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1 Introduction to this Guide

Who this guide is for
This guide is provided for organisations who are:

. recognised by the Electrical Workers Registration Board (EWRB) as an employer of
electrical workers who are subject to rules of the EWRB, and

. assisting their employees to maintain their licence, ie:
0 keeping up with their competence programme

0 renewing their practising licences.

What this guide covers
This guide provides the steps for you, as an employer, to use the EWRB website portal for:

. Maintaining the list of your licensed electrical workers and employees in training, and
monitoring their registration status

. Monitoring the training an employee has completed as part of their competence
programme
° Helping your employees renew their licenses, by paying the fees for their practising

licence renewal application, when the employee has filed their own application and
elected that you, as their employer, pay the fee,

This guide also contains some guidance about the administrative tasks that relate directly to the
system tasks described here.

About this guide

This guide was created by the Occupational Licensing team within the Market Services group of the
Ministry of Business, Innovation & Employment (MBIE), and approved by the Registrar of Electrical
Workers.

For more details
If you need more details about the information in this guide, go to www.ewrb.govt.nz or call the
EWRB Service Centre on 0800 661 000
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2  Overview

The EWRB website portal makes it easier for electrical workers, employers and EWRB all to see
licensing information and each complete their part in the relicensing process correctly, quickly and
easily.

You can access the portal from the EWRB home page at www.ewrb.govt.nz

Roles within the portal system
The EWRB website portal presents each user with a range of menus and services specific to the role
they have logged in with.

The names of the system roles are:

. Licensed electrical worker (ie your employee)

. Employer licence holder

. Board-recognised employer of electrical workers

° Approved provider of tuition and assessments for Board examinations
. Approved competence programme provider

This guide provides details specifically for the ‘Board-recognised employer..." role. It also contains
supporting details about some closely related ‘licensed electrical worker’ (employee) functions.

Who can be a Board-recognised employer of electrical workers
You can only use the services on the EWRB website portal that are described in this guide once the
EWRB has registered your organisation with this role, for relicensing purposes.

The services on the EWRB website portal for employers are designed for organisations that employ a
significant number of electrical workers. However, it is available for organisations with any number
of employees.

Becoming a Board-recognised employer
An organisation who wants the EWRB to recognise it as an employer should call the EWRB Service
Centre on 0800 661 000, and provide the following information:

° Company name

. Trading name (if different)

. Contact details for a nominated person with the organisation (usually an administrator):
O Name
0 Telephone number
O Email address

. Website address (if applicable)

. Postal address

. Physical address

EWRB processes the request, sets up the organisation within the system, then provides an activation
code and access instructions to the nominated person. You will use this to create the organisation’s
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RealMe login.

RealMe identities for each role

The EWRB portal requires one RealMe login for each role, even if they relate to the same
organisation. For example, if your organisation is both an approved competence programme
provider and a Board-recognised employer of electrical workers, you need one RealMe login for each
of these roles.

Functions within the portal
The portal provides employers with access to the following online services. (Each service is detailed
in the later sections of this guide.)

Service/function Description

Login Access the EWRB website portal using your web browser, and the
RealMe login identity for your organisation.

When you log in for the first time, you set up your RealMe login
identity, as provided by EWRB.

Employer functions

Organisation Profile View the details held about your organisation as an employer of
electrical workers, and update the contact details.

Important: This information does not show the details of specific
contact people. Your organisation needs to keep these details up
to date by contacting EWRB directly, not via the portal.

Employee Details View and update the list of your employees who are electrical
workers, and the status of each one’s competency programme.

Note: The employee can create this relationship instead, by
selecting you as their employer. (See ‘Employer Details’ below in
this table.)

Employee Relicence Payment Pay the fee for an individual employee who has applied for
relicensing, and who has opted for you to pay the fee. (See
‘Employer to Pay Later’ below in this table.)

Employee functions relevant to employer

Employer Details Your employee selects you as their employer.

Note: If the employee doesn’t currently have another employer
selected, you can create this relationship instead, by adding them
as an employee. (See ‘Employee Details’ above in this table.)

Employer to Pay Later Your employee applies for relicensing, and elects for you (as the
employer) to pay the fee.

Note: You make the payment using the ‘Employee Relicence
Payment — see above in this table.

As described earlier, the employee has access to a range of other services through their view of the
EWRB website portal, such as updating their own profile with changes of contact details.
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Services not relevant
When you display the Organisation Profile screen (see ‘View or Update Organisation Profile’ on
page 13), the following services are included on left-hand menu:

. Licence Details

. Recognised Courses

. Add Competency Training

Although they are listed, these services are not relevant to the ‘Board-recognised employer’ role.
When you log in as an employer, these services are disabled, ie you cannot select them.

