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Introduction to eCares

4

The eCares system is a new digital tool to help the Department of Basic Education (DBE) better manage Early Childhood

Development (ECD) services. Instead of using paper, everything will be done online, making things quicker and easier.

Here are the main things the system will do:

• Collect accurate information about ECD services to share with people who need to make decisions.

• Make it easier and faster for ECD programs to get registered and approved by the DBE.

• Help the DBE give support to the right programs fairly and clearly.

• Help improve the quality of ECD services, not just make sure they follow basic rules.

• Allow the DBE to check how well ECD programs are doing and make smart choices based on up-to-date information.

• Provide clear reports and useful information to help improve programs and use resources wisely.

The system will be launched step by step, with six different parts released over time.



REGISTRATION 
MODULE



Overview of the Bronze ECD Registration Process

In this section, we remind you of the new streamlined ECD registration process.
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What are the aims of the mass registration drive?

To enable government to have oversight of every out-of-home setting where 
children are cared for.

To support ECD programmes to comply with legal requirements.

Further down the line, to ensure that more ECD programmes are able to 
apply for the ECD subsidy for children from low-income households.

To make the registration administration processes quicker and less 
resource-intensive for officials and social service professionals

3
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Initial 
conditional 
registration

STAGE 1 Support for 
compliance 

and site visits

STAGE 2
Review and 

determination

STAGE 3

NEW BRONZE NEW SILVER / GOLD

NEW MASS REGISTRATION PROCESS

GOAL: 
Every ECD programme registered

GOAL: 
Every ECD programme compliant

GOAL: 
Every ECD programme in the system

APPLY COMPLY COMPLETE

Which part of the registration process does 
the Bronze eCares Module support?



What is the old way for application 
submission review and approval?

Site Identification Sites are found by social workers 
or visit offices.

Application 
Submission / 
Jamboree

ECDs submit all necessary 
documents for registration in paper.

Site Visits
Visits by health practitioners and social 

workers to check compliance with 
standards.

EHP Report
/Certificate

A report prepared by health 
practitioners on how the site meets 

the standards.

Social Worker 
Report

Review and compilation of 
information to recommend 

registration or closure.

Certification
The final step where the decision 
is made registration certificate is 

issued



Identify 
Sites:

ECD sites receive WhatsApp or call and 
can apply via WhatsApp or online links.

Submit 
Application:

Applicant registers on eCares, fill out the 
digital form, and uploads documents 
online.

Initial 
Review: 

An administrator checks the application, 
verifies documents, does NCPR check 

and requests any missing details.

Social 
Worker 
Review: 

A Social Worker reviews the completed 
application and NCPR certificates and 

recommends approval or rejection.

Final 
Approval: 

An approver makes the final decision, 
and a Bronze certificate is automatically 

issued if approved.

What is the NEW way for BRONZE
application Submission, review and approval?
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Requirements to achieve Bronze level registration:

• Complete details about the programme and applicant in an online application form – combined Form 11 

and Form 16

• Complete an online health and safety self-assessment confirming minimum standards have been/will be 

met.

• Provide information and documents so that all staff members can be checked against the National Child 

Protection Register. (some form of identification and form 30)
Key point: 
Bronze Apply 

requirements ensure 

safe adults and 

minimum standards 

are met.

!
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Where is there more information?

Information, guidelines and tools will be added to DBE’s web page as they become available. Go to: 

Bana Pele ECD Registration Drive info page

https://www.education.gov.za/LinkClick.aspx?link=https%3a%2f%2fwww.education.gov.za%2fProgrammes%2fECD%2fBanaPeleECDRegistrationDrive.aspx&tabid=4748&portalid=0&mid=12852


Introduction to the Bronze ECD Registration Module in 
eCares
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User Roles in the eCares Bronze 
Registration Module

14

ECD Applicant (Web 
User)

Applies for 
Registration

Registration 
Application 

Administrator

1st check of 
application details

Check all staff 
Documents and 

approve or request 
corrections

Upload NCPR 
Certificates

Registration 
Application 
Reviewer

2nd check of details + 
documents

Check NCPR 
certificates and 

approve or reject.

Generate SW Report 
with recommendation

Registration 
Application 
Approver

Reviews application

Reads SW 
recommendation

Final Approval or 
Rejection

Registration Certificate Generator

Can generate certificates for approved ECDs

Registration Application  Report Viewer

Lists of all applications with their current status



Accessing eCares – User set up; Login and 
Password Resets

All roles would need to be set up and receive login and password details
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User Access on eCares
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You will receive an SMS when 
you are set up with the URL link 
you must follow and a 
temporary password.

Go to:

https://pedusers.dbec
ares.gov.za/

Click on the Provinces down 
arrow to select your Province 
the first time you log in.

https://pedusers.dbecares.gov.za/
https://pedusers.dbecares.gov.za/


User Access on eCares Cont.
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1. Select your Province and then click 
on Login.

2. Sign in using your User Name which 
is your mobile number with the first 0 
replaced by 27.   e.g. Cellphone 
number: 083 456 7890  Login: 
27834567890

3.Use the temporary password 
provided in your SMS

2
3

3



User Access on eCares Cont.
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The system will now prompt you to change the 

password to your desired one. It must be at least 

6 characters long.

Enter your new password, confirm it, and click on 

'Change Password’.

Use a password that you will find easy to 

remember



User Access on eCares Cont.

19

1. If you forget your password in the 
future, you can click on “Recover 
your password”

2. You will be asked for your mobile 
number.  Remember to replace the 
first 0 with a 27. 

3. Use the temporary password 
provided in your SMS

4. You will receive an SMS with a 
temporary password.  Go back to 
the login page and use this.

1

2



Registration Application Administrator
Role & Review Process

The individuals who will do the first review of applications. 
This manual covers how to access and view applications for review, capture 

notes, approve and reject documents, check the NCPR, upload Clearance 
Certificates for each staff member and make decisions per application.

20



What is the role of an application administrator?

Check all application form details are completed correctly

Check each staff member has an ID and Form 30 that matches their 
name and captured ID. 

• If No – return for corrections

• If Yes – Approve the documents THEN

Check each staff member in the DSD NCPR, download the certificate 
and upload it to each staff member.

Key point: 
Application 

Administrators

Check and approve 

documents.

Upload NCPR 

certificates

!



Application Administrator: Process Flow
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Dashboard 
Overview

● Access the list of all 

submitted 

applications. 

● Filter applications 

to select ones to 

review. 

● Select an 

application to 

review. 

Application 
Review

● Review Application 

details.

● Send corrections 

notes to applicant if 

additional 

information is 

required. 

Login

● Enter your login 

credentials

● Access the 

Administrator 

Dashboard

Submit/decline 
applications

● If the application is 

complete and 

accurate, submit it 

to the reviewer 

with Admin notes, if 

any .

● If the application is 

incomplete or 

inaccurate, send 

correction notes to 

the Applicant. 

Documents 
uploaded

● Check for all 

uploaded required 

documents 

(certified ID and 

Form 30) then 

accept or decline 

the document.  Add 

correction 

comments for any 

document declines.

