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Introduction

TAMM allows you to manage various services and features offered by the ACTVET starting with navigating
through your dashboard.

The following ACTVET features are covered in this user guide:
e  Profiles — This feature allows the primary contact of an institution to view the institution’s profiles.
e Candidates Summary — This feature allows the primary contact of an institution to view the Candidates Summary.

e Member’s Profile Dashboard — This is the dashboard’s view of the member profile user type.

Prerequisite

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

= o 0 o suc B 2 legin
Sign in to TAMM Digital Services
Click Sign in with UAE Pass and log in using your valid
What is UAE PASS? (o] credentials to acess features.
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Getting Started

This section explains step-by-step procedure to access the ACTVET feature.

P o3
S Taam o 2 legie

11}
el

Find the Feature on TAMM

Through the ACTVET Dashboard

1. Click on the square icon located on the top right of the
TAMM website andclick ACTVET from the drop-down
list.
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Profiles

Triing Provide Narme Engiah) Db sehoot
[ ——— R
Triing ProviderType Privte

Triing Provide e AETVET Ecocation Syeten Y

TRAINING PROVIDER | CONTACTS ~ COMPANIES ~ CAMPUSES  ACTIVITIES

B800

o Training Provider Details
Training Provider Name (English) Oubai sehool

Traning Provider Mame (Arabic) (o dugan

Training Provider Type. Private

Training Provider under ACTVET Education System Yer

Compuses

Email Address ds@du.com
Mobile Number 4571500000000
Telophone Number 0500000000
Country United Arab Emirates.
Emirate Dubai

Area Dubal

Street / Region (Englich) BNPP Baraksh
Streat / Region (Arabic) BNPP Barakah
P.0. Bax Number 112040, Abu Dhabi

Licence Name NotLicenced

ON Nurmber

-t? (O—i
-~/ TAMM

Profiles
2. Click on the ‘Profiles’ button at the top of the
dashboard.
3. Select the tab you would like to open.
a. If you select ‘Training Provider’, the following
screen displays the ‘Training Provider’ section.
b. If you select ‘Contacts’, the following screen
displays the ‘Contacts’ section.
c. If you select ‘Companies’, the following screen
displays the ‘Companies’ section.
d. If you select ‘Campus’, the following screen
displays the ‘Campus’ section.
e. Ifyou select ‘Activities’, the following screen

displays the ‘Activities’ section.

Training Provider

4. View the Training Provider Details.

TAMM | ACTVET Dashboard My Profile
Candidates Summary Member’s Profile

V 02, Sept 2022

Page 4 of 13



ACTVET D) ©O—
Abu Dhabi Centre for Ezﬁ vi' 4 TAMM

Technical and Vocational
Education and Training

e Contact Details

Full Name Email Address Created 0n Profile Status Login Enabled ©  Actions

° Contacts

Test one Test two Test three family - 06/04/2021 323 PM Not Completed No n

Ravisankar email@email.com 07/04/2021 425 PM No 5 View the COntaCt Details.

wvictor Family - 07/04/2021 6:36 PM Not Completed No

. o 6. Use the search bar to search for contacts.

TetFamiy emai@emai.com s AN ot Compeed "o 7. Click on the ‘Edit’ icon next to a contact to update their
Alaa email@email.com 20/08/2019 11:10 PM. No profile‘

somes ari@anaicom [Ry—— o . . o

- et FE—— " a. If the Profile Status is ‘Completed’, clicking on
promm P T ™ the edit button will initiate ‘Amend Contact
‘Samah email@email.com 271172019 11:44 AM Completed No. Prof”e’ service.

[ - b. If the Profile Status is ‘In Progress’, the edit

e buttf)n .WI|| not be dlsplayed because the
profile is currently being amended by the

o P contact.
@ e c. If the Profile Status is ‘Not Completed, clicking

remotous x on the edit button will initiate the ‘Update
e consems [ s o—. Contact Profile’ service.

s - e bl B 8. Click on “ Add Contacts’ to add a contact.

BINNY Trainer Accepted 11/06/2021 5:29 PM.

The following screen will display the ‘Add Contacts’

Deivigan 0 Trainer Accepted 16/06/20213:53 PM

Ao . — P Pr——— section.
MAJED . Trainer Expired 18/10/2019 11:42 AM 9' VleW the cOntact Role Details_
e - R 10. Use the search bar to search for contacts.
GIHAN - Trainer Expired 31110/2019 9:43 AM
TAREK Trainer Expired 14/07/2019 9:02 AM
s os e ot (] o

= a 7 G e H#

ACTVET Dashboard BT weeon e ]

[0 e ] [ e | (R [ ettty | (3 s | [ g | [t ot | (& marner |

€

Add Contact Add Contacts

et conac by Brokan e infomation s e

[T —
woom

8.1 Select whether the contact has an Emirates ID.

(@]o]o]e]
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Does the contact have an Emirates D7

Yes N

e Verify Contact Details

@ w7

Doas the contact have an Emiratas ID?