It is important to keep your activities as a Board-recognised employer of electrical workers separate
from any other roles your organisation holds. If your organisation is also a licenced employer or a
competence programme provider, then to access these services, you need to log in using your
separate RealMe identity for the relevant role.

GST Invoices
EWRB’s GST invoice for each employee’s relicensing fee goes to the entity who pays the fee, ie:
. If the employee pays their own fee, they receive the invoice with their relicensing pack.

. If your organisation pays the fee, you can view or download the invoice from the EWRB
website portal, using:

0 the option that displays when you complete the fee payment, or
0 Invoices on the left-hand menu, if needed at any point after that.

Even if the GST invoice is issued to you as the employer, the employee also sees the payment details
in the licence pack they receive.

Note: The renewed licence and ID card, once processed, are always posted to the electrical worker,
not to the employer — regardless of who pays the fee. You can check the public Register at any time
to confirm if their relicensing has been completed.

What’s new in the current portal version
If you have used the EWRB website portal before, you will notice the following changes have been
implemented since the 2019 round of licensing renewals:

Change Description For more details
Employee Details This is no longer available as an option

Report

Electrical worker The expiry date of your employee’s licence is on ‘View or Update List of
names and view in your employee details page. Employees’ on page 14

registration details

Adding Competence | While you be able to view your employees safety
Programme training you will not be able to add or delete this
completion training in future. This should be uploaded by
Competence Programme Providers.
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Change

Description

For more details

Employer bulk
relicensing

The ability to renew on your employee’s behalf is
no longer an option
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3 Logintothe EWRB Website Portal

RealMe is the Government’s login and identity verification system. Users access to the EWRB
website portal using a RealMe login.

The first time you log into the portal, you create the RealMe identity that you will use from then on,
to access the portal. (See below for both sets of steps.)

Important: Your ‘Board-recognised employer’ RealMe identity relates to your organisation, not to
any individual person. It is up to each organisation to decide which staff should know and use its
RealMe login details on behalf of the organisation, and how to manage its security.

Before you begin
Before you can log in to the website portal, you must have an activation code from the EWRB. (See
‘Becoming a Board-recognised employer’ on page 4.)

Note: This links the RealMe identity you create to the employer’s records in the website portal that
the EWRB has created for you.

Steps — log in for the first time

Access the EWRB

ortal home
P \ Electrical Workers
screen at Registration Board

Online Services

www.ewrb.govt.nz

Click on Worker
login on the home
page. Kia ora, how can we
help you today?

Reglstering with NZ qualifications / experience
Registering with overseas qualifications / experience

Classes of registration and limits of work

Result: The portal’s login screen displays.

Click on Create an Real
account. ]

The n click on @ 1fyou had an igovt logon, your username and password will still work here.
< Go back to Electrical Workers System Homepage

Create my RealMe

login now, on the

right of the Login with RealMe Create a RealMe login

Rea | M e |0gi n You've been redirected here so you can log in with RealMe To access this service you need a RealMe login.

screen. L You'll be able to access a range of services with a single

username and password. RealMe is designed to protect your
privacy and security.

Password
CREATE YOUR REALME LOGIN
Forgot Username or Forgot Password?

LOGIN
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Complete the
fields displayed,
then click Create
my RealMe login
at the bottom of
the screen.

Real
Back
Create a RealMe login
Your login
Email address |
Please enter an email address.
Email address (again)
Username Minimum 4 characters
Mobile number New Zealand (+64) 0223
(ptional) This number can also be used to reset your password if you forget it.
Alternative contact New Zealand (+64)
number
(Optional) Our helpdesk will use this number if we need to get in touch with you if we can't
reach you on your mobile.
Password

Result: After a few moments, a RealMe confirmation screen displays.

Click on Continue.

ELECTRICA R

SAFETY | COMPETENCY | COMPLIANCE

Your RealMe login is ready

o You can now use this one login to access lots of different online services.

We've sent you an email.

Did you realise you can do other useful things with ReallMe®? Like being able to
prove who you are online, without needing to visit a branch or office every timel You
only need to reverify your identity once every five years. Check your email to find out
more.

You need to return to Ministry of Business, Innovation and Employment where you will be logged in.

Continue
— )
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Enter your EWRB
employer
Activation Code,
then click on Next.

ogin 7 Create @ 7 %

EWRE Home | Search the Public Register | _onlina Forms |

Activate Account need some help?

: . o : Contact us on phone D800 661
000 or if from overseas +64 3
043 4254 between B:30 am
and 5:00 pm Monday to Friday

Setting up your login for the first time is simple.