● Conduct NCPR 

checks and upload 

the Clearance 

certificate. 



After logging in to eCares
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On the Home Page Menu, you will 
find:

- Main Menu: Access various 
user roles.

To access Reg Application 
Administrator role:

1. Navigate to the Main Menu.
2. Click on "Not specified” 

below Roles to reveal a 
dropdown list.

3. Select Reg Application 
Administrator from the 
dropdown.



Applications-Administrator Landing Page
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As an Reg Application 
Administrator you are the first to 
review an application after the 
applicant has submitted. 

You  are able to:
● Add Corrections notes and 

view historic correction 
notes.

● Review the staff uploaded 
documents

● Do Staff NCPR validation and 
upload NCPR certificates

Select an application by clicking on 
the ‘REVIEW’ button next to the 
applicant to start reviewing the 
application (1).

Click on ‘HOME’ to return to the 
Main Menu(2).

1

2



Searching & Filtering Applications
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Search for a specific item in the table by 

typing the name of the item in the search 

box. (1)

For an advanced search, click on the "+"(2):

Criteria: Choose how the data should be 

found. Use the Match drop-down to choose if  

it must have exact match or "Do not" if it 

doesn't have to match exactly.

Search Field: Select the column or table 

heading you want to search against. Choose 

if your desired search should "begin with" or 

"contain" specific words, then type what you 

want to search for.

Click on "+" to add another search field.

Click on "-" to close the advanced search or 

remove an added search field.

Confirm your search selection and retrieve 

your desired filter by clicking on "UPDATE 

RESULTS".

1

2

5



Administrator Step 1/12 - Application 
Particulars

27

Review the details of the selected 
application.

Ensure all required applicant 
information is captured:

- Name
- Surname
- Position
- Contact Number
- Email
- Identification Type
- Identity Number

You can add a correction note at each 
step of the application if there's missing 
information.  

[Note: Add corrections, View 
corrections and Add admin notes are 
available at every step.]



Note on Add Corrections

Please note that “Add corrections” are not sent to applicants 

after every note is saved. 

Following the end of the review process and if “SUBMIT 

CORRECTIONS” is selected, applicants will receive an SMS 

notification to revisit their application. All captured corrections 

will be shown here.

28



Note on Admin Notes

Please note that Admin notes are NOT visible to applicants. 

Applicant will NOT receive a notification for notes submitted 

Admin notes for every page are internal PED notes that will be 

visible to the Administrator, Reviewer and Approver. 

29



Administrator Step 1 / 13 - Particulars of 
Application & Add corrections (cont)

30

1. After selecting “ADD CORRECTIONS” as 
per the previous step, a text box with 
space for notes to be captured will 
appear. 

2. Capture the note/reason for corrections. You can 
also add admin notes on the same page by clicking 
on ‘ADMIN NOTES’ and the section for admin 
notes should appeare.

3. When done click on ‘SAVE’ 

4. You will receive a notification that the review feedback 
has been successfully captured

5. Click on ‘NEXT’ to proceed to the next step

1 2

3
5



Administrator Step 1 / 13 - Particulars 
of Application & Admin notes (cont)

31

1. After selecting “Add admin note” as per the 
previous step, a text box with space for notes 
to be captured will appear. 

2. Capture the admin note/reason for
3. Click on ‘SAVE’ 

1
2

3



Administrator Step 1 / 13 - Particulars 
of Application & Admin Notes (cont)

32

You will receive a notification that the note has 
been successfully captured

1. You can click a button on the top right to review 
saved admin notes.

2. Click ‘OPEN’ to review the admin notes.
3. Click ‘ADD ADMIN NOTES’ to record notes for 

the page
4. Click on ‘NEXT’ to proceed to the next step

1

2

4 3



Administrator Step 2 / 13 – Review Staff

33

Review the staff list and 
ensure all staff details, 
including roles and 
qualifications, are captured.

You can add corrections at 
each step of the application if 
there's missing information or 
add admin notes relevant to 
each step. 

After completing the review, 
click 'NEXT’(1) .

1



Administrator Step 3 / 13 - Nature of 
Application

34

Review the information captured 
for the “Nature of the Application”

Note: The Name of Organisation is 
for Organisations who own and run 
multiple ECD programmes.  If that 
is not the case, the name will just 
be the same as the ECD 
Programme Name.

Note:  The Program Type is 
automatically calculated by the two 
questions before.

1

3

24



Administrator Step 4/13 - Address details

35

Review the information captured for 
the ECD programme address details. 

Note that the Education District and 
Ward are automatically applied based 
on the suburb/village selected.

1. If an error is noted, capture it by 
clicking on ‘ADD CORRECTIONS’

2. To review historic saved 
corrections click on “VIEW 
CORRECTIONS”

3. To leave a note for this page click 
on”ADD ADMIN NOTES”

4. If no error or once a corrections 
notes has been added, click 
‘NEXT’

3

1 24



Administrator Step 5 / 13 - Address and Contact 
Details for ECD Programme

36

Review the information captured for the 
ECD programmes Physical address and 
Contact details. 

Applicants are able to capture a street 
address (if available), alternatively, a point 
of interest and details of the point of 
interest can be captured. 

Note that Street Address and Postal 
Address are not mandatory if they do not 
have one.

13 2

3



Administrator Step 6/13 - Programme 
Details

37

Review the information captured for the 
ECD programme details; 

Days that the programme is offered in a 
week
Opening time 
Closing Time 
Maximum fee per child per month 

14

3

2



Administrator Step 7/13 -Details of 
Children Enrolled in the ECD Programme

38

Review the information captured 
for the Children enrolled in the 
programme.

Please note that we are not 
checking staff to child ratios at 
Bronze level.  This standard will be 
assessed during the site visit for 
silver.

All that is required at Bronze is that 
they declare how many children 
they currently have enrolled.

13 2

4



Administrator Step 8/13 - Health and Safety 
Self-Assessment 

39

Proceed to the Health and safety 
assessment for ECD Registration. 

No applicant information is captured in Step 
8 to 11. 

The applicant is simply confirming that 
they understand that they have to meet 
norms and standards and that they will be 
checked when a site visit happens

1



Administrator Step 9-11/13 - Health & 
Safety Self Assessment 

40

Continue to the Health and safety 
assessment for ECD Registration. 

No applicant information is captured in Step 
8 to 11. 

The applicant is simply confirming that 
they understand that they have to meet 
norms and standards and that they will be 
checked when a site visit happens.

Step 11 questions are used to inform what 
should be delivered in H&S packs.



Document Review Process: Step 12/13
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Form 30

● Ensure the form is fully 

completed with no missing 

sections.

● Confirm that the form is 

signed and dated.

● Verify the applicant’s or 

staff member’s details 

against the ID provided.

● If so – approve the 

document – otherwise 

decline and add correction 

notes.

NCPR Checks and 
clearance 
certificate

● When you have approved ID and 

Form 30 for a staff member.

