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1. Workplace approval is required for certain qualifications.
2. Workplace approval consists of two processes

a. Mentor registration

b. Workplace approval

3. To activate Legacy Workplace Approvals, you will need to ensure that
you have approved Mentors for the company

4. Please note that only Employees can be Mentors. Please check that
person you want to use a Mentor is captured in Company
Management under Employees
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No records found.
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1. Go to Company Management

2. Go to Mentor Management in select Company

3. Click on Add Mentor to Add new mentor
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4. Search for a Employee

New Mentor Details
to add as a Mentor
Enter In RSA ID or Passport Number .
m a.lf person is an Employee,
@ RSA ID Number RSA 1D Number . details appear, if no, add
(O Passport Number the user details in
Employees under
New Mentor Details Company Management
Mentor Information Mentor Qualifications bSeIeCt the Site that the
Provide Mentor Information Mentor Wi” be Iinked tO If
m : there is only one site,
g i, ] click on Use Company
Address
c. Upload documents
O Please upload the following compulsory document(s) . .
- ,, ,, f - i. Certified copy of
) ertified Copy o \" -
4C(|) o ID/Passport o Click to Upload 4C(") g ICD\//PaSSport page
1.

Click to Upload
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New Mentor Details

Mentor Information Mentor Qualifications H

le Qualificatior

Qualification n

O Please upload the following compulsory document(s)

Certified Copy of
o Trade
Test/Qualification

Click to Upload

= Clear Qualification n

Qualification

< Add Qualification n

(48915)Further Education and Training Certificate: Manufacturing and Assembly Operations Supervision

Page (1of 1)

=

[ o

1. MENTOR MANAGEMENT

5. Go to Mentor Qualifications to add
qualification details

6. To add a qualification, search for a
qualification by starting to type the qualification
code e.g. 48915 or by using the % as part of the
qualification description e.g. %manufa%

7. Upload qualification documents
i. Certified copy of qualification(s)
8. Click on + Add Qualification. You can add as

many qualifications against a mentor as you
wish by repeating step 6 and 7

9. If you want to change before you have clicked
on Add Qualification, click on Clear Qualification

10. If you have added, you can click on the bin
icon to delete and then start again

11. Click on Complete Task when you have
added at least one qualification

12. If you want to start adding mentor details
again, click on Clear and you will be taken back
to the
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13. A notification will be sent to
the SDF who has completed the
application once when the

r application has been submitted

. ENGINEERINC
ERV S A

MANUFACTUR

AND RELA l

Dear M a i,

ACKNOWLEDGEMENT OF MENTOR APPLICATION FOR 17 S i s issiyes Sspmnd B (L AR08 18 a8rs &

i T e o T

The merSETA acknowledges receipt of the application for a Mentor - }) against the
following qualification(s):

e 48915 Further Education and Training Certificate: Manufacturing and Assembly Operations Supervision
Kindly be advised that it may take up to five (5) working days to process the application.

Yours sincerely,

merSETA Client Services
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14. A notification will be sent to
the SDF who has completed the
application to advise of the
outcome, if not approved and

mer the reason will be provided
MANUFACTURING, ENGINEERINC
AND RELATED SERVICES St
Dear N& RS,
The merSETA hereby advises that the Mentor application for has not been

approved against the qualification applied for -

e 48915 Further Education and Training Certificate: Manufacturing and Assembly Operations
Supervision

for the following reason(s):

e Copy of ID Document/Passport page not certified
Please do not hesitate to contact the merSETA Gauteng North Region Office for further assistance
Yours sincerely,

merSETA Client Services
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15

— = 15. To attend to the issues that have been
provided when rejected, got to Mentor

Expand First Name Last Name Identity Number ~ Passport Number

e | WM | de M || R Management and you will see the Mentor
¢ details
® Z Sandra o g CNN1234 Rejected 24 June 2019 9@

Centurion 16. Click on the Expand Row button and

SAQA ID Qualification NQF Level Status Approval/Reject Date Reject Reasons you Wi II be a b I e to VieW th e Rej eCt
Further Education and Training
48915 Certificate: Manufacturing and NQF Level 04 Rejected 24 Jun 2019 (07:31) Copy of ID Docr:umem/F'assporI Reasons
Assembly Operations page not certified
Supervision

17. You can also view the supporting

documentation
Type original File Name Uploaded By Uplonded
Certfied Copy of ID/Passport | attachment 2pdf 2an 2090729 1 Llol=] 17 18. You can attend to the issue by clicking
o ] e’ e i A 000 on the update button where you will be
TGt atachment 2.pdf 24002019(0728) 1 006 required to add the reason for re-

submitting or making any change

No changes can be made when an
application is currently being reviewed
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e
Company Information Company Contacts Employees SDF Management Banking Details Documents Linked Companies A- Edltlng a mentor

Training Committee Sites MOA Details Mentor Management Workplace Approval Details 1. Check that new mentor appears under
Mentor Management