1f you have na
account. Your activation code would have baen post

tlogged on this System using an igovt logon, you will need your activation code to Set up your
or emalled to you. or email us on

nfoewrh.govt.nz

® If you have an activation code, then enter it, and click Next,

" If you do not have your activation code then call 0800 661 000 ( or if calling from overseas: +£4 3 943 4254)
between 8,00 am to 5.00 pm NZT Monday - Friday. You will be asked some questions to confirm your identity

Please enter your account activation code

Activation code

i 1 vl et “,m newzealand.govt.nz About This Site Copyright

Siternap Contact
Privacy Follow us on Twirter

Result: The Organisation Home screen of the portal website displays with a
welcome message.

Steps — log in with existing identity
Once you have created and activated your RealMe account, you use it to log in each further time.

Access the EWRB
ortal home screen -

P . Electrical Workers Online Services

at ~==" Registration Board Search m

www.ewrb.govt.nz

Click on Login.

Kia ora, how can we

help you today?

tering with NZ qualifications / experience

Registering with overseas qualifications / experience

es of registration and limits of waork

Result: The portal’s login screen displays.
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Click on Login.

Enter your RealMe
identity and
password, then click
on Continue.

Redl

me

© fyou had anigovt logon, your username and password will still work hei
< Go back to Electrical Workers System Homepage

Login with RealMe

You've been redirected here so you can log in with RealMe

Username

Password

Forgot Username or Forgot Password?

Result: The EWRB website portal recognises you as a ‘Board-recognised
employer’ role, and the Organisation Home screen displays.

Select the service
you want from the
left-hand menu (see
‘What happens next’
below) or use any of
the other links
available from this
screen.

Manage my RealMe © fr

EWRB Home | Search the Public Register | onine Forms | |

Organisation Home need some help?

Contact us on phone 0800
661 D00 or if from overseas

Home
Organisation Profile

Welcome to your organisation’s secure section of the website,

Invoices +64 3 043 4254 between
External Links: Using Organisation Profile on the left you can: f;i[:i::‘ya"d 5:00 pm Monday
el * maintain your organisation’s contact details. For example phone numbers @ el e

IManage my RealMe & info@ewrb.govt.nz
e and addresses N
o . . our policy
* maintain your employees safety training activities
= Terms and Conditions
* make a payment for relicensing for your employees.

The tabs above allow you to:

* purchase from the online store
® search the register

" view Electrical Worker forms

Please note that terms and 0]
service provided on this website by the Ministry of Business, Innovation and
Employment, which reserves the right to modify these conditions from time to
time.

By using the Electrical Workers Online service, you agree to be legally bound by
these terms and conditions, which shall take effect immediately on your first
use of this website.

"ﬁ; Mmlryoi:t.nrnss, newzealand.govt.nz About This Site Copyright

Sitemap Contact
Privacy Follow us on Twitter

MBIE-MAKO-System Guide
System Guide for Board-Recognised Employers of Electrical Workers



What happens next
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From the Home page of the website portal, you can access the services available to your
organisation as a ‘Board-recognised employer’. This is a different view of the portal than you would
see if you logged in as, for instance, an electrical worker (employee).

If you want to...

See...

view the information EWRB has
recorded about your organisation

‘View or Update Organisation Profile’ on page 13.

. if needed, update the contact details
shown

° view the list of electrical workers ‘View or Update List of Employees’ on page 14.
you employ and their registration (Also see ‘Add Employer Details’ on page 29 for
status and, how the employee can do this instead.)

. if needed, add or remove employees

to or from the list

pay the fee of one or more electrical worker
employees, who have applied for relicensing and
elected for you to pay

‘Pay Employee’s Relicensing Fee’ on page 1919.

(Also see ‘Elect for Employer to Pay Fees Later’
on page 31 for how the employee elects this.)

end your work session in the EWRB portal

click on Logout near the top right of the screen.
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4 View or Update Organisation Profile
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Your organisation’s profile consists of contact details. These are first set up based on the information
you provide when you apply to be recognised as an employer of electrical workers. You can view
these details at any time, and can update the contact details when they change.

Important: This service does not show the contact details of individual contact people for EWRB to
use, when contacting your organisation. You need to communicate directly with EWRB, separately
from the portal, to keep those details up to date.

Before you begin

Before you can update your organisation’s profile, you must log in to the EWRB website portal and
display the Home screen. See ‘Log in to the EWRB Website Portal’ on page 8.

Steps — view or update profile

Click on Organisation
Profile in the left-hand
menu, then
Organisation Details.

View your contact
details as needed.

EWRB Home | Search the Public Register | online Forms |

= Employee Details

= Employes Relicence Payment
= Employer Bulk Relicansing
= Add Competency Training

Invoices

External Links:

Manage my RealMe

Organisation Profile

Organisation Details

Identification

ID ‘ORGO00115

Known as Electrical Employer Limited
Company name Electrical Employer Limited
Organisation number ORG000115

Contact Details

Phone 1 04 555 5555

Phone 2 021 334343

Fax

Website http://www.electricalemployer.co.nz
E-mail admin@electricalemployer.co.nz
E-mail 2

newzealand.govt.nz

Sitemap
Privacy

Manage my RealMe & fb

need some help?
Contact us on phone 0800
661 000 or if from overseas
464 3 843 4254 between
2:30 am and 5:00 pm Menday
to Friday

or email us on
info@ewrb.govt.nz

our policy

® Terms and Conditions

About This Site Copyright

Contact
Follow us on Twitter

If you want to update
any of the details
shown, click on Edit.