● Enter each staff member’s ID in 

the NCPR system and download 

the certificate and upload for the 

staff member in eCares

Review Results:

● Cleared: Not listed; staff 

member is approved. Download 

the clearance certificate from 

NCPR and upload to the staff 

member's profile 

● Listed: Listed; staff member 

cannot work with children, and 

application will  be declined.  

Add admin notes for reviewer.

Certified ID copies

● Check the certification 

stamp to ensure it's 

visible and recent (within 

the last three months).

● Verify that the ID number 

matches the details 

provided in the 

application.

● Ensure the ID is clear and 

legible.

● If so – approve the 

document – otherwise 

decline and add 

correction notes.

Decline

● If the documents are not 

satisfactory :

● Mark the document as 

Declined.

Add Correction Notes 

detailing what is wrong 

with the document (e.g., 

"ID copy for XXX is not 

certified," "Form 30 for 

XXX is incomplete," etc.).

● Ensure your notes are 

clear and provide guidance 

on what the applicant 

needs to correct and for 

which staff member.

Approval

● If the documents 

are satisfactory:

Mark the document as 

"Approved" and proceed 

to the next one.

● Continue the 

review process 

until all documents 

have been checked 

and approved. .



Administrator Step 12 / 13 – Review Staff 
Documents

42

Select “VIEW” (1)  on Staff 
Member to review staff 
documents and upload 
Clearance certificate.

Remember to complete the 
next steps for EVERY staff 
member1



Administrator Step 12 / 13 – Review 
Staff Documents (Cont) 

43

The system will show documents 
uploaded for the selected Staff 
member. 

Each staff member should have an 
ID and Form 30.

If any of these is missing add 
corrections 

On Staff document table, click on 
‘VIEW’ to see the documents 
uploaded. 



Administrator Step 12 / 13 – Review Staff 
Documents (Cont)

44

Please note - applications should include: 
- A certified copy of the staff member 

ID
- Form 30 for each staff member and 

applicant. 

1. Confirm this information is available 
by clicking on “OPEN”(1) next to a 
document uploaded. Check that it 
matches the details they captured – ID 
Number and Name.

2. Once satisfied with the documentation 

- select “APPROVE” (2) 

3. If not happy with the document select 

“DECLINE”(3).  Make sure to add 

correction notes after closing.

4. Select CANCEL(4) to stop looking at 

this document and go to the next one.

5. After viewing all the documents for 

this staff member select CLOSE 

DOCUMENTS(5) to go to the staff list

1

2 3 4

5



Administrator Step 12 / 13 – Review Staff 
Documents(Cont)

45

After approving the Staff ID and 

Form 30 document you will receive 

the notification that the document 

is approved.

Navigate to the Validate staff 

hyperlink in order to access the 

National Child Protection Register 

(NCPR) online site if you are an 

authorised user.   

If users are not an authorised user, 

users will need to request an 

authorised user to check the staff 

member for them and provide the 

clearance certificate



Administrator Step 12 / 13 - Review Staff 

Documents (Cont)

46

You will be directed to the 
DSD Child Protection Register 
site, and access the site using 
their login credentials. 

From here, you will be able to 
download the clearance 
certificate for the selected 
staff member, using their ID 
number as has been provided.



Administrator Step 12 / 13 - Review Staff 
Documents (Cont)

47

Without approval of the Certified ID and 
Form 30 users do not have consent to check 
for the clearance certificate.

Only Administrators and Reviewers can 
upload the Clearance certificate. The 
Administrator uploads first, and the 
Reviewer approves it. If the Administrator 
did not upload the certificate, the Reviewer 
can upload it and approve it at the same 
time.

To upload the clearance certificate for the 
selected staff member:

● Click on the paper clip image (1)
● Selecting a file from your device
● Or try Dragging and dropping a file

Once the document has been uploaded, 
select ‘SAVE CLEARANCE CERTIFICATE’.(2)

1

2



Note on Document Review

By the time an Application Administrator has 
reviewed an application to the point that it is 
ready to submit for review:

every staff member should have

• an ID in Approved Status

• a Form 30 in Approved Status

• an NCPR certificate in awaiting review status

If this is not the case you should:

• Submit corrections at the end of the review 
to request missing documents

• Or complete the outstanding NCPR checks

48



Administrator Step 13/13 – ECD Photo & 
Final Decision

49

View the uploaded photo

1. You are also able to upload the Self Assessment photo on 
behalf of the Applicant by clicking on on ‘Upload Photo’ then 
after uploading click on ‘SAVE’ (1)

Please note that Photos of the ECD are NOT 
mandatory – do not request one if not submitted or 
unclear.

This is the end of your review and you now have two 
choices: 

2) Click on "SEND CORRECTIONS" to return the Application to 
the applicant for viewing your saved correction notes and 
resolving corrections. Applicant will receive an SMS to review 
the application.

OR

3) Click on "SUBMIT FOR REVIEW" to say you are happy with 
the application and it is ready for the APPLICATION 
REVIEWER to review. After submission, the system will take 
you to the Main Menu with the application list and this 
application will be waiting in the landing page of the 
APPLICATION REVIEWER ROLE

1 2 53



Administrator – Send Corrections

50

This is the SMS the applicant receives when you 
complete reviewing an application and hit SEND 
CORRECTIONS. When they log in to eCares, the 
application status will be "Incomplete."

If the application is submitted for review, as an 
Administrator, you will no longer see that application 
on your list to review as it will now be sent to the Reg 
Application Reviewer for a second review.



Registration Application Reviewer
Role & Review Process

The individuals who will do the second review of applications and provide the Social 
Workers Report and Recommendation. 

This manual covers how to access and view applications for review, capture notes, 
approve and reject documents, check and approve or reject the uploaded Clearance 

Certificates for each staff member and make recommendation decisions per application.

51



What is the role of application reviewers?
Check all form details completed correctly

Check ID and Form 30 have been approved

Check NCPR certificate has been uploaded –
• Check it – if it says clear – approve the document
• If it says not clear/listed – reject the document (and recommend 

rejection of registration)

Generate a Social Work report recommending approval – or rejection if 
staff have been found to be on the NCPR

Key point:
Application 

Reviewers

Approve or reject 

NCPR certificates.

Recommend approval 

OR

Recommend rejection 

if staff fail NCPR 

check.

!



Application Reviewer: Process Flow
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Dashboard 
Overview

● Access the list of all 

applications sent for 

review by the 

administrators. 

● Filter applications to 

select one to review. 

● Select an application 

to review. 

Application 
Review

● Review Application 

details.

● Send correction notes 

to applicant, if 

additional information 

is required. 

Login

● Enter your login 

credentials

● Access the Reviewer 

Dashboard

Submit/decline 
applications

● If the application is 

complete and 

accurate, forward it to 

the approver with the 

Social Worker Report 

and admin notes, if 

any.

● If the application is 

incomplete and 

inaccurate, send 

correction notes to 

the Applicant. 

Documents 
uploaded

● Check that all 

uploaded required 

documents (certified 

ID and Form 30) have 

been approved for all 

staff.

● Check that a NCPR 

certificate has been 

uploaded for all staff.