Yes @ Mo

Maritla

Clerica.

© - +971 S00m

e"‘*-

= a

ACTVET Dashboard

</ TAMM

8.2 Fill the required information.
8.3 Click VERIFY.
Note: an error message will be displayed if the Emirates ID
e and date of birth do not match.
8.4a If the contact is verified successfully, a success message
will be displayed.
8.5 Click on ADD to add the contact.
a. Click ‘Back’ to return to the previous page.
wmn .

() ()RR [ i (=) (] (] ()

Profiles

S B

@ —

vl Bl

eevsl el

ermslgernal cam

el @l cam

e

Naaty —— 1 — ]|
- 8.6 A confirmation message is displayed.
B n
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Dioss the contact hava an Emirstas ID?

®re O

Verify Contact Details

EmRATES 1D OATE OF BIRTH EMAIL ADDRESS

27 Novernber 1992 | | gt

© + +571500000000

VERIFY

Does the contact have an Emirates D7

R— ATE OF BIRTH EuAIL ABDRESS

OO0 | | 27 Movember 1082 || e com

Yo @ Mo

Create A Shared Contact

specify and approval
request o add a trainer. Once yaur reques to share the contact has been apgroved, you may visi the ‘Add Trainer sevice o initiate the-add trainer request for this contact.

‘CREATE A SHARED CONTACT

!

-/ TAMM

8.4b If the contact already exists, a message will be
displayed and you will be asked if you want to share the
contact.

8.5 Select whether you want to share the contact.

8.6 If ‘No’ is selected, a message will be displayed and you
cannot proceed unless you add a different contact.

8.6 If ‘Yes' is selected, ‘Create A Shared Contact’ steps will
be displayed.

8.7 Select whether the contact is a trainer.
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Create A Shared Contact

Spacify the mermber details i the fields below, Take

your reqy

nac Resignation

RSB Accept Terms and Conditions

‘add Trainer

Ihave 13 and agreeto Tems and Condiions

@ AT CORACT
o

90 YO WANT T0 SHARE THE CONTACT

@ ves No

Create A Shared Contact

Accept Terms and Conditions

been approved, you may Tainer

- noc Resignation
e ’

Ihave read and aqree to Terms and Conditions.

ABDITIONAL NOTES (O5TIONA

CREATE A SHARED CONTACT

 appiicadle.

T T v B

Requests
f—
O = a
VR I a
— | e o e A

a— pa—
At TR0 10204

acT- 2o 2umsrzon 1228

(70_1

- TAMM

8.7a If ‘Yes' is selected, certain fields will be displayed.
8.8 Select which document applies.

8.9 Accept Terms and Conditions.

8.10 Click ‘Create a Shared Contact’

8.7b If ‘No’ is selected, other fields will be displayed.
8.8 Select which document applies.

8.9 Accept Terms and Conditions.

8.10 Click ‘Create a Shared Contact’

8.11 Once ‘Create a Shared Contact’ is clicked, the ADD
button will enable and you can proceed with adding the
contact.

Note: In certain situations, after clicking ‘Create a Shared
Contact’, you will be requested to upload a document. Once
the document is uploaded, you can proceed by clicking on
ADD.

8.12 A confirmation message is displayed.

TAMM | ACTVET Dashboard My Profile
Candidates Summary Member’s Profile V 02, Sept 2022

Page 8 of 13



ACTVeT

Abu Dhabi Centre for | o+ kg sl j 4o
Technical and Vocational | co—ja—illg pl aill
Education and Training

i amally o i all

Name (English) Name (Arabic)

> Emeprise capin +on21234567 enterprise@123.com

> Vellow Fish Incorporation +97121234567

®——

clyanll Gl dusabo yellow@yelowish com

Company Details

PANY NAME (ENGH COMPANY NAME (ARABIC) ESTABLISHMENT DAT

Enterprie fasio | 04 June209
LIGENGE NUMBER (DPTIONAL COMPANY REPRESENTATIV (0PTIONAL

v

Contact Details

ABOITIONAL MOBILE NUMBER (DPTIONAL

Q- o

EmalL 4pDRESS ANDUINE NUMBER

emerprise123.com @ - 497121234567

Address Details

United Aras Emirates

Emerprise Street ol gilis

D -

@ () Company profile has been updated successtully.