4 Add Mentor

2. Edit existing Mentor details by clicking on

< ] Identity Passport u date button
Exrp;wd Site El_ame P First Name Last Name Number Numibar — ng;ogl View p

Add reason for update

| - n 4. Update qualifications
® I ! [ CNN1234 Approved Hre _
" 2019 @ 5. Submit

( E

Page (10of 1) 5 %
B. Removing a mentor
1. Remove existing Mentor details by
clicking on delete button
Developed and powered by Dajo Technologies merSETA (©) All Rights Reserved

2. Add reason
3. Submit
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19. Go to Company Management and Go to Workplace Approval Details in selected company
20. Go to Legacy Workplace Approval
21. Click on Expand Row

+ Register New Levy Number

Company Information Company Contacts Employees SDF Management Banking Details Documents Linked Companies Training Committee Sites MOA Details

Mentor Management Workplace Approval Details m

== Request New WPA

Legacy Workplace Approval

BE

WAEmployerid Site Number

Expand row OrganisationName OrganisationName WAEmployerStatus ApplicationRecDat: AccreditationStartl AccreditationEndD  DateCreated LastDateChanged
Workplace 1900-01-01 2013-01-10 2013-01-10
® &8 =OUR0T S50 Approval 00:00:00.000 01S/0I10 2022/05/30 21:10:20.117 21:10:20.117

Page (10f1) @
LEADERS IN CLOSING THE SKILLS GAP



mer

MANUFACTURING, ENGINEERING
AND RELATED SERVICES SETA

APPROVAL

. Organisation Organisation Workplace . " Workplace ’
Site Number Trade Qualification View /
N Legal Name Trade
Expar ame Leg ame Ir. Approval Start Descriitio — Approval Edit 23 .
Date Status

Automotive Workplace o 24 .

® 30000171380 Body Repairer al2dy Approval B
: Workplace o

(» | S000011380 Spraypainter 61245 Approyal

npany Address [:] E

Select what type of workplace approval is required:

25.

AUTOMOTIVE BODY REPAIRER - MOTOR

Submit m
26.

2. ACTIVATING LEGACY WORKPLACE

Go to the workplace approval you want to
activate under Trades/Qualifications/Skills
Programme

Go to View/Edit and click on + icon

Select the Site that the legacy workplace
approval will be linked to. Please note that
the system will provide you a list of current
Sites on the NSDMS. If you need to add a
site, then you would be required to go to
Company Management and add a Site.
Once the site is approved, then you will be
able to continue with the process. You can
only activate one legacy workplace approval
to one site and once done and approved,
cannot be changed,

If there is only one site, click on Use
Company Address

Click on Submit once completed
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27. Atask will be sent to your email

28. Go to Dashboard and got to
Outstanding Tasks

Nndpleguty ool 29. Click on View/Edit arrow to enter
= the task

There is a new Workplace Approval application fi

application.

Legacy : —
Workplace Th(ire |i:inew \i\lorkelace Approval application for

i B ; Not Started 13 Nov 2019 O
’ Please review the application.
Approval

sase review the
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— 30. Select the mentor(s) that you want to
T use for the workplace approval

First Name Last Name Identity/Passport

i Mentor Qualifications Add Mentor a p p I i C ati O n

(20417) Centificate: General Education and Training: Basic Technical

Practice; Energy
16 May 2019 Y 343343434 (23114) Basic Certificate: Early Childhood Development o 3 1 M t . I I th d
(22352) Certificate: Hauptschulabschluss [} e n O r S WI e n a p p ea r u n e r
{48959) National Certificate: Air-conditioning, Refrigeration and ta b I e
Ventilation L]

ay 2019
16May.2019 ¥ (48915) Further Education and Training Certificate: Manufacturing o
and Assembly Operations Supervision

Expand row Date Added = Site Name = Address

32. You may remove and add mentors
as you wish

s 33. Click on Complete Task once

Expand row Site Name Address First Name Last Name Identity/Passport Number Remove

V o E completed

® s | @
s
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34. Notification will be sent with the
outcome

35. If application approved, email
notification will indicate as such.
To view outcome

+ Go to Company Management or
Workplace Approval under SDF on

Menu
» Go to Workplace Approval
mer 36. If task not approved, you will
MANUFACTURING, ENGINEERING be required to review and a task
AR P TR will be sent to the dashboard.
* Follow steps 30 — 33
oo 37. If application not approved,
WORKPLACE APPROVAL APPLICATION FOR : . . . . .
email notification will indicate
The merSETA has pleasure in informing you that your workplace has been granted approval to train in the following: as SUCh . TO VleW Outcome
e (48915) Further Education and Training Certificate: Manufacturing and Assembly Operations Supervision e Goto Company Management or
Should you require any assistance or further information, kindly contact the Client Liaison Officer at the Gauteng North Workplace Approval under SDF on
Region Office. Menu
Yours sincerely, » Go to Workplace Approval

Manager: Quality Assurance
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