● View and  approve  

the Clearance 

certificate OR

● Reject the certificate 

and recommend 

rejection of the 

application.



Reviewer – after logging in to eCares
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On the Home Page Menu, you will find:

- Main Menu: Access various user roles.

To access your Reviewer role:

1. Navigate to the Main Menu.
2. Click on "Not specified” below Roles to reveal 

a dropdown list.
3. Select your appropriate role from the 

dropdown.

Reg Application Reviewers are responsible for 

the second-round document approval by a DBE 

user. If Reviewers approve, the application is 

forwarded to the Reg Application Approver for 

final approval and certificate generation.



Reviewer - Landing Page

55

As a Reg Application Reviewer you 
are second to review applications 
after the applicant has submitted. 

You  are able to:
● Add correction notes
● Add and view Admin notes
● Review the uploaded staff 

documents
● Do Staff NCPR validation
● Upload/approve Clearance 

certificates
● Submit Social work report
● Recommend Application for 

approval or rejection.



Searching & Filtering Applications

56

Search for a specific item in the table by 

typing the name of the item in the search 

box. (1)

For an advanced search, click on the "+"(2):

Criteria: Choose how the data should be 

found. Use the Match drop-down to choose if  

it must have exact match or "Do not" if it 

doesn't have to match exactly.

Search Field: Select the column or table 

heading you want to search against. Choose 

if your desired search should "begin with" or 

"contain" specific words, then type what you 

want to search for.

Click on "+" to add another search field.

Click on "-" to close the advanced search or 

remove an added search field.

Confirm your search selection and retrieve 

your desired filter by clicking on "UPDATE 

RESULTS".

1

2

5



Reviewer - Landing Page

57

As an Reg Application Administrator 

you are the second to review 

application after the Reg application 

Administrator has submitted. 

Select an application by clicking on 

the ‘REVIEW’ button next to the 

applicant to start reviewing the 

application (1).

Click on ‘HOME’ to return to the 

Main Menu (2).

1

2



Reviewer Step 1/12 - Application Particulars
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Review the information captured for the 
“Nature of the Application”

1. If an error is noted, capture it by clicking on 
"ADD CORRECTIONS."

2. To capture notes related to this step, click on 
"ADD ADMIN NOTES."

3. To review previously saved corrections, click 
on "VIEW CORRECTIONS."

4. To return to the main menu, click on 
"CANCEL."

5. To go back to the previous step, click on 
"BACK."

6. After reviewing, if there are no errors or once 
any corrections or notes have been added, 
click "NEXT."

[Note: Add corrections, View corrections and Add 
admin notes are available at every step.]

1 2

3
4

5 6



Note on Add Corrections

Please note that “Add corrections” are not sent to applicants 

after every note is saved. 

Following the end of the review process and if “SUBMIT 

CORRECTIONS” is selected in the last step, applicants will receive 

an SMS notification to revisit their application. All captured 

corrections will be shown here.

59



Note on Admin Notes

Please note that Admin notes are NOT visible to applicants. 

Applicants will NOT receive a notification for notes submitted 

Admin notes for every page are internal PED notes that will be 

visible to the Administrator, Reviewer and Approver. 

60



Reviewer Step 1 / 13 - Particulars of 
Application & Add corrections (cont)

61

1. After selecting “ADD CORRECTIONS” as 
per the previous step, a text box with 
space for notes to be captured will 
appear. 

2. Capture the note/reason for corrections. You can 
also add admin notes on the same page by clicking 
on ‘ADMIN NOTES’ and the section for admin 
notes should appeare.

3. When done click on ‘SAVE’ 

4. You will receive a notification that the review feedback 
has been successfully captured

5. Click on ‘NEXT’ to proceed to the next step

1 2

3
5



Reviewer Step 1 / 13 - Particulars of 
Application & Admin notes (cont)

62

1. After selecting “Add admin note” as per the 
previous step, a text box with space for notes 
to be captured will appear. 

2. Capture the admin note/reason for
3. Click on ‘SAVE’ 

1
2

3



Reviewer Step 1 / 13 - Particulars of 
Application & Admin Notes (cont)

63

You will receive a notification that the note has 
been successfully captured

1. You can on the top right to review saved admin 
notes.

2. Click ‘OPEN’ to review the admin notes.
3. Click ‘ADD ADMIN NOTES’ Tto record notes for 

the page
4. Click on ‘NEXT’ to proceed to the next step

1

2

4 3



Reviewer Step 2 / 13 – Review Staff Details
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Review the staff list and 
ensure all staff details, 
including roles and 
qualifications, are captured.

You can add corrections at 
each step of the application if 
there's missing information or 
add admin notes relevant to 
each step. 

After completing the review, 
click 'NEXT’ (1).

1



Reviewer Step 3 / 13 - Nature of 
Application

65

Review the information captured 
for the “Nature of the Application”

Note: The Name of Organisation is 
for Organisations who own and run 
multiple ECD programmes.  If that 
is not the case, the name will just 
be the same as the ECD 
Programme Name.

Note:  The Program Type is 
automatically calculated by the two 
questions before.

1

3

24



Reviewer Step 4/13 - Address details

66

Review the information captured for 
the ECD programme address details. 

Note that the Education District and 
Ward are automatically applied based 
on the suburb/village selected.

In Step 4/13, as a Reviewer or 
Approver, you are able to Over-ride  
and update the applicant's Education 
District and Ward ID if you feel they 
have been incorrectly allocated.

1. If an error is noted, capture it by 
clicking on ‘ADD CORRECTIONS’

2. To review historic saved 
corrections click on “VIEW 
CORRECTIONS”

3. To leave a note for this page click 
on”ADD ADMIN NOTES”

4. If no error or once a corrections 
notes has been added, click 
‘NEXT’

31

2

4



Reviewer Step 5 / 13 - Address and Contact 
Details for ECD Programme

67

Review the information captured for the 
ECD programmes Physical address and 
Contact details. 

Applicants are able to capture a street 
address (if available), alternatively, a point 
of interest and details of the point of 
interest can be captured. 

Note that Street Address and Postal 
Address are not mandatory if they do not 
have one.

13 2

3



Reviewer Step 6/13 - Programme Details

68

Review the information captured for the 
ECD programme details; 

Days that the programme is offered in a 
week
Opening time 
Closing Time 
Maximum fee per child per month 

14

3

2



Reviewer Step 7/13 -Details of 
Children Enrolled in the ECD Programme

69

Review the information captured 
for the Children enrolled in the 
programme.

Please note that we are not 
checking staff to child ratios at 
Bronze level.  This standard will be 
assessed during the site visit for 
silver.

All that is required at Bronze is that 
they declare how many children 
they currently have enrolled.

13 2

4



Reviewer Step 8/13 - Health and Safety 
Self-Assessment 

70

Proceed to the Health and safety 
assessment for ECD Registration. 

No applicant information is captured in Step 
8 to 11. 

The applicant is simply confirming that 
they understand that they have to meet 
norms and standards and that they will be 
checked when a site visit happens

1



Reviewer Step 9-11/13 - Health & Safety 
Self Assessment 

71

Continue to the Health and safety 
assessment for ECD Registration. 

