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Introduction
TAMM allows you to manage various services offered by the ACTVET starting with registering
candidates to deregistering candidates.
The following ACTVET features are covered in this user guide:
o Register Candidates — In this feature, the institution’s primary contact can register candidates.
e Amend Candidates Details — In this feature, the institution’s primary contact can amend candidates’ details.

o Deregister Candidates — In this feature, the institution’s primary contact can deregister candidates.

Prerequisite

An active UAE PASS account is needed to access the ACTVET digital services and initiate a request.

- -\ o —
= «Q 2 S e Ho 3 law

For a personalised experience, sign in 10 access My Lacker, your documents, continue services and s much more. Dar't have an accaunt?

Sign in to TAMM Digital Services

Asinge tn s, residonis

Click Sign in with UAE Pass and log in using your valid

What is UAE PASS? . a
i (o] credentials to access services.

UAEPASS i Oubai, L i Digital Authoriy, ingie digital
igentity solution for sarvice providers in the UAE, while maintaining a high level of security assurance and seamiess user experience. UAEPASS is a fundamental @
enabler for digital inftiatives, and 3 ‘of UAE Vision 2021,  and i &
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ACTVET Dashboard

GB ? TAMI\;

Getting Started

This section explains step-by-step procedure to request the features.

S0 S o B2 e
Find the Feature on TAMM
Through the ACTVET Dashboard
1. Click the square icon located on the top right of
the TAMM website and click ACTVET from the
drop-down list.
S S e H

DX (o i ) (5 i) (= s | (2 sttt | [ e | [ ) [ & o

-
Requests u
E 2. Click NEW REQUEST.
e | | S g A
her by Type. ~ x
s Fem—
pp—— propes PP
Eomative EV Visil ACT - 28603 22/06/2021 05.46 PM. n
= a SE ? TAMD;! wie
e — 3. Scroll to find the specific service from the list and
click the service name.
Remove Trainer
Remove Trainer u
M
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Home Tuining

Request to Register Candidates

Accept Terms and Conditions

In erder to proceed with your spplication, you must read and sccept the terms and conditions.

1 have read and agree to the Terms and Conditions on ACTVET Candidate Registration

Home Tochnical and Taaining

Request to Register Candidates

Add Candidates

dit or delete

by clicking the

‘candidates details, if necessary, using the action menu. Note that you will not be able to proceed until all entered information

are valid and complete.

Candidates to Register

Full Name. Registered Title (Qualification)

click ddi

Valid

Process

O e

(2) Specity Detais

(3) Upload Documents
(&) Take Satistaction Survey

@ Application Submitted

Relevant Entity

ACTVeT

Register Candidates

Through this service, you can register candidates to
your insitution by sending a request to ACTVET.

Start Service

1. Select the name from the drop-down list on
whose behalf you are accepting the terms and
conditions.

2. Click the ‘terms and conditions’ link to read
ACTVET's terms and conditions and click ACCEPT.

3. Click NEXT to proceed to the next page.

a. Toclose the application, click Cancel.

The following screen displays the ‘Add Candidates’
section.

Add Candidates

4. Click ADD CANDIDATE to start adding candidates.

The following screen will display the ‘Enter Candidates
Details’ section.

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022

Page 4 of 14



ACTVeT

Abu Dhabi Centre for »5)_A_I=9_J j—bya
Technical and Vocational | co—jaillg pal aill
Education and Training | o—imally o &l

Home by Dhabi Cenyre for Technical and Training

;equest to Register Candidates

Enter Candidates Details

youwishtoadd a fi the option below. If you select a single
candidate, input all of the requested details and click ADD' to confirm the request. If you choose muttiple, you will be asked
10 download i filled up 1 confirm the candidates’ requests.

WOULD YOU LIKE T0 ADD A SINGLE CANDIDATE OR MULTIPLE CANDIOATES!