Result: The information displayed becomes editable.

Update the details as
relevant, then click on
Save.

Result: The updated details display with a confirmation message. Your
details are updated in the EWRB’s records.
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5 View or Update List of Employees

The EWRB website portal maintains records of the employment links between licensed employees
and Board-recognised employers, which either party can create. Each employer can view the list of
electrical workers you currently employ — both licensed and in training.

You can use the Employee Details service to:

remove an employee who has (for instance) left your organisation
add a new employee to your list, who is any of the following:
O alicensed electrical worker

0 training to become licensed, or who started working for you under a limited
certificate

monitor an employee’s competency training programme for electrical work.

Note: If another organisation provides training to your employee(s), that provider is
responsible for using the portal to add the training to the employee’s programme —
within five days of completion.

Two ways to add an employee relationship
The employment relationship linking your organisation with the employee can be created by either
you or by the employee. See ‘Add Employer Details’ on page 29 for how the employee can do this.

These constraints, however, will affect who can or should create any particular relationship:

Your employee can only add you as their employer once you have activated your
organisation’s RealMe account for the portal. (See ‘Log in to the EWRB Website Portal’
on page 8.)

You can only add an employee to your list while they currently have no employer
already linked to them in the portal. This only happens:

O before an electrical worker selects their employer for the first time, or

0 when a previous employer uses the steps in this topic to remove the employee from
their organisation’s list.

The employee cannot de-select their current employer to leave their employer details
‘empty’. They can only update it from their previous organisation to your organisation.

Before you begin
Before you view or update your employee list, you need to have logged into the EWRB website
portal. See ‘Log in to the EWRB Website Portal’ on page 8.
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Steps — View list of employees
Use these steps to display the list of electrical workers who are currently linked to your organisation
as employees.

Click on
Organisation EFE] REGISTRATION BOARD

. SAFETY | COMPETENCY | COMPLIANCE
Profile then

Employee Details TS |
in the left-hand

Manage my RealMe o %

ELECTRICAL WORKERS

Home Organisation Profile need some help?
menu. Organisation Profile Contact us on phone 0800
If you wish to run a printable .pdf report to display the details of all of your 661 000 or if from overseas
current employees, please click here +64 3 943 4254 between
8:30 am and 5:00 pm Monday

to Friday

Licenced Employees

or email us an
info@ewrb.gavt.nz

our policy

= Terms and Conditions

Licence No. Notify Actions

Invoices

E 259351,
[] Esther Test 1259350,
EAS 259352

29 Feb 0

External Links: 2020

EAS 259436
7 Red !
4 e eallle A ar
Wanage my RealMe™ | i ] Melissa Test ET 259442 31M 0
elissa fes E 250433, 2021

E 259435

Unlicenced Employees

Licence No.

[] Raf Testing [

O _F;:!;enr;smg E 259386 013ul 2015 []
[ Testing Trainee EST 259501 gg#” [}

Add Employee

"ﬁi Miistry of Business, newzealand.govt.nz About This Site Copyright

Sitemap Contact

The Organisation Profile screen displays your employees in two lists:

. Licenced Employees lists your employees who are registered
electrical workers and have a current practising license.

. Unlicensed Employees lists your employees who are:

0 registered electrical workers whose practising license has
expired, and

0 unregistered employees (for example in training or with a
Limited certificate).

View the list as

If you are... then go to...
needed, and
declcde what to do adding an employee to either list ‘Steps — Add employee’ below.
next.
removing an employee from either list ‘Steps — Remove employee’
below.

view the competency training records for | ‘Steps — View competency
an employee on either list training’ below.
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Steps — Add employee
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Use these steps to add an electrical worker to your organisation’s list of employees.

Click on Add Employee
below the list.

Hint: You can click on the button below either list. The employee will be
added to the correct list for their licence status, even if you selected the
other button.

Result: The Add Employee screen displays.

Enter the Employee Full
Name, then click on
Search.

TR Manage my RealMe © | fi

GISTRATI

SAFETY | COMPETENCY | COMPLIANCE

Ewr Home | Search the Public Register ‘

Add Employee need some help?

Contact us on phone 0800
661 000 or if from overseas
+64 3 943 4254 betwean
2:30 am and 5:00 pm Monday

Home
Organisation Profil

Please use the text box below to search for an Electrical Worker and link them

= Organisation Details ©
to your organization.