TRAINING PROVIDER ~ CONTACTS | COMPANIES | CAMPUSES  ACTIVITIES

Company Details

Mame {English) Name (Arabic) Landline Number Email Address

> Emerprise s gspeo 97121234567 enterprise@123.com

> alow Fish Incorporation elyiall 8Saull Ao 497121234567 yellow@yellowish com

ADD COMPANY PROFILE

Company Details
pre—
@ Address Details

STREET J REGION (EWOLIS STREET J REGION (ARABIC

OMPANY NAME (ARAB! ESTABLISHMENT DATE

MMDDYYYY

Contact Details.

(154

Companies

11.
12.

View the Company Details.

Click on the ‘Edit’ icon next to a company to update the
information.

The following screen will display the ‘Edit Company’
section.

Click on “ Add Company Profile’ to add a company.

The following screen will display the ‘Add Company
Profile’ section.

13.

Edit Company

12.1 Enter the Company Details.

12.2 Enter the Contact Details.

12.3 Enter the Address Details.

12.4 Click on ‘SAVE’ to save the information.

a. Click on ‘BACK’ to return to the previous page.
The following page will display a confirmation message.

12.5 A confirmation message is displayed.

Add Company Profile

13.1 Enter the Company Details.

13.2 Enter the Contact Details.

13.3 Enter the Address Details.

13.4 Click on ‘ADD’ to save the information.

a. Click on ‘BACK’ to return to the previous page.
The following page will display a confirmation message.
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Company Details 13.5 A confirmation message is displayed.
Hama (English) MName (Arabic) Actions
> Enterprise fapilo 497121234567 emerprise@123.com
"TRAINING PROVIDER CONTACTS COMPANIES CAMPUSES ACTIVITIES
Q Facility Details
Total Facility Size (Sqm)
‘Total Number of Training Rooms
- Campus
14. View the Facility Details.
List of Campuses 15. View the List of Campuses.
(15 R . - —
> Ajman Campus Ajman 11/04/2021 1115 AM
@ [Enay Ermderictukise 16. View the Training Provider Activities and their courses.
Mam gt} o (il sums Mt ot o ¢ e 17. Click on ‘Add Course’ to add a course.
v st e - ’ - Q The following screen will display the ‘Add Course’
ey . section.
) P
cors e gty cors e (i - o 18. Click on the ‘Edit’ icon next to a course to update the
> MawTechnclogies B3 oluar 4000 @ u@ details.
b (e W ' g L The following screen will display the ‘Edit Course’
section.

19. Click on the ‘Edit icon next to a course to delete it.
The following screen will display the ‘Delete Course’
section.

Add Course

17.1 Enter the Course Definition details.

17.2 Click on ‘ADD’ to save the information.

a. Click on ‘BACK’ to return to the previous page.
The following page will display a confirmation message.
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TRAINING PROVIDER ~ CONTACTS  COMPANIES

o [ |

@ ) Course has been added successtully.

Training Provider Activities

MName (English)

> National Qualifications dyibg 0Ubge

Course Definition
COURSE NAME (ENDLISH)

Electrical Enginesring

COURSE NAME (ARABIC)

Two Yeare

Duration can be scded in i of days, weeks, mansh, years o 3
combinaton of al

oescuPTION

PRICE (AED)

dgilyadll dusiall

National Quaification

O —=mm

TRAINING PROVIDER ~ CONTACTS ~ COMPANIES  CAMPUSES | ACTIVITIES

o J—

Training Provider Activities
Name (English) Name (Arabic)

> National Qualifications ihg cilmge

Remove Course?

2021)7 Please note that this action cannot be undone.

S}Aa TAM M

17.3 A confirmation message is displayed.

Edit Course

18.1 Enter the Course Definition details.

18.2 Click on ‘SAVE’ to save the information.

a. Click on ‘BACK’ to return to the previous page.
The following page will display a confirmation message.

18.3 A confirmation message is displayed.

Delete Course

19.1 Click on ‘REMOVE’ to remove the course.
a. Click on ‘CANCEL’ to return to the previous
page.

@ 0 Course has been removed successfully. x
19.2 A confirmation message will be displayed.
Training Provider Activities
> National Qualifications duibig alage Aciive 1 [ : ]
TAMM | ACTVET Dashboard My Profile
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S5 P

Ealenen] —— [Eeleeeriec—)

Candidates Summary

o—-
p—

e G
Comtitns ame.

> SOOHARTH SHANE ALMUCOM

> SOOMARTH SHANE ALMLOON
weLnaH

> g g

CANDIDATES | EV VISITS

Campus | Grademion - Claiwad © Qualticrion.