@ Single Multiple

Personal Details

CANDIDATE EMIRATES 1D OATE OF BIRTH
TB4X0000000CKXX MMDDYYYY =1
EMAIL ADDRESS WOBILE NUMBER
G-
PTIONAL) INSTITUTIONAL STUDERT [0 (OPTIONAL
ANGUAGE OF INSTRUGTION (OPTIONAL) EMIRATE OF RESIDENCE (0PTIONAL)
Select v | | setect v
@ Academic Details
AIGH SCHEOL COMPLETION MIGHEST SCHOOL GRADE AGHIEVED
Select v | | selest v
CAMPUS (OPTIONAL) MODE OF STUOY
Select ~ | | setect v
@ Qualification Details
REGISTERED TITLE (QUALIFICATION) QUALIFICATION START DATE
Select v | | mmpovvvy =
Have met the qualification entry requirements
@ Employment Details
= 0 +
[B Candidate is currently employed
- .
Select v

Cancel

Home Taining

Request to Register Candidates

Enter Candidates Details

Select you wish 1o add or If you select a single
candidate, input all of the requested details and click 'ADD" If: ,

1o download filled up ' requests.

WOULD YOU LIKE T0 ADD A SINGLE CANDIDATE OR MULTIPLE CANDIDATES?

Single @ Multiple

'DOWNLOAD CANDIDATE TEMPLATE @

Note
You must enter the qualifications in this template. You can click here to view the list of all qualifications available. You can
simply copy and paste the of

UPLOAD FILLED-UP TEMPLATE

[ i SRR

Process
Qwh'm-u
€@ specity Detais
@Wmm
@ms-nmumw

@ Application Submitted

Relevant Entity

ACTVET

Show details

Process

© e
© soecity Dotaits
@uplndmmm
(%) ake satistaction Survey

(5) Application Submmitted

Relevant Entity

ACTVET

‘Show details

Enter Candidates Details

5. Choose whether you want to add Single or
Multiple candidates.
Single

5.1a Enter Personal Details
5.2a Enter Academic Details.
5.3a Enter Qualification Details.
5.4a Enter Employment Details

Multiple

5.1b Download the candidate template excel sheet

and fill the information on the sheet.

5.2b Click on the hyperlink to view the institution’s

qualifications to help fill the template.

The following screen displays the ‘List of
Qualifications’ section.

5.3b Click SELECT FILE to upload the candidate
template.

6. Click ADD to add the candidate(s)
a. To go back to the previous page, click
BACK.
b. To close the application, click Cancel.

The following screen displays again the ‘Add
Candidates’ section.

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022
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Home Abu Dhabi Cantre for Technies! and Vocationsl Education snd Training

Request to Register Candidates

List of Qualifications

Below are the list of qualifications and their codes. Use this table to copy and paste the right values in the spreadsheet

template. You can filter the list by qualfications or use the search field to seareh a qualification.
Fiterby ~ x
a Qualification Code  Qualification Name
UTLOS002NO18  Advanced Diploma of Nucsar Power Plant Operations.
UTLO7001NGT8 Applied Bachelor of Nuclear Power Plant Operations

UTLO4001NQ1® Certificate 4 for Nuclear Engineering Operations

Diploma of po

UTLOS001NQ1E Diploma of Nuclear Pawer Plant Technology (Chemistry / Radiation Protection)

UTLOS00ZNQ18 Diploma of Nuclear Power Plant Technology (Electrical Maintenance)
Diploma of 9 and Control
Diploma of ay
7 Level4Award t
CAOF45040112  Level 4 Composite Award in Facilitating Learning and Development
- snomng [10 ] of1z
o < BACK
tome i Technical o Tainion

Request to Register Candidates

Add Candidates

You can edit or delete
Il entered information

10 register by 9
candidates details, if necessary, using the action menu. hat il not
are valid and complete.