No applicant information is captured in Step 
8 to 11. 

The applicant is simply confirming that 
they understand that they have to meet 
norms and standards and that they will be 
checked when a site visit happens.

Step 11 questions are used to inform what 
should be delivered in H&S packs.



Document Review Process: Step 12/13

72

Form 30

● Check that the 

administrator has 

reviewed and approved 

each document.

● If not – the reviewer is 

also able to do so.

● Ensure the form is fully 

completed with no 

missing sections.

● Confirm that the form is 

signed and dated 

appropriately.

● Verify the applicant’s or 

staff member’s details 

against the ID provided.

● If so – approve the 

document – otherwise 

decline and add 

correction notes.

NCPR Checks and 
clearance 
certificate

● View the uploaded 

clearance certificates that 

the administrator 

uploaded.   (IF they did 

not, the reviewer is also 

able to)

Review Results:

● Cleared: Not listed; staff 

member is approved.  

APPROVE the uploaded 

certificate

● Listed: Listed; staff 

member cannot work with 

children, and application 

will  be declined REJECT 

the certificate and 

recommend the 

application for rejection

Certified ID copies

● Check that the 

administrator has 

reviewed and approved 

each document.

● If not – the reviewer is 

also able to do so.

● Ensure the ID is clear and 

legible.

● If so – approve the 

document – otherwise 

decline and add 

correction notes.

Decline

● If the documents are not 

satisfactory:

Mark the document as 

DECLINED

Add Correction Notes 

detailing what is wrong 

with the document (e.g., 

"ID copy for XXX is not 

certified," "Form 30 for 

XXX is incomplete," etc.).

● Ensure your notes are clear 

and provide guidance on 

what the applicant needs 

to correct and for which 

staff member.

Approval

● If the documents 

are satisfactory:

Mark the document as 

"Approved" and proceed 

to the next one.

● Continue the 

review process 

until all documents 

have been checked 

and approved. .



Reviewer Step 12 / 13 – Review Uploaded 
Staff Documents

73

Select “VIEW” (1)  on Staff 
Member to review staff 
documents and uploaded 
Clearance certificate.

Remember to complete the 
next steps for EVERY staff 
member1



Reviewer Step 12 / 13 - Review Staff 
Documents (Cont)

74

On the Staff document 
table, click on ‘VIEW’ to 
access uploaded 
documents for the selected 
Staff member.

If the Reg Application 
Admin has uploaded the 
staff clearance; your action 
will be to review and 
approve it or to reject it if it 
shows that the staff 
member is listed on the 
Child Protection Register

This is the most critical part 
of the Bronze Review 
process.  Staff listed on the 
NCPR should have their 
clearance certificate 
upload rejected and a 
recommendation for 
rejection as the last step



Reviewer Step 12 / 13 - Review Staff 
Documents (Cont)

75

Please note - applications should include: 
- A certified copy of the staff member ID
- Form 30 for each staff member and 

applicant. 
- NCPR clearance certificate

1. Confirm this information is available by 
clicking on “OPEN”(1) next to a document 
uploaded.

2. Once satisfied with the documentation -

select the “APPROVE” (2) 

3. If not happy with the document or it shows 

NCPR listing select “DECLINE”(3).  Make sure 

to add correction notes after closing.

4. Select CANCEL(4) to stop looking at this 

document and go to the next one.

5. After viewing all the documents for this staff 

member select CLOSE DOCUMENTS(5) to go 

to the staff list

1

2 3 4

5



Reviewer Step 12 / 13 – Review Staff 
Documents(Cont)

76

If the administrator has NOT 

uploaded an NCPR certificate – the 

reviewer can still do so.

Navigate to the Validate staff 

hyperlink in order to access the 

National Child Protection Register 

(NCPR) online site if you are an 

authorised user.   

If users are not an authorised user, 

users will need to request an 

authorised user to check the staff 

member for them and provide the 

clearance certificate



Reviewer Step 12 / 13 - Review Staff 

Documents (Cont)

77

You will be directed to the 
DSD Child Protection Register 
site, and access the site using 
their login credentials. 

From here, you will be able to 
download the clearance 
certificate for the selected 
staff member, using their ID 
number as has been provided.



Reviewer Step 12 / 13 - Review Staff 
Documents (Cont)

78

Without approval of the Certified ID and 
Form 30 users do not have consent to check 
for the clearance certificate.

Only Administrators and Reviewers can 
upload the Clearance certificate. The 
Administrator uploads first, and the 
Reviewer approves it. If the Administrator 
did not upload the certificate, the Reviewer 
can upload it.

To upload the clearance certificate for the 
selected staff member:

● Click on the paper clip image (1)
● Selecting a file from your device
● Or try Dragging and dropping a file

Once the document has been uploaded, 
select ‘SAVE CLEARANCE CERTIFICATE’.(2)

Then VIEW the certificate and APPROVE it to 
show the staff member is clear.  
If they are not clear DECLINE the certificate 
and recommended rejection in Step 13

1

2



Note on Document Review

By the time an Reviewer has reviewed an application to the point that it is ready to submit for 
approval:

every staff member should have

• an ID in Approved Status

• a Form 30 in Approved Status

• an NCPR certificate in approved or rejected status

If this is not the case you should:

• Submit corrections at the end of the review to request missing documents

• Or complete the outstanding NCPR checks

79



Reviewer Step 13/13 – ECD Photo

80

1. View the uploaded photo

Please note that Photos of the ECD are NOT mandatory – do 
not request one if not submitted or not viewable.

2. Click on NEXT to go to the final review step

1

2



Reviewer - Social Worker Report 

81

This is the end of your review 
and you now have two choices: 

1) Click on "SEND CORRECTIONS" to return 
the Application to the applicant for 
viewing your saved correction notes and 
resolving corrections. Applicant will 
receive an SMS to review the application. 
NOTE – this does not reject the 
registration and should not be used 
where staff are listed on the NCPR

OR

2) Complete the Social Worker Report and 
click "SUBMIT RECOMMENDATION" to 
say the application is complete and ready 
for a final decision.

To Submit the SW report you must:
3. Choose your recommendation

Bronze – if all staff are clear on the NCPR
Rejected – only if staff are found listed on the 
NCPR.
Check the boxes to confirm you have received all 
documents required and add a comment before 
submitting your recommendation

1 2

3



Reviewer - Social Worker Report 

82

After the reviewer has pressed 
SUBMIT RECOMMENDATION, a 
Social Workers Report will be 
visible to the approver when 
they look at the application.

The report will show the 
recommendation as well as how 
many staff had NCPR certificates 
approved vs rejected.



Reviewer – Send Corrections

83

This is the SMS the applicant receives when you 
complete reviewing an application and hit SEND 
CORRECTIONS. When they log in to eCares, the 
application status will be "Incomplete."



Registration Application Approver
Role & Review Process

The individuals who will do the final review of applications and approve or reject the 
application officially. 

This manual covers how to access and view applications for review, capture notes, 
check the uploaded Clearance Certificates for each staff member, view the Social 

Worker Report and make the final decision per application.