% Licence Details
= Recognised Courses Provide the Full name, dick "Search” and use the link under Action column to fiz ik
add an employee. Or email us on
* Employee Details info@ewrb.govt.nz
= Employee Relicence Payment 3
- our policy

= Employer Bulk Relicensing

» Add Competency Training Employee Full Name = Terms and Conditions
Invoices

External Links:

7 Bed
WManage my Realet? | fed

newzea[and_govtnz About This Site Copyright

Sitemap Contact

Privacy Follow us on Twitter

Note: Only enter the employee’s first and last names, as it displays online
in the public Register. The search function does not look for any middle
names.

Result: A list displays of electrical workers’ names that match what you
entered.
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Find the employee you
want to add in the list,
then click Add As
Employee to the right
of their name.

Manage my RealMe o g

/A |

CTRICAL WORKERS
STRATION BOARD

SAFETY | COMPETENCY | COMPLIANCE

Ewr Home | _Search the Public Register ‘

Add Employee need some help?
‘Organisation Profile Contact us on phone 0800
e ——— Please use the text bax below to search for an Electrical Worker and link them ol (LT & (e eresems
B to your Drganizatmn. +64 3 943 4254 between
" Licence Details 8:30 am and 5:00 pm Monday
e e — Provide the Full name, dick "Search” and use the link under Action column to el
add an employee. Or email us on
EENE= iyl info@evrb.govt.nz
= Employee Relicence Payment -
- our policy
= Employer Bulk Relicansing
1 Add Competency Training Employee Full Name cedric ohm = Terms and Conditions

Invoices

External Links:
Manage my Realle 0| Bl

Cedric Ohm  Canterbury  Electrician (E 252788)

Sitemap Contact

'ﬁ' Minisiry of Business, newzealand.govt.nz About This Site Copyright

Privacy Follow us on Twitter

Hints:

. Multiple electrical workers may be listed with the same
name. Select the correct one by finding the worker’s
registration number (licence number), as shown on their
current licence card.

. See ‘Two ways to add an employee relationship’ on page 14,
for some constraints that may affect how you can do this. If
the employee’s name is greyed out, either:

0 they are still linked with their previous employer — cancel
out, and ask them to log in to select you as their employer,
or

0 cannot be selected for some other licensing reason — call
the EWRB Service Centre on 0800 661 000 to ask for them
to be added manually.

. If you cannot find the employee’s name at all, contact the
EWRB Service Centre.

Result: An employment relationship is created in EWRB’s records. The
Employee Details screen displays again, with the employee added to the
list.

Steps — Remove employee
Use these steps to remove an electrical worker from your organisation’s list of current employees.

Find the employee on
the list, who you are
removing, and on
Delete employee link to
the right of their name.

Licenced Employees

Licence No.

[ Cedric Ohm E 252788

Result: A Deleted Linked Employee message displays, asking you to
confirm you want to remove this employee from your records.
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Click on Yes.

Result:

. The employment relationship(s) between your organisation
and the selected employees are removed from EWRB’s
records.

. The Employee Details screen displays, without the selected

employee(s)’ name(s).

Steps — View employee’s competency training
Use these steps to view the current status of an employee’s competency programme.

Find the employee on
the list, whose
competency training
details you are
reviewing.

Result: The Employee Competency Training screen displays, with lists of
the employee’s current training, and all their past training.

View the details of this
employee’s competency
training as needed, eg
to plan training to
ensure their
certifications remain up
to date.

Manage my RealMe & g

ELECTRICAL WORKERS
REGISTRATION BOARD

SAFETY | COMPETENCY | COMPLIANCE

EWRS Home ‘

Search the Public Register

Employee Competency Training

need some help?

Contact us on phone 0800
661 000 or if from overseas
+64 3 943 4254 between
8:30 am and 5:00 pm Monday
to Friday

Home

Organisation Profile

Details for Melissa Test
Current and expired training details are below

Date Or email us on

Provider Name  Actions

Course Current to

= Employee Details

completed info@ewrb.govt.nz
= Employee Relicence Payment A
= Site Safe our policy
Invoices Electrical 22/03/2019  22/03/2021 i\te‘sage Plewy
passport ealand (CPP) = Terms and Conditions

External Links:

Manage my Reallle™ [l
Expired Competency Training

Date
completed

Provider Name

Course Current to

Safe Working

= 30/03/2015  30/03/2017 Abb limited new
Testing 30/03/2015  30/03/2017 StJohn
. Bay Of Plenty Polytechnic
First Aid and CPR  30/03/2015  30/03/2017 (ole o p S LS
CPR 30/03/2015  30/03/2017 Stlohn
Electrical Safety;  55/0505017  28/03/2019 Test Org

First Aid: CPR

What happens next

If you have other actions to complete for this employee, or for any other employee listed, go back to
‘Steps — View list of employees’ on page 15.
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6 Pay Employee’s Relicensing Fee

Employers can use the EWRB website portal to pay their employee’s relicensing fees, when the
employee has elected for you to do this in their relicensing application.