Candidates to Register
| v rurms | Q Soarch
Fiter by Valldity v x
Full Name Registered Title (Qualification) valid

~  AAESHA Level 4 Award in Assessment No

@ /ADD CANDIDATE

Process

o :n:pﬂ‘mmd

©) seecity Desaits

@ Upload Documants
@ Take Satisfaction Survey

@ Application Submitted

Relevant Entity

ACTVET

IPIC Building - 15th & 16th Floors
Sultan Bin Zayed the First Street
Abu Dhabi, UAE P.0. Box: 108800

+9712 613 2000
wessiT
hitps:fwww.actvet gov.ae
EmaiL

cars@actvet.gov.an

Hide detads

Process

0 Accept Terms and

© socity Deusits

(3) Uplosd Documents
@ Take Satisfaction Survey

@ Application Submitted

"@’E?VET

List of Qualifications

7. View the List of Qualifications.

8. Use the filters and search bar to filter and search
for qualifications.

9. Once you are done, click BACK to return to the
previous page to upload the candidate template.

Add Candidates

10. Review your added candidate(s)

11. If a candidate’s information is invalid, it will
explain the reason why.

Note: you will not be able to proceed until all the

candidates information is valid.

12. Click on the edit button to make the necessary
amendments in order to proceed.
a. Click the delete button to delete the

candidate.

13. To add more candidates, click ADD CANDIDATE

to repeat the process.

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022
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Home Tochnical ang

Training

Request to Register Candidates

Add Candidates

Add candidates that you would like to register by clicking the ‘ADD CANDIDATE' button below. You can edit or delete

candidates detals, if
are valid and complete.

Candidates to Register
=

O =

Home

y be ableto

Registered Title (Qualification)

Level 4 Award in Assessment

Training

Request to Register Candidates

Upload Documents

required

Once all

Documents’ column is Yes’ for all candidates, you may proceed.

Full Name. Uploaded Documents
asesa
& BACK NEXT
Home Technical and d Training
Request to Register Candidates
Upload Documents for AAESHA
Upload th for ¥
@ oo gy nese [ snccrruc [RRATES
[+ smscrrs [ERRTTNET

O -

Q search

Valid

Yes

all entered informaticn

X

Actions.

-] ¢]

below: Kindly click on the pencil icon button next
are uploaded and the status for Uploaded

x

Actions

Process

@) AcceptTerms and

© svectyveniis

(3) Uplosd Documents
(&) Toke Satistaction Survey

® Application Submitted

Relevant Entity
BCIVEL

Show details

Process

o Accept Terms and

@ swecity Deraits

© vriond vocuments
(&) Take Satistaction Survey

o

t Entity

ACTVET

Show getails

Process

o Accopt Terms and

@) specity Dotz

e Upload Documents

@ Take Satisfaction Survey

@wmw

Relevant Entity

ACTVET

Show details

-\ ? F\ © W
~ ./ TAMM

14. Once the candidates’ details are valid, click NEXT
to proceed to the next page.
a. Togo back to the previous page, click
BACK.
b. To close the application, click Cancel.

The following screen displays the ‘Upload
Documents’ section.

Upload Documents

15. Next to each candidate, click on the edit icon to
start adding documents.

16. Click SELECT FILE to upload the required
document(s).
17. Click SAVE to save the documents.
a. To go back to the previous page, click
BACK.
b. To close the application, click Cancel.

The following screen will display again the ‘Upload
Document’ section.

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022
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Home oy Dhabi Cenre for Techrics Tnining

Request to Register Candidates

Upload Documents
You must upload for each of . Kindly click on the |
i Once all the status for ‘Uploaded
Documents' column is Ves' for all candidates, you may proceed.
[+ o T
Fitech v X
Full Name: Uploaded Documents: Actions.
AAESHA ves

Home - Dighal Serviges Technical and and Training

Request to Register Candidates

Take Satisfaction Survey
Answer all the questions listed below based on your experience of using this service to help us serve you better in the future.

‘The anline service is user friendly

Strongly Disagree Disagree Agree Strongly Agree
The service process is easy to follow
Strongly Disagree Disagree Agree Strongly Agree:
plete the
Strongly Disagree Disagree Agree Strongly Agree:
The service has met your expectations
Strongly Disagree Disagree Agree Strongly Agree

IMPROVEMENT SUGGESTIONS (0PTIGNAL
Enter

Home © Digi Techaical and

Request to Register Candidates

Your Candidate Registration Is Pending Approval
Reference number: ACT - 27463 Submitted on: 07 June, 2021

ning

Thank you for submitting your request. Kindly note that your request s new pending approval. Your application may be
returned to you for more amendments, f deemed incomplete by ACTVET.