84



What is the role of application approvers?

Do a final check of the application details

Check ID;Form 30 and NCPR certificates have been approved by 
reviewers for all staff

View the Social Worker report with the recommendation.

Make a final decision to approve or reject registration for the ECD.  

Key point:
Application 

Reviewers

Approve or reject 

registration 

applications.

Approve if all staff 

pass NCPR checks

OR

Reject if any staff fail 

NCPR check.

!



Approver: Process Flow

86

Dashboard 
Overview

● Access the list of 

all reviewed 

applications. 

● Filter applications. 

● Select an 

application to 

review. 

Application 
Review

● Review 

Application 

details.

● Send correction 

notes to applicant, 

if additional 

information is 

required. 

Login

● Enter your login 

credentials

● Access the 

Approver 

Dashboard

Approve/reject 
applications (or request 

corrections)

● If the application is complete 

and accurate, and NO staff 

have been flagged as on the 

NCPR - application should be 

approved and a New Bronze 

certificate is generated.

● If any staff are found on the 

NCPR the application should 

be REJECTED.

● If the application still needs 

corrections that were 

missed, approver sends 

correction notes to the 

Applicant. 

Documents 
uploaded

● Check for all 

approved required 

documents 

(certified ID, 

clearance 

certificate and 

Form 30).

● View Social Worker 

Report and 

Recommendation.



When is an application review 
complete?

87

All correction 
notes have 

been 
addressed

● If any documents were 

initially declined due to 

issues such as incorrect 

information, missing 

signatures, or unclear 

images, the applicant has 

corrected these issues.

● The updated documents 

have been re-uploaded and 

reviewed again to ensure 

they now meet the required 

standards.

Application 
Information is 
Verified and 

Accurate

● The information 

provided in the 

application is 

consistent with the 

details in the 

uploaded 

documents.

● Any discrepancies 

between the 

application form and 

the documents have 

been resolved or 

noted.

All Mandatory Documents 
Are Uploaded and Reviewed

● Every required document 

(certified ID copies, Form 

30 and clearance 

certificate for each staff 

member  has been 

successfully uploaded by 

the applicant and 

reviewers.

● Each document has been 

thoroughly reviewed for 

accuracy, completeness, 

and clarity.

● Documents have been 

marked as "Approved" in 

the system.

Approval or 
Reject Decision is 

Made

● Based on the review of all 

documents and 

information, a final 

decision to approve or 

reject the application is 

made.

● If approved, the 

application is moved to 

the next stage, certificate 

generation.

● If declined, the applicant is 

notified with reasons.  

Follow ups should be 

made where there are 

staff on the NCPR.

Admin Notes 
Are Finalized

● Any admin notes required 

for internal 

communication or 

documentation purposes 

have been added.

● All internal notes are clear 

and provide a complete 

picture of the review 

process, ensuring that any 

future reviewers or 

auditors can understand 

the decisions made.



Approver - Landing Page after eCares 
login

88

On the Home Page Menu, you will find:

- Main Menu: Access various user roles.

To access your Approvers role:

1. Navigate to the Main Menu.
2. Click on "Not specified” below Roles to reveal a 

dropdown list.
3. Select your appropriate role from the 

dropdown.



Approver - Landing Page

89

This is the Approver landing page 

after logging in as a Reg Application 

Approver.

As a Reg Application Approver, you 

are able to:

● Conduct the final review, reject 

and approval of applications 

submitted by Reg Application 

Reviewers (1).

● Review Social Work report

● Generate Bronze Conditional 

Certificates (2).

● View reports of existing 

applications (3).

1

32



Searching & Filtering Applications

90

Search for a specific item in the table by 

typing the name of the item in the search 

box. (1)

For an advanced search, click on the "+"(2):

Criteria: Choose how the data should be 

found. Use the Match drop-down to choose if  

it must have exact match or "Do not" if it 

doesn't have to match exactly.

Search Field: Select the column or table 

heading you want to search against. Choose 

if your desired search should "begin with" or 

"contain" specific words, then type what you 

want to search for.

Click on "+" to add another search field.

Click on "-" to close the advanced search or 

remove an added search field.

Confirm your search selection and retrieve 

your desired filter by clicking on "UPDATE 

RESULTS".

1

2

5



Approver Step 1/12 - Application 
Particulars

91

Review the details of the selected 
application.

Ensure all required applicant information 
is captured

You can 
1. add a correction note to send to the 

applicant
2. and add admin notes at any step of 

the application for internal use.

Additionally: 
3. View Social Work Report, 
4. View corrections, 
5. View admin notes are available at 

every step if they were recorded.

In every step of the application review 
you can:
6. Go back to the previous step
7. Go to the next step
8. Cancel to stop reviewing

3

6 1 2
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Approver Step 2 / 13 - View Staff

92

Review the staff list and ensure all staff 
details, including roles and qualifications, are 
captured.

1. If an error is noted, capture it by clicking 
on "ADD CORRECTIONS."

2. To capture internal notes related to this 
step, click on "ADD ADMIN NOTES."

3. To view Social Work report click on “VIEW 
SOCIAL WORKER REPORT”

4. To review previously saved corrections, 
click on "VIEW CORRECTIONS."

5. To review previously saved admin notes, 
click on "VIEW ADMIN NOTES." This 
option appears only on steps where there 
are historic saved notes.

6. To return to the main menu, click on 
"CANCEL."

7. To go back to the previous step, click on 
"BACK."

8. After reviewing, if there are no errors or 
once any corrections or notes have been 
added, click "NEXT."

7 8
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Note on Add Corrections

Please note that “Add corrections” are not sent to applicants 

after every note is saved. 

Following the end of the review process and if “SUBMIT 

CORRECTIONS” is selected, applicants will receive an SMS 

notification to revisit their application. All captured corrections 

will be shown here.

93



Note on Admin Notes

Please note that Admin notes are NOT visible to applicants. 

Applicant will NOT receive a notification for notes submitted 

Admin notes for every page are internal PED notes that will be 

visible to the Administrator, Reviewer and Approver. 

94



Approver Step 3 / 13 - Nature of 
Application

95

Proceed to review every 
step following instructions 
explained in the previous 
steps. 

Note: The Name of 
Organisation is for 
Organisations who own and 
run multiple ECD 
programmes.  If that is not 
the case, the name will just 
be the same as the ECD 
Programme Name.

Note:  The Program Type is 
automatically calculated by 
the two questions before.



Approver Step 4/13 - Address details
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Follow the review steps as 
explained in the previous pages to 
review the application.

In Step 4/13, as a Approver, you 
are able to review and override 
the applicant's Ward ID if you 
have evidence the wrong ward 
has been selected.



Approver Step 5 / 13 - Address and Contact 
Details for ECD Programme

97

Review the information captured for the 
ECD programmes Physical address and 
Contact details. 

Applicants are able to capture a street 
address (if available), alternatively, a point 
of interest and details of the point of 
interest can be captured. 

Note that Street Address and Postal 
Address are not mandatory if they do not 
have one.