Note: Practising licences are only approved when the practising licence fee and any outstanding
debts and fines have been paid.

Timing is imperative

Your employees’ licences expire on different dates throughout the year (though always on the last
day of the month). If you are assigning them prescribed electrical work after this date, you must
ensure their relicensing fees have been paid. You need to monitor this information on the EWRB
portal to ensure none of your employees have outstanding licence fees.

It is important to remember that the employee is liable for the consequences of working without a
current licence.

Complete these steps in good time for each relicense, so that your employees’ licences remain
continuous, i.e. well before their current licence expires. Licence cards take approximately ten
working days to print. If you leave it too late, your employee will not have a current licence card to
present, to access work sites.

Before you begin
Before you pay an employee’s relicensing fee:

. the employee must have filed their practicing licence renewal (online or paper) and
selected the option for their employer to pay the fee later — see ‘Elect for Employer to
Pay Fees Later’ on page 31 for how the employee does this

. you must be recorded as the employee’s employer - see ‘View or Update List of
Employees’ on page 14

. you need to log into the EWRB website portal — see ‘Log in to the EWRB Website Portal’

on page 8.
Steps
Click on Organisation Result: The Employee Relicence Payment screen displays, with a list of
Profile from the left- all your employees who have elected for you to pay their fee.

hand menu, then the
Employee Relicence
Payment service.
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Select the electrical
worker(s) whose
practising licence fees
you are paying, then click
on Pay Now.

| v Home || Search the Public Register | online Store _onine Forms

Organisation Profile

Employee Relicence Payment

This screen displays electrical workers associated with the logged in employer
who have filed their practicing licence renewal online and elected for their
employer to pay the fee. Practising license will not be approved until payment is
made. Te remove an employee from this hist use the Employee Details menu
option / function. Select the electrical worker(s) whose licence fees you wish to
pay and click Pay Now

¥ Licence Details
ised Courses

=+ Employee Relicence Payment
» Add Competency Training
Lawcicm Practising Licence

iD ohn Joule Wellington

External Links:

» Pay N
Manage my ReaMe™ R Bhe A |

newzealand.govt.nz

Sitemap
Privacy

Manage my RealMe o B

need some help?

Contact us on phone 0800
661 000 or if from overseas
+64 3 943 4254 betwean
8:30 am and 5:00 pm Monday
ta Friday

Or email us on
info@ewrb.govt.nz

our policy

= Terms and Conditions

About This Site

Follow us on Twitter

Result: The Employee Relicence Payment screen displays the total
amount due for the selected employees, and payment option buttons.

Check the box beside
each employee you are
paying for by the same
method, to confirm your
selection, then click Pay
now.

Search the Public Register | _Online Store | _Online Forms |

Organisation Profile

Employee Relicence Payment

This screen displays electrical workers associated with the logged in employer
who have filed their practicing licence renewal online and elected for their
employer to pay the fee. Practising license will not be approved until payment is
made. To remove an employee from this list use the Employee Details menu
option / function. Select the electrical worker(s) whose licence fees you wish to
pay and click Pay Now

® Licence Details

& Recognised Courses
Employes Details

-+ Employee Relicence Payment

= Add Competency Training

Invoices

[J John Joule Wellington Pradtising Licence

External Links:

Total amount due: $ 120.00

Manage my RealMe & fidy

‘VcanceI" 'Pay nnwi

newzealand.govi.nz

Sitemap
Privacy

About This Site

Manage my RealMe o ?,""i

i |

need some help?

Contact us on phone 0800
661 000 or if from overseas
+64 3 943 4254 between
8:30 am and 5:00 pm Monday
to Friday

Or email us on
info@ewrb.govt.nz

our policy

® Terms and Conditions

Copyright
Contact
Follow us on Twitter

Result: The payment checkout screen displays.

What happens next

Complete the payment. See ‘Complete a Payment’ on page 20 for details.

Note: If you want to pay some fees by one method and some by another, you can repeat the above
steps for a different selection of your employees.
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7  Complete a Payment

When you pay specific employees’ application fees, the EWRB website portal enables you to pay the
fees online, directly and securely. This ensures EWRB receives your payment immediately, and the
system ensures it is correctly linked with the relicensing of your employees.

Important: Remember to complete these steps in plenty of time to ensure your employees’ licences
remain continuously current. See ‘Timing is imperative’ on page 19.

Supported payment options
The ‘Account2Account’is a new method of payment that is not constrained by credit card limits and
fees. It connects with your organisation’s existing online banking access.