D

Process

8 o e
@) specity Deraiie

o Upload Documents
(4 Take Satistaction Survey

@ Application Submitted

Relevant Entity

ACTVET

Show details

Process

o Accopt Terms and

@) specity Dotalts

o Upload Documents
° Take Satisfaction Survey

(5) Avplicstion Submitted

Relevant Entity

ACTVET

‘Show detalls

Process

O
@) specity boails

o Upload Documents

@) ake satistaction Survey

© #ovication submitted

Relevant Entity

ACTVCT

how detai

-7 TAMM

18. Once the candidates’ documents are uploaded,
click NEXT to proceed to the next page.
a. To go back to the previous page, click
BACK.
b. To close the application, click Cancel.

The following screen will display the ‘Take Satisfaction
Survey’ section.

Take satisfaction survey

19. Answer all the survey questions by selecting a
appropriate option for each question.

20. Enter recommendations for improvement, if any.

21. Click SUBMIT to submit the application.

The following screen will display the ‘Application
Status’ section.

Application submitted

Upon successful submission, the reference number

and submission date will be displayed.

22. Click VISIT DASHBOARD to return to the ACTVET
dashboard and view the to-do list of action items
that may be requested by ACTVET.

The application status will be In Progress.

Upon assessment, ACTVET officers can either: accept,

reject or return the application. You will be notified of

any change in the status on your registered email
address.

e  Onapproval, the status will be changed to
Completed.

e Onrejection, the status will be changed to
Cancelled.

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022
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Upload Documents

e th commenty if applicable, and upload the necessary documents below. You ¢an either chooge 10 submit all

Process

@ voioadvocuments

remaining documents a5 required

s for review

e

Returned Documents Summary
Document ACTVET Comments
Draft of the Advertisement (Printed material, digital, returned
Broadcast, mobile, ete._.)
] shown [5_v] ant
BRATT 07 THE ADVERTISEMENT (FAINTED WATERIAL DIITA LETTERS AGREEMENT OF ACCREDITATION (OPTIONAL)
or drop ) hers
(2 ez [JPRWAIY [ o merns R
ypes 0. 1 gn -
s "
NOG T0 REPRODUCE COPYRIGHT WORK (PHOTOS, ART, MAPS, AGREEMENT/APPROVAL TO USE LOGO(S) (OPTIONAL)
BOGTAY s, £16. ) (OFTIONAL > o B
o s
: File Types 0. pat, pog Max 5 MB per file
- [y r—
SUBMIT Cancel
Home Abu Dhabi Cantre for Tectics! ang Traning

Request to Amend Candidates Details

Select Candidate Details

Select the candidate whose details are to be amended.

Select Candidate
Candidate Name. Emirate ID Qualification
a Hamad 7100000000000 Certificate 1 in Human Resources
Hamad T U0 000000 Certificate 2 in Human Resources
Hamad 971.0000-00000000 Certificate 3 in Human Resources
Hamad ST 1-0000-0000000-0 Certificate 4 in Human Resources
Hamad 7000000000000 Diploma in Human Resources
Alaa 11000 0000000 0 Diploma in Human Resources.
Khadija S71-0000-0000000-0 Diplom in Human Resources
Saif T 000 IS000, Diploma in Human Resources
Ahmed TEFO00 0000000 Diploma in Human Resources
Mohamed §71-0000-0050000-0 Diploma in Human Resources
[ Showi ] ot
Terms and Conditions
In order to proceed with your application, you and accept the t d condi

ACCEPT ON BEHALF OF

Select

| have read and agree to ACTVET's Terms and Conditions.

NEXT »  Cancel

®

Relevant Entity

ACTVET

Show details

Process

@ select Candidste Detsils
(2) Amend Candidate Datails
@ Take Satisfaction Survey

@ Request Submitted

Relevant Entity

ACTVeT

‘Show details

GP ) Samm

e Onreturn, the status will be still In Progress. Click
the three dots > Upload Document(s). You will be
redirected to the ‘Upload Documents’ screen.

Upload Documents

The reviewed documents summary section will be
visible.

Upload the required document and click SUBMIT to
process the request again.

Amend Candidates Details

Through this service, you can amend candidate’s
details by sending a request to ACTVET.

