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Introduction  
 

Providers of indemnity products that conduct the business of a medical scheme and who were granted exemption during 

2019 are required to submit renewal applications.  This helpfile will assist Insurers to submit the required information. 

 

Data officer Sign up 
 

Please ensure the Data Officer who will be responsible for submitting the required information is registered by the 

CEO of the Insurers using this link.  

Once the approval process is complete the data officer will receive an email like the one below, please follow the 

instructions to create your password.  Please use the windows app to submit your renewal application i.e., the second 

link on the email below. 

For ease of reference the link is https://www.medicalschemes.com/Apps/ASRUploadTool/publish.html 

 

 

 

Launch of the Windows App 
 

You will be taken to a screen like below, follow the on-screen instructions.  Click on Launch 

 

 

https://forms.office.com/Pages/ResponsePage.aspx?id=nNuJI9Hzd0-BjDYvCnpXSK-AQdP-A0xFhLQK5jDLzHBUMkw4QzFPWlFLWVRYWTZLRzJCRzgwTjFRWi4u
https://www.medicalschemes.com/Apps/ASRUploadTool/publish.html
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Click on Save File, the file will be saved on your Downloads folder in your C drive. 

 

Navigate to your downloads folder and click on the icon like the icon represented below.  

 

 

 

The application will install, and you will be presented with the tool below  

 

When accessing this for the first time, you will have to click on ‘Forgot Your Password’ to create your password. 

 

 

 

You will see a screen like below, enter the email address you sent through to CMS for registration and click ‘Recover 

Forgotten Password’  
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Enter the code you will receive in your email from cms_publications@medicalschemes.co.za in the screen you now 

see which will look like the one below.  If you do not receive this email, please check your junk/spam email.  The email 

will be addressed to you and  will resemble the one below. 

 

 

 

 

Click on Verify, and create your password, which must be a strong one, contain a mix of capital letters, small letters, 

numbers. 

 

mailto:cms_publications@medicalschemes.co.za
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Once you create your password, the system will log you into the portal, please log off from here and go back to the toll 

you installed on your PC.   

You can access this tool from your installed programs at any time, by clicking on the Windows button on the bottom 

left of your computer, you will find it under Council for Medical Schemes, click on CMS Upload Tool x64 bit 

 

 

You will now be presented with the below 
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Login 
 

Click on Login  

Your username is your email address and type in the password you created, click on login  

 

 

Once authenticated, your screen will look like the below.  
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Download Templates 
 

You will first need to download the Templates.  Click on Downloads 

The Entity will be your Insurer/FSP.  You will download the part one by one, using the Part dropdown. Example choose 

DM1 and click on ‘Download file to csv’, you will do this for all 19 parts.  The files get saved in one directory; you can 

access this directory by clicking on ‘Open Export Directory’   
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As you download, you will see the build-up on screen 

 

 

Clicking on ‘Open Export Directory’ you will see the below files and folders automatically created for you.  The 

templates are these.  

 

 

 

Open up each template and complete them as specified in the Data Specification Guideline 

Once you have completed entering your data into your csv files, you can start to upload them. 

https://www.medicalschemes.co.za/download/3628/2022-guidelines-and-manuals-current/25194/dataspecificationdemarcationsystem-id-932012.xlsx
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Delimiting your CSV file   
 

When you open your .csv file your which by default opens in excel, on occasion all the fields display as one column, 

follow the steps below so that the fields occupy their own separate columns. 

 

Enlarge column A of the excel sheet, you must do this step first  

 

 

 

 

 

1. Select all data that is now visible in column A 
 

2. Go to the Data menu item 
 

3. Click on Text to Columns 
 

4. Click on Delimited  
 

5. Click next 
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6. Ensure Comma and Tab is ticked 
 

7. Click next 
 

8. Click finish  
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Validate/Upload Tab 
 

 

1- Click on the very first option, this is for CSV uploads 

2- Click ‘Select File’ and browse to the folder where you saved your prepared csv templates. 

3- Click on ‘Execute’ 

4- See the results of your uploads as they occur. 

 

You will receive and email once your file is uploaded, alerting you if any errors where found in your file.  The error 

messages are very specific and user friendly, you will be able to immediately see where your error is located and what 

the error is.  Correct these errors on your csv templates and then re upload, continue this cycle until you get a 

successful upload. 
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Uploaded Files Tab 
 

This tab will show you all the files you have uploaded.  You can choose the dates to filter on date should you have 

done the upload across multiple days. 

 

Red rows mean the files failed 

Green rows mean the files uploaded successfully. 

 

 

 

 

Correct all files that are red, the errors would have been emailed to you as explained above. 

Final Submit 
 

Once all your files have been uploaded without errors they would have a green highlight.  You are now ready to final 

submit. Click on the Final Submit/Unlock and Reports tab 

 

 

 

Click on the Submit button.  Once clicked the row will be highlighted green and the Submit button will turn into an 

Unlock button. 

 

Your submission will now be submitted to the Council for Medical Schemes for analysis.  