13 2
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Approver Step 6/13 - Programme Details

98

Review the information captured for the 
ECD programme details; 

Days that the programme is offered in a 
week
Opening time 
Closing Time 
Maximum fee per child per month 

14

3

2



Approver Step 7/13 -Details of 
Children Enrolled in the ECD Programme

99

Review the information captured 
for the Children enrolled in the 
programme.

Please note that we are not 
checking staff to child ratios at 
Bronze level.  This standard will be 
assessed during the site visit for 
silver.

All that is required at Bronze is that 
they declare how many children 
they currently have enrolled.

13 2

4



Approver Step 8/13 - Health and Safety 
Self-Assessment 

100

Proceed to the Health and safety 
assessment for ECD Registration. 

No applicant information is captured in Step 
8 to 11. 

The applicant is simply confirming that 
they understand that they have to meet 
norms and standards and that they will be 
checked when a site visit happens

1



Approver Step 9-11/13 - Health & Safety 
Self Assessment 

101

Continue to the Health and safety 
assessment for ECD Registration. 

No applicant information is captured in Step 
8 to 11. 

The applicant is simply confirming that 
they understand that they have to meet 
norms and standards and that they will be 
checked when a site visit happens.

Step 11 questions are used to inform what 
should be delivered in H&S packs.



Approver Step 12 / 13 - Review Staff 
Documents

102

Select “VIEW” on Staff 
Member to select a staff 
member whose documents 
you would like to review.



Approver Step 12 / 13 - Review Staff 
Documents

103

In this step, as a Reg Application 
Approver, you are able to view 
documents uploaded by Applicants, 
Administrators, and Reviewers.

To review the document, click on “VIEW” 
next to a  particular document for the 
staff member to view the documents 
uploaded and the clearance certificate.



Approver Step 12 / 13 - Review Staff 
Documents (Cont)

104

Please note - applications should include: 
- A certified copy of the staff member ID
- Form 30 for each staff member and 

applicant. 
- Clearance Certificate for each staff 

member.

Confirm this information is available by clicking 
on “OPEN”[1] next to a document uploaded.

CANCEL[2] closes the document you have open.

If the Staff Clearance Certificate has been 
Declined this should mean that the staff member 
was listed on the NCPR and shouldn’t be working 
with children.  You can check this on the 
certificate uploaded.

In this case the application should be rejected in 
the final step.

If there are still issues with documents that the 
reviewers did not pick up you are able to ADD 
CORRECTIONS[3] and choose to send corrections 
at the end of the review rather than 
approve/decline.

CLOSE DOCUMENTS[4] takes you back to the 
staff list.

1

2

34



Approver Step 12 / 13 - Review Staff 
Documents (Cont)

105

After clicking on “CLOSE 

DOCUMENTS” the system will take 

you to the Staff list  in order to review 

documents for other staff members. 

Click on “VIEW” to start the process 

of reviewing the next Staff member.  

If an error is noted, Capture 

corrections notes by clicking on ‘ADD 

CORRECTIONS

When all staff have been checked and 
no issues detected or once correction 
notes have been added for issues, 
click “NEXT” to continue to the next 
step.



Note on Document Review

By the time an Reviewer has reviewed an application to the point that it is ready to submit for approval:

every staff member should have

• an ID in Approved Status

• a Form 30 in Approved Status

• an NCPR certificate in approved or rejected status

If this is not the case you should:

• Add Admin Notes to tell the Reviewer that they did not complete the document review

• Go to the last step and select SEND TO REVIEWER to return the application to the reviewer to 
complete the document check

106



Approver - Social Worker Report 

107

This is an example of a Social 
report after clicking on Social Work 
Report on each step of the page on 
the top right. 

It contains 

The ECD program details

Completeness of the application-
Confirmation by the Reviewer that   
Staff ID and Form 30 for all Staff 
members have been checked.

Suitability of Application and 
staff- based on the number of 
NCPR certificates that were 
approved, how many staff were 
cleared on the NCPR or not. 

Compliance with norms and 
Standards - Confirmation of norms 
and standards.

Recommendation-
Recommendation of the 
application by the Reviewer with 
comments for recommendations. 



Approver Step 13/13 – Final Decision

108

In this final step of the review the Approver is making the final decision to 
approve or reject the application.   If not ready to make this decision there 
are options to send corrections to the applicant or return to a reviewer for 
NCPR certificate issues.

1. REJECT APPLICATION – the only reason at Bronze level for rejecting 
registration is if a staff member has been found on the NCPR (not fit to 
work with children) or another very big risk that the Approver has been 
made aware of.  The applicant will receive an official rejection notice 
(see next pages).

2. APPROVE APPLICATION – if the application is complete and all staff are 
clear on the NCPR then the application should be approved for Bronze.  
A certificate will be generated.

3. SEND CORRECTIONS – if the approver found issues in the documents 
that were missed by the reviewers and the applicant needs to correct.

4. SEND TO REVIEWER – if the reviewer did not upload NCPR certificates 
and/or approve them, add ADMIN NOTES[5] and send back to reviewer 
to complete. 

1 23 4 5



Approval Notification to the 
applicant

109

After the final decision; the applicant will get a 
notification.

1. Approval message– tells the applicant they have 
been registered with a Bronze Conditional 
Certificate and gives them a reference number.  
This is the same number you will see in your list 
of approved applications.



Rejection Notification to the applicant

110

This is an example of a 
Application Rejection report after 
clicking of “APPLICATION 
REJECTION”. The rejection note 
will be available on each step if 
the application that was rejected.

The document has the ECD 
program details and reason for 
rejection, details of the person 
who rejected the application and 
date the application was rejected.



Approver Generate Certificate

111

After approving the application, 

you can generate the certificate for 

approved applications.

On the top right of the Approver 

Landing page, click on ‘GENERATE 

CERTIFICATE’(1) and follow the 

steps explained in the Section 6 on 

how to generate the certificate.  

You also have access to view the 

reports. The report provides a 

view-only list of all applications 

initiated, with snapshot details of 

each application, such as the status 

of the application. To access the 

Applications report, navigate to the 

top right and click on "VIEW 

REPORTS"(2).

1 2



Approver Generate Certificate

112

Once in the list of approved applications you can sort 

by the Last Updated Date or search by ECD Name to 

find the certificate you want to print.

Click on GENERATE CERTIFICATE[1]

An email will be sent to you with the certificate 
attached.

If you are having issues receiving emails

1. Check your email address in the blue box above[2] 
– if it is not correct contact the WhatsApp support 
line to correct your user details.

2. Check your Spam or Junk folder.

3. Ask your IT department to make sure that your 
Provincial server is not blocking emails from 
Mezzanine.

4. If none of these options work contact the 
WhatsApp support line to give you Reporting access 
and see the Reporting section for an alternate option.

1

2



Reg Application Certificate Generator

This section covers how to view approved applications and how to generate 
Bronze registration certificate.

113



114

A Certificate Generator can:

• Generate certificates for all approved ECDs and access reports on application status
(approved, rejected, review/approval in progress) and the registration status.