Start Service

1. Select a candidate from the table.

2. Use the search bar to search for candidates.

3. Select the name from the drop-down list on
whose behalf you are accepting the terms and
conditions.

4. Click the ‘terms and conditions’ link to read
ACTVET'’s terms and conditions and click ACCEPT.

5. Click NEXT to proceed to the next page.

a. To close the application, click Cancel.

The following screen displays the ‘Amend Candidate
Details’ section.

TAMM ACTVET Candidate Management UserGuide V 02, Sept 2022
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Homa by Ohabi Centre for Technical Training

Request to Amend Candidates Details

Amend Candidate Details

Make the necassary edt 10 the information below and click Next 1o confirm the changes.

Selected Candidate Hamad

@ - +871500000000 © - 871500000000

Cancel

00—

Home Atss Dhobi Conitre for Techy Trining

Request to Amend Candidates Details

Take Satisfaction Survey

Answer all the questions listed below on your experience of using this service to help us serve you betler in the future.

The online service is user friendly

Strongly Agree Agree Disagree Strongly Disagree

The service process is easy to follow

Strangly Agres Agree Disagree Strongly Disagree

The time spent to complete the service is satisfactory

Strangly Agree Agree Disagree Strongly Disagree

The service has met your expestations

Strangly Agree Agree Disagree Strongly Disagree

Enter

Home * Digital ‘Abu Dhat Centre for Technical and Vocational Trsining

Request to Amend Candidates Details

Candidate Details Amended Successfully

Reference number: ACT - 27704 Submitted on: 9 June, 2021

Your request to amend th
the dashboard at anytime:

details has ¥ by wisiting

Request Summary

Candidate Name

@

Ahmed

Process

@) select candicare

@) Amend Candidate bevails
(3) Toke Satistaction Survey

(%) Request submitted
Relevant Entity

ACTVET

Show details

Process

@) selest Candidate

(@) Amend Candidate Dataits
o Take Satisfaction Survey

() Request submitied

ACTVET

Show details

Relevant Entity

ACTVEeT

Show details

Amend Candidate Details

6. Update the candidates details.
7. Click NEXT to proceed to the next page.
a. To go back to the previous page, click
BACK.
b. To close the application, click Cancel.

Take satisfaction survey

8. Answer all the survey questions by selecting a
appropriate option for each question.

9. Enter recommendations for improvement, if any.

10. Click SUBMIT to submit the application.

The following screen will display the ‘Application
Status’ section.

Application submitted

Upon successful submission, the reference number

and submission date will be displayed.

11. Click VISIT DASHBOARD to return to the ACTVET
dashboard.

The application status will be In Progress.

Upon assessment, ACTVET officers will accept or

reject the application. You will be notified of any

change in the status on your registered email address

and mobile number (via SMS).

e  On approval, the status will be changed to
Completed.

e  Onrejection, the status will be changed to
Cancelled.

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022

Page 10 of 14

TAMM



ACTVeT

Abu Dhabi Centre for | g——atigl j—5)a
Technical and Vocational | co—jaillg pal aill
Education and Training | o—imally o &l

Home Techvical and Training

anuest to Deregister Candidates

Accept Terms and Conditions

In order to proceed with your applicatien, you must read and aceept the terms and conditions.

ACCEPT ON BEHALF OF

Select v

I have read and agree 1o the T ions on ACTVET

Home Technical Egucation snd Training

Etaquest to Deregister Candidates

Add Candidates to Deregister

Add the candidate you wish to deregister by clicking cn the You can edit or

details, if necessary, using the action menu. Note that you will not be able ta proceed until all entered information is valid

Candidates to Deregister
FitecbyVality v X
Full Name Registered Title (Qualification) valid Actions.

You have not added any candidates to deregister. Click on the Add Candidate’ button below o start adding.

o ADD CANDIDATE
€« BACK N Cancel
Home for Technical and d Training

Request to Deregister Candidates

Enter Candidates Details

‘Select whether you wish 1o add a singl ipl If you select a single
candidate, input all of the requested details and click ADD' to confirm the request. If you choose multiple, you will be asked
1o download a spreadsheet template to fill up and reupload it filled up to confirm the candidates’ requests.