Alternatively, you can pay by credit card (if the payment amount is within your organisation’s card
limit).
Before you begin

Before you finalise any specific payment, you need to have completed the steps in:

. ‘Pay Employee’s Relicensing Fee’ on page 19
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Steps

Select Account to
Account.

ELECTRICAL WORKERS REGISTRATION BOARD

SAFETY | COMPETEMCY | COMPLIANCE

Payment Checkout

Amount: % 120.00 (NZD)

Select Payment Method

Select a payment method from the following available cptions:
(@) Credit Card
| .:::- AccountZAccount '

Credit Card Payment

Card Number*

Card Holder Name:*

Expiry Date (MMM )" UEj ITj

Card Security Coda: What iz this?

¢) paymentexpress

Verified, =
v'SA r\'!sﬂy oo MtasterCard.

Privacy Policy

Result: Account-to-account payment details display.

Note: If you want to pay by credit card, you can leave the default option
selected, then complete the fields shown and click on Submit to complete the
payment. (Go to the last step.)
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Select your
organisation’s online
banking provider.

Check the terms and
conditions box to
confirm you have
read and accepted
them. (You can click
the link to view
them if needed.)

Then click Next.

ELECTRICA ORKERS REGIS

SAFETY | COMPETEMCY | COMPLIANCE

ON BOARD

Payment Checkout

Amount: §120.00 (MZD)

Select Payment Method
Eelect a payment method from the following available options:
() Credit Card

(@ Account2Account

account2account

4 SELECT 2 BANK o SELECT 2 REFERENCE 5 PRYMENT
BANK LOGON 3 ACCOUNT DETAILS VERIFICATION

Flease select one of the currently available banking services:

MNZ www.anz.co.nz
f.5B www.asb.conz
BNZ www.bnz.conz
iwiBank www.kiwibank.co.nz

SB www tsbbank.co.nz

[oNONONSNONC]

‘estpac www.westpac.co.nz

l D | have read and accepted the terms and conditions ]

o Ahout Account2Account security

CANCEL PAYMENT NEXT

Fleaze note that it may take up to 30 zeconds fo connect fo your bank.

¢) paymentexpress
VISA W’ﬂ‘;‘ﬁ’” P wastercard.

Priwvacy Paolicy

Result: The paymentexpress service connects to the selected online banking

service.

MBIE-MAKO-System Guide

System Guide for Board-Recognised Employers of Electrical Workers




Enter the user name _
and password for : 4 m ELECTRICAL WORKERS REGISTRATION BOARD
your usual online
banking service,
then on click Next.

SAFETY | COMPETENCY | COMPLIANCE

Payment Checkout

Amount: § 120.00 (NZD)

account2account

T SELECT o BANK 3, BELECT 4 REFERENCE T PAYMEN
BANK LOGON 2/ account DETAILS WERIFICATION

Please log out of your other ASB anline bank account sessions before
proceeding. Please enter your ASB Internat Banking login credentials:

Usarmame: I |

Password:*

CANCEL NEXT

¢) paymentexpress

Privacy Palicy

Result: The paymentexpress service connects with your online banking
service. A list of the accounts you have set up in online banking display.

Select the account

ou want the "B
y ELECTRICAL WORKERS REGISTRATION BOARD
payment to be made (N SAFETY | COMPETENCY | COMPLIANCE

from, then click on
Next.

Amount: § 120.00 (NZD)

account2account

SELECT BANK 3 SELECT REFERENCE 3

1 3 ] PAYMENT
BANK LOGON ACCOUNT DETAILS VERIFICATION

Flesse select an sccount you would like us to deduct your payment from

h 12-2456-7890123-00 $3.843.11
B 12.2456-7890123.02  $17.27
12-3458-7890123-03535,445.08
12-2458-7890122-04 $4.115.55
) P 12-3456-7890123-05 $4.076.88

) [p12-2456-7890122-08  $300.18

¢€) paymentexpress

Privacy Policy
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Review the
reference details
that will appear on : SAFETY | COMPETENCY | COMPLIANCE
your account. Make :
a note of them as
needed, for your
internal accounting | Fayment Checkoul
purposes. Amount: $ 120.00 (NZD)

ez ELECTRICAL WORKERS REGISTRATION BOARD

Then click on Next.

account2account

1 SELECT 2 BANK 3 SELECT 4 REFERENCE 5 PAYMENT
BANK LoGoN ACCOUNT DETAILS VERIFICATION

Please review the following references that will appear on your statement

Particulars 000122DpsA2A
Code: EW1234561
Reference: Employer Rel

€) paymentexpress

Privacy Policy

Click on Next to

return to the EWRB A7 D
. ELECTRICAL W RS REGISTRAT
WebSIte portal' ‘ SAFETY | COMPETENCY | COMPLIANCE

Thank-you, your payment has completed successfullyl

¢) paymentexpress

Privacy Policy
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Click on Download
Invoice to see the
invoice. If you wish,

~  Bed
ELECTRICAL WORKERS Manage my RealMe o g
Z REGISTRATION BOARD

SAFETY | COMPETENCY | COMPLIANCE

EWRB Home Search the Public Register Online Store Online Forms
follow your |_ewre Home | Search the public Registzr I _oniine Stors | oniine Forms | |
J

bI’OWSGI’ S pl’0m ptS o need some help?