• Add a search criterion on the list of applications to specify the desired field.

• Download reports (csv file).



Certificate Generator: Process Flow
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Dashboard 
Overview

● Access the 

certificates and 

reports of all 

submitted 

applications. 

● Open to generate a 

certificate or view 

or download a 

report with the 

application status.

Certificate Generation

● Click on the certificate 

you wish to generate and 

it will be downloaded to 

your PC for printing. 

Login

● Enter your login 

credentials

● Access the 

Certificate 

generator 

Dashboard

Report viewing

● Open the report to see all 

applications and their registration 

status, 

● Download the report in Excel 

(csv) for analysis. 



Reg Application Certificate Generator-
Landing Page 

116

As a Reg Application Certificate 
Generator, you can:

● Access a list of all approved 
bronze certificate applications. 
These applications have 
undergone the Reviewer and 
Approver processes.

● View a report of all initiated 
applications.

To access the Reg Application Certificate 
Generator role after logging in:

1. Navigate to the Main Menu.
2. Click on "Not specified" below 

Roles to reveal a dropdown list.
3. Select "Reg Application Certificate 

Generator" from the dropdown.



Reg Application Certificate Generator-
Generate Certificate

117

To retrieve the certificate, navigate 
to "Generate Certificate" and click 
on "OPEN."



Reg Application Certificate Generator-
Generate Certificate

118

Once in the list of approved applications you can sort 

by the Last Updated Date or search by ECD Name to 

find the certificate you want to print.

Click on GENERATE CERTIFICATE[1]

You will receive a notification at the top right 
confirming that the certificate has been sent to your 
email address.

An email will be sent to you with the certificate 
attached.

If you are having issues receiving emails

1. Check your email address in the blue box above[2] 
– if it is not correct contact the WhatsApp support 
line to correct your user details.

2. Check your Spam or Junk folder.

3. Ask your IT department to make sure that your 
Provincial server is not blocking emails from 
Mezzanine.

4. If none of these options work contact the 
WhatsApp support line to give you Reporting access 
and see the Reporting section for an alternate option.

1

2



Reg Application Certificate Generator-
Generate Certificate
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Here is an example of an email 
received with the certificate 
attached.



Reg Application Certificate 
Generator- Generate Certificate
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Here is an example of a Bronze Conditional 
registration certificate which is a combination of 
the prescribed Form 12 and Form 17.

The conditions on the Bronze Certificate relate to three 

important areas:

• The minimum floor space that must be provided for each 

child.

• Compliance with the relevant norms and standards.

• Submission of all remaining documents for a full 

application within one year.



Reg Application Report Viewer

This section covers how people with the Report Viewer role can view the 
status of all applications in their area.
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A Report Viewer can:

• View reports on application status (approved, rejected, review/approval in progress) and
the registration status.

• Add a search criterion on the list of applications to specify the desired field.

• Download reports (csv file).



Report Viewer: Process Flow
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Dashboard 
Overview

● Access the report of 

all submitted 

applications. 

Login

● Enter your login 

credentials

● Access the Report 

generator 

Dashboard

Report viewing

● Open the report to see all 

applications and their registration 

status, 

● Download the report in Excel 

(csv) for analysis. 



Reg Application Report Viewer Landing Page 
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As a Reg Application Report Viewer, you 
can:

● View a report of all the initiatied
applications in your areas with 
their current status

● Filter and sort these reports

To access the Reg Application Report 
Viewer role after logging in:

1. Navigate to the Main Menu.
2. Click on "Not specified" below 

Roles to reveal a dropdown list.
3. Select "Reg Application Report 

Viewer" from the dropdown.
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Report Viewer - Landing Page

This is the Report Viewer  landing 

page where you will see all 

applications relating to your area 

(based on your user setup):

Use this view to check the current 

status of any submitted application.

You can:

1. Search – by reference number or 

ECD Name or Name and 

Surname or Phone Number

2. Filter – (see next slide) for 

applications in a particular status 

or in a particular area.

1 2



Searching & Filtering Applications
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Search for a specific item in the table by 

typing the name of the item in the search 

box. (1)

For an advanced search/filtering, click on 

the "+"(2):

Criteria: Choose how the data should be 

found. Use the Match drop-down to choose if  

it must have exact match or "Do not" if it 

doesn't have to match exactly.

Search Field: Select the column or table 

heading you want to search against. Choose 

if your desired search should "begin with" or 

"contain" specific words, then type what you 

want to search for.

Click on "+" to add another search field.

Click on "-" to close the advanced search or 

remove an added search field.

Confirm your search selection and retrieve 

your desired filter by clicking on "UPDATE 

RESULTS".  In this example we have filtered 

for all approved applications.

1 2



Bronze Registration Dashboards

This section covers the dashboards that are available to Provincial Directors 
and District Supervisors.

Please contact Malaudzi.A@dbe.gov.za if you would like support in 
understanding your dashboards.
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Province Dashboard
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The Provincial Dashboard shows a 

summary at the top with complete 

applications and approved applications for 

the Province.

It also shows a breakdown by Education 

District.

Where Education District is Null is where 

incomplete applications don’t have 

address details yet to locate them in a 

District.

This dashboard helps the Provincial 

Director to track how each District is 

progressing towards ECD Registration Drive 

targets.



District Dashboard
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The District Dashboard shows how many 

applications are in each stage of review –

cascading down to the final bar which 

shows the number of approved in green 

and the number rejected in red.

In the bottom section it shows which 

users have completed reviews and which 

are in progress.

This dashboard helps District Supervisor to 

track how many applications are waiting in 

each review step and to plan workload for 

the week.



Support

User Support Contacts and Support levels
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Bana Pele Application Support 
Post training
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1. Query Submission: 
District officials submit 

questions and concerns 
to their respective 

District Supervisors.

2. Consolidation and 
Escalation: 

District Supervisors 
compile and organise

queries from their 
teams, then forward 

consolidated inquiries to 
SMEs via the dedicated 

Support Channel

3. Resolution and 
Empowerment: 
SMEs provide 

comprehensive answers 
and solutions, equipping 
District Supervisors with 

the knowledge to address 
team concerns effectively.

District Supervisors

Please send your number to Portia 

You will be added to a WhatsApp group 



Requesting User Access on eCares
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To get access to eCares you will have to complete a user access form 
where you give your details and request specific role/s.

• Make sure your cellphone number provided can receive SMS as 
this is where your password will be sent.

• Select the right role/s

• Read the terms you are agreeing to around data protection and 
use.

• Get it approved and submit for setup.

Read the terms and conditions carefully – you are signing to say that 
you will act responsibly with the personal information that you have 
access to and will be liable if you sell it or share it where it is not 
needed for supporting ECDs or reporting.

You are also responsible for system security by never sharing your 
user details and password with anyone else or writing it down where 
someone could see it.



Live Instance Practice

Review 1 Application
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Post Training Survey

https://forms.gle/YSXkSTmAzyP4ZuCSA
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APPENDICES

The applicant and applicant support processes which are not completed by 
PEDs but are included for reference.
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