Would you like to add a single candidate or multiple candidates?

@ Single Multiple
CANDIDATE'S FuLL NAME CANDIDATE ENIRATES 10
TRANOO000CE0N
5 cuALITEATION w1 campus
‘cenm:amwm Human Resaurces v | | seleet v
@ Select Units (Optional)
ey
Code Name
FC000100112 Understand basic communication skills
OF450100112 citizenship in
FC050100112 Prepare for working in a HR environment
£C05010021: THR
] sowmg [0] ots
< BACK cancel

Process.

0 oo

@ Specify Details

(3) Take satstacton survey

(%) Application submitted

Relevant Entity

ACTVET

‘Show dstails

Process

o Accept Terms and

© seecity Detsits

@ Take Satisfaction Survey

@ Application Submitted

Relevant Entity

ACTVEeT

Show detals

ACTVET

ADDRESS

IPIC Building - 15th & 16th Floors
Sultan Bin Zayed the First Street
Abu Dhabi, UAE P.0. Box: 108800

PHONE NUMBER
497126132000

wessie
hHtps:www.actvet. gov.ae
el

care@actvet. gov.ae

Hide details

37

Sa®

Deregister Candidates

Through this service, you can deregister candidates
from your insitution by sending a request to ACTVET.

Start Service

1. Select the name from the drop-down list on
whose behalf you are accepting the terms and
conditions.

2. Click the ‘terms and conditions’ link to read
ACTVET's terms and conditions and click ACCEPT.

3. Click NEXT to proceed to the next page.

a. Toclose the application, click Cancel.
The following screen displays the ‘Add Candidates to
Deregister’ section.

Add Candidates

4. Click ADD CANDIDATE to start adding candidates.

The following screen will display the ‘Enter Candidates
Details’ section.

Enter Candidates Details

5. Choose whether you want to add Single or
Multiple candidates.
Single

5.1a Enter the candidate’s full name, Emirates ID,
registered qualification and RTP campus.

5.2a When selecting a qualification, the list of units
associatiated with that qualification will be displayed.

Multiple

5.1b Download the candidate template excel sheet
and fill the information on the sheet.

5.2b Click on the hyperlink to view the institution’s
qualifications and units to help fill the template.

The following screen displays the ‘List of Qualifications
and Units’ section.

5.3b Click SELECT FILE to upload the candidate
template.

6. Click ADD to add the candidate(s)

F\ © W
TAMM

TAMM ACTVET Candidate Management UserGuide

V 02, Sept 2022
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Home Teaining

Request to Deregister Candidates

Enter Candidates Details

Select whether you wish to add a single candidate or muliple candidates from the option belaw If you select a single
candidate, input al of the requested details and click ADD 1o confirm the request. If you choose multple, you will be asked
10 download a spreadsheet template to il up and reupload it filed up to confirm the candidates' requests.

Would you like to add a single candidate or multiple candidates?

Relevant Entity

ACTVET

IPIC Building - 15th & 16th Floors
Sultan Bin Zayed the First Street
Abu Dhabi, UAE P.0. Box: 108800

Single @ Multple Aooress
DOWNLOAD CANDIDATE TEMPLATE
Note

4971 26132000

* Youmust enter units in the template. You v the lst of "
units. Simply copy and paste either the name or code of the unit that you wish 10 add separated by a #' symbol. For example
Audit Air Quality # BRIG725383 # Assess Water Use # TMNGE5253

+ Enter the Emirates 1D number in this format 784-XXXX XXXXKXX-X

WEBSITE

EmalL

hitps:jwww.actvet.gov.se

UPLOAD FILLED-UP TEMPLATE care@actvel.ooede
orrop e ere
ADD Cancel
- o — —
% "
Request to Deregister Candidates
List of Qualifications and Units Relevant Entity

Use this page for your reference during the course of completing the downloaded template. Select the qualification you wish
t0-add, and the st of ed with il Use these tables to copy and paste the
right values in the spreadsheet template.

