certficate Management Consultant 64800.00 10 648000.00 12 01052022 31052023 &

Internship Programme Details Add aline

e To apply for multiple programmes, click on Add a line once again
e Capture Learnership details

e Click Save & Close

Confirmation

Are you sure you want o submit this Application? You will nat be able to modify after submission

carce

e Click Submit, and OK to confirm

Internship Diploma/Degree

DG Applications

DG Dashboard / New

Save D]

Submit Draft

Organisation [NOO00D0015] Providence Consultants & Actuaries - .
Applied

SDL No NOODDDOO1S

Fi 1Y 01 April 2022 - 31 March 2023 ot Leamers Agpled :

inancial Year i Mar
nclal Yea 4 arch 202 Total Amt. Applied RO00

DG type Intemship Diploma/Degree -

Funding Window DG2022/028 January 01, 2022 - April 30, 2022 - Appraved

Due Date 30/04/2022 02:00:00 Tot. Laamers Approved ‘
Total Amt. Approved RO00

Update Organisation Details

Organisation

Internship Programme Details

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected
in the dropdown)
e Select DG type and Funding window

e Click Internship Programme details and then Add a line
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Create Internship Details

Programme Title Internship Test 2

Internship Type Degree

Scarce & Critical Managsment Consultant
Skills
Start Date 011052022

End Date 31/05/2023

Duration 12

Cost Per Student 93600.00
Cost Per Month 7800.00
No of Intemns 10

Total Amount Applied  936000.00
First Time Applicant? Yes ~

Employer Contact Test - Providence: Consultants & Actuaries, Bi= (&
Person
Contact Name Bongi

Contact Surname Malinga

Contact Person Email  mandatory@inseta org za

e Capture Programme Tittle

e Select Scarce and Critical Skills

e Select Start and End Date (The start date should be within the selected financial year)
e Capture No. of interns

e Indicate if it’s a First-time applicant

e Select employer contact person

e Click Save & Close

Programme Title Internship Type Scarce & Critical Skil... CostPer Stu... Noofint... Total Amount... Duratio... Start Date End Date
Dipmition Training Manual Test  Matric Certiicate Management Consultant 64800.00 10 64800000 12 0105202 31052023 @&
Internship Programme Details Add a line

e To apply for multiple programmes, click on Add a line once again
e Capture Learnership details

e Click Save & Close

Confirmation

Are you sure you want to submit this Application? You will not be able to modify after submission

caro

e Click Submit, and OK to confirm
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Bursaries for Workers

DG Applications

DG Dashboard / New

VN Discard

Organisation

SDL No

Financial Year
DG type
Funding Window

Due Date

Organisation

Learner Details

[NOO0000015] Providence Consultants & Actuaries -

N0D0000015
01 Agril 2022 - 31 March 2023

Bursaries for Workers -

DG/2022/028 January 01, 2022 - April 30, 2024 -

30104/2022 02:00.00

Update Organisation Details

Draft

Applied

Tot. Learners Applied 0
Total Amt. Applied R0.00
Approved

Tot. Learners Approved 0
Total Amt. Approved RO00

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected

in the dropdown)

e Select DG type and Funding window

e Click Learner details and then Add a line

Create Bursary Details

Cost Per Student
No. Learners Applied

For
Funding Amount 3600000

Required
Total Amount Applied 360000 00

Institution Cape Peninsula University of Technology

Qualification Title Bachelor of Business Administration

Year of Study 1

Qualification SAQA 58062

D
Scarce & Critical Management Consultant

Skills
NQF Level Level 05

Start Date 01/052022

End Date 04/05/2025

e Capture No. of Learners Applied for

e Select Institution

e Capture Qualification Title

e Capture Year of Study
e Capture Qualification SAQA ID

e Select Scarce and Ciritical Skills

o Capture NQF level

e Select Start and End Date (The start date should be within the selected financial year)

e Click Save & Close
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No. Lear... CostPer Stu... FundingAm... Total Amount... Institution Full Name Ot... Qualif i Year of Stud. .. Qualif Scarce & Cri..
Organisation 10 3600000 36000 00 36000000 Cape Penins Bachelorof B.. 1 58062 Management -]

Learner Details Add a line

e To apply for multiple programmes, click on Add a line once again
e Capture Learnership details

e Click Save & Close

Confirmation

Ave you sure you want to submil this Application? You will not be able to modify after submission

cace

e Click Submit, and OK to confirm

Skills Programmes for Workers

O D) TestTestz

DG Applications

DG Dashboard / New

Discard

Organisation [NG0O00D15] Providence Consultants & Actuaries - Applied

SOL No NOO0DO0OTS Tot. Learners Applied 0

Financial Year 01 Apnl 2022 - 31 March 2023 Total Amt, Applied RO0.00

DG type Skills Programmes for Workers - ‘

Funding Window DE/2022/028 January 01, 2022 - April 30, 202 . Approved

Due Date 3010412022 020000 Tot. Leamners Appraved v
Total Amt. Approved R0.00

Update Organisalion Details

Organisation

Leamer Details

e Select Organisation (Only organisations linked to the SDF in the Skills module can be selected
in the dropdown)
e Select DG type and Funding window

e Click Learner details and then Add a line
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Create Skills Programme Details

Cost Per Student
No. Learners Applied
For

Funding Amount
Required

Total Amount Applied 90000 00

Full Name of Provider  [N00ODD7708] Test 3

Qualification Title Wealth Management
Year of Study 1

Qualification SAQA 58962

2]
Scarce & Critical Management Consultant
Skills
NQF Level Level 04

Start Date 011052022

End Date 271112022

e Capture No. of Learners Applied for

e Select Institution

e Capture Qualification Title

e Capture Year of Study

e Capture Qualification SAQA ID

e Select Scarce and Critical Skills

o Capture NQF level

e Select Start and End Date (The start date should be within the selected financial year)

e C(Click Save & Close

No. Lear... CostPer Stu... FundingAm... Total Amount... Provider Other Provid... Qualification... Year of Stud... Qualification... Scarce & Cri...
pa— 10 9000.00 9000.00 90000.00 [N00D07709) Wealth Mana... 1 58962 Management .. @

Learner Details Add a line

e To apply for multiple programmes, click on Add a line once again
e Capture Learnership details

e Click Save & Close

Confirmation

Ase you sure you want to submit this Application? You will not be able to modify after submission

Cance#

e Click Submit, and OK to confirm
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A status notification email is sent out to the Application

Notes

submitted wont be evealuated .

Please make sure you press the submit button,applications not
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