[r—— "o Cereicatedfo NucearErginmering Cpeatios
[, - Acvances Diloms o Holens Foms Flnt Cpersicns

]
e

s woazn
e

e

3] ]o]e]

Candidates
=4
RegutuedCant ] | campun v
Candidate Name. Campus
> SIDDHARTHSHANEALMUDDIN  Branch 1
MELEDATH
> SIDDHARTHSHANEALIMUDDIN  Branch 1
MELEDATH

> Roger Bryan Morrison

> MURALI IMDAD NAVIN Branch 1
> MOHAMMED KAMAL OMARTEst  Branch 1
> MOHAMMED KAMALOMARTEst  Branch 1
> MOHAMMED KAMAL OMAR TEst

> Matthew Firmin Aubert

> Keith Curtis Grigsby

> lsha Branch 1

@-

Qualification

No No Cartificate4 for Nuclear Engineering Operations
No No Advanced Diploma of Nuclear Power Plant Operations A

No No Level 4 Award in Assessment

No No Advanced Diploma of Nuclear Power Plant Operations

No No Biploma of nuclear power plant operations

o No Gertificate 4 for Nucleat Engineering Operations

Mo No Level 4 Award in Assessment

Mo No Level 5 Component Award in Intemal Verification Accepie
No No Level 4 Award in Assessment

No Na Diplama of Nuclear Pawer Plant Technology (Chemistry /

Radiation Pratection)

@ search

Status ~ Submitted On

ceepted | 2406/2021
0216PM

coepted  B/06/2021
1251 PM

coepted  11/03/2020
oz12PM

Accepted  2006/2021

0216PM

coepted  2006/2021
10:52 AM

cepted 20612021
0216PM

80062021
12:51PM

11/03/2020
oz12PM

cepted  11/03/2020
oz12PM

2/06/2021
0z16PM

Shawing (10w ] of 14

x

EV Visits

Case Condidate
> Claim Certificates - 126! Abdullah
> Claim Certificates - 12485 Anin
> Claim Certificates - 12485 Hasan
> Claim Certificates - 12485 doel
> Matihew
> Claim Cortficates - 124! Michael
> Claim Certificates - 15078 Roberta

Qualification

754 0000 00000 0

754 0000 00000 0

754 0000 00000 0

0000000000

7520000 00000

754 0000 oo0na 0

7520000 00000

Lovel 4 Award in Assessment

Level 4 Award in Assessment

Level 4 Award in Assessment

Level 4 Award in Assessment

Level 4 Award in Assessment

Lovel 4 Award in Assessment

Level 4 Award in Assessment

Q search
Grade

Mot Yet Competent
Mot Yet Competent
Mot Yet Competent
Mot Yet Competent
Not Yet Competent
Mot Yet Competent

Competent

Al 7 O—i
/ TAMM

~r\ J

Candidate Summary
1. Click on the ‘Candidate Summary’ button at the top of
the dashboard.
2. Select the tab you would like to open.
a. Ifyou select ‘Candidates, the following screen
displays the ‘Candidates’ section.
b. If you select ‘EV Visits’, the following screen
displays the ‘EV Visits’ section.

Candidates

3. View the Candidates details.

4. Use the filters and search bar to filter and search for
candidates

5. Click on ‘EXPORT FILE’ to download a copy of all the
candidates.

EV Visits

6. View the EV Visits details.

Use the search bar to search for visits.

Click on the ‘Claim Certificate’ link to view more details.
Click on ‘EXPORT FILE’ to download a copy of the EV
Visits.

OF0an =

TAMM | ACTVET Dashboard My Profile
Candidates Summary Member’s Profile

V 02, Sept 2022

Page 12 of 13



ACTVeT

Abu Dhabi Centre for | g+ kg sl j 452

ew -
[ -

Technical and Vocational | <o—jaillg al aill
Education and Training | g—i—mally o i aall
= e S S
ACTVET Dashboard
e =3
rome
Requests
%
QO————-
=
» - x
[—
= @ L S
ACTVET Dashboard
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Pending ltems
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Member’s Profile Dashboard

This is the dashboard landing page, where you can view your

Requests and Pending ltems.

1. Click on the two buttons to switch between Requests
and Pending Items pages.

2. Click ‘New Request’ to start applying for services.

Requests

3. Inthe Requests page, select each tab to view and track
your requests.

a. The SUBMITTED tab displays requests which
you have submitted.

b. The DRAFTED tab, displays requests which you
have drafted but not yet submitted.

c. The COMPLETED tab displays requests which
have been completed and reviewed by
ACTVET.

d. The CANCELLED tab displayes requests which
you have cancelled.

e. The ALL tab displays all your requests
regardless of their status.

Pending Items

4. Inthe ‘Pending Items’ section of the dashboard you can
find items which are standalone and may not be
associated to any other request. The list varies
depending on the users.

5. Click on the Actions button to resolve pending items.

Note: Each pending item will have a different description in

the actions button.

Important: Completing the ‘Update Member Profile’ action

item is mandatory in order to be able to issue different kinds

of new requests.

[, @ W—
TAMM
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