Simply the

For example: Audit Air Quality # Assess Water Use

add separated by a # symbol

SELECT QUALIFICATION

l Certificate 3 in Human Resources v |

Qualificatior's Code PQFC05030112

3 in Human Resources

o Q Search

Qualificatior’s Name
Units List

Unit Code Unit Name

(5] ————

FCO00300712 Communicate information in the office environment
i
e FCO50300712 Process human resource information
FCO50300812 Provide human resource information
icips of adult learning
ing leaming in kpl

O—=

Show detalls

ACTVET

[ o NN

7 TAMM

N 7

a. To go back to the previous page, click
BACK.
b. To close the application, click Cancel.

The following screen displays again the ‘Add
Candidates to Deregister‘ section.

List of Qualifications and Units

7. Select a qualification from the drop-down.

8. The qualification details and units list will be
displayed.

9. Use the search bar to search for units.

10. Once you are done, click BACK to return to the
previous page to upload the candidate template.

TAMM ACTVET Candidate Management UserGuide
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ACTVeT

Abu Dhabi Centre for ‘5)_A_I=9_J j—bya
Technical and Vocational | co—jaillg pal aill
Education and Training | o—imally o &l

Home for Technical and Vocational Trsining

Request to Deregister Candidates

Add Candidates to Deregister
wish gister by clicking on the You can edit or
details, if necessary, using the action menu. Note that you will not be able to proceed until all entered information Is valid
Candidates to Deregister
Fitter v @ X
Full Name Registered Title (Qualification) Valid Actions
> Keith Level 4 Award in Assessment ves 0

Cancel

i and Vocational Education and Training

Home for

Request to Deregister Candidates

Take Satisfaction Survey

Answer all your

using this service to help us serve you better in the future.

‘The anline service is user friendly

Strongly Disagree Disagree Agree Strongly Agree

‘The service process is easy 1o follow

Strongly Disagree Disagree Agree Strongly Agree

The time spent to complete the service is satisfactory

Strongly Disagree Disagree Agree Strongly Agree

The service has met your expectations

) Strongly Disagree Disagree Agree Strongly Agree

MPAOVEMENT SUGGESTIONS (OPTIONAL)

Q o

Home ‘Abby Ohabi Centre fis Technical and

Request to Deregister Candidates

@

Your Candidate Deregistration Is Pending Approval
Reference number: ACT - 27470  Submitted on: 07 June, 2021

Training

Thank you for submitting your request, Your application is curently under review by ACTVET,

O

Process

o Anmpﬁ‘-:m.nnd

o ‘Specify Details

@ Take Satisfaction Survey

@ Application Submitted

Relevant Entity

CTVcT

Show details

Process

Y 1
@) Specity Details

@ Toke Satistaction Survey

(%) Avpiication submitted
Relevant Entity

ACTVET

Show getaily

Process
@ Accept Tems and

o Specify Details
o Take Satisfaction Survey

o Application Submitted

Relevant Entity

ACTVET

‘Show details

Add Candidates to Deregiser

11. Review your added candidate(s)
12. If a candidate’s information is invalid, it will
explain the reason why.
Note: you will not be able to proceed until all the
candidates information is valid.
13. Click on the edit button to make the necessary
amendments in order to proceed.
a. Click the delete button to delete the
candidate.
14. To add more candidates, click ADD CANDIDATE
to repeat the process.
15. Once the candidates’ details are valid, click NEXT
to proceed to the next page.
a. Togo back to the previous page, click
BACK.
b. To close the application, click Cancel.

Take satisfaction survey

16. Answer all the survey questions by selecting a
appropriate option for each question.

17. Enter recommendations for improvement, if any.

18. Click SUBMIT to submit the application.

The following screen will display the ‘Application
Status’ section.

Application submitted

Upon successful submission, the reference number

and submission date will be displayed.

19. Click VISIT DASHBOARD to return to the ACTVET
dashboard and view the to-do list of action items
that may be requested by ACTVET.

The application status will be In Progress.

Upon assessment, ACTVET officers can either: accept

or reject the application. You will be notified of any

change in the status on your registered email address
and mobile number (via SMS).

e  Onapproval, the status will be changed to
Completed.

e  Onrejection, the status will be changed to
Cancelled.

TAMM
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