. o isation Profil Contact us on phone D800
to save the PDF file it FintiE _ ) T ey et

R Employee Relicence Payment is complete. +64 3 943 4254 between
H = 8:30 am and 5:00 pm Monday
to an appropriate Eladnc T T e e R ol e st e to Friday
. sent in the next 7-10 working days. e L et

|OcatI0n . Manage my Reaible & | B info@ewrb.govt.nz

To get a Tax Invoice (Receipt) now select Downlosd Invoice. N
our policy

m Terms and Conditions

Refund policy: If you require a refund contact us on phone 0800 661 000 or
+64 3 943 4254 between 8:00 am and 5:00pm Monday to Friday or email us on
info@ewrb.qovt.nz

Transaction Successful

Description APPROVED

Amount 120,00

[ !l Download Invoice u " Continue || ]

'E anym?mmm, newzealand.govl.nz About This Site Copyright

Sitemap Contact
Privacy Follow us on Twitter

Note: The invoice is an important record for you to keep track of whose fees
you have paid, and when. (See ‘GST Invoices’ on page 6.) If you choose not to
download the invoice now, you can download it at any later time by clicking

Invoices in the left-hand menu.

Click on Continue. Result: The Organisation Home screen displays. When you display the:

. Employee Relicense Payment or Employer Bulk Relicensing
screen, the list no longer includes the names of the relevant
employee(s) whose fees have been paid

° Employee Details screen, the renewed licence date displays for
the relevant employee(s).

What happens next
EWRB completes the relicensing process and issues the employee’s renewed licence to the electrical
worker by post.
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8 Related employee-only services

When an electrical worker completes the actions in this section, within their view of the EWRB
website portal, the results also display in their employer’s view.

This guide provides these details so that employers can both:

. understand the wider process, and
. support their employees in completing these tasks, if needed.

The employee also has access, through their portal view, to a range of other services that are
relevant to them, but not to you — such as updating their personal contact details. (You cannot
update these yourself through the employer portal view.)

Update Employee Contact Details

The employee is responsible for keeping a range of their personal details held by the Registrar up to
date. For relicensing, when a renewed licence card is sent out, it is vital that it is sent to the correct
mailing address.

Employee logs in to the | Result: The EWRB website portal recognises the employee is an electrical
EWRB portal, using the | worker role, and the Electrical Worker Home screen displays.

RealMe login for their
licenced electrical
worker role.

Employee selects
Personal Details from
the left-hand menu.

7 Red
Manage my RealMe @ |

A B ELECTRICAL WORKERS
EERET REGISTRATION BOARD

EWRB Home || Search the Public Register | Online Store )| Online Forms | I

Electrical Worker Home need some help?

Contact us on phone 0800
661 000 or if from overseas
+64 3 943 4254 between

Using Personal Details an the left, as a licensed electrical worker you can: 8:30 am and 5:00 pm Monday
Invoices to Friday

Or email us on
info@ewrb.govt.nz

our policy

= Terms and Conditions

S Welcome to the secure section of the EWRB website.
Renewal
L EESE = Maintain your personal contact details e.g. phone numbers and addresses
External Links: = View your exam results if you are sitting Board examinations.

Standards New Zealand = Update your competence training record.

= Add or update employer details i your employer is registered with the

, o Red
Manage my RealMe 7 | Bed f—

The tabs above allow you to:

= Search the Public Register of electrical workers.
= Purchase certificates and warrants of fitness from the Online Store.
= Complete an online form to file a document with the Registrar.

service provided on this website by the Ministry of Business, Innovation and
Employment, which reserves the right to modify these conditions from time to
time.

By using the Electrical Workers Online service, you agree to be legally bound by

use of this website.

newzealand.govt.nz About This Site Copyright

Sitemap Contact
Privacy Follow us on Twitter

Result: The My Profile — Contact Info screen displays with the employee’s
current details.
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Employee checks the
information, then clicks
on Edit at the bottom.

5 Red
ELECTRICAL WORKERS Manage my RealMe © g

REGISTRATION BOARD

SAFETY | COMPETENCY | COMPLIANCE

& // 4

|
My Profile

need some help?

Contact us on phone 0800
661 000 or if from overseas

Home

Personal Details
This information is used by the Electrical Workers Registration Board to stay in

Contact Infc
 Contact Info touch with you. To update your information select Edit. Ensure that anything +64 3 943 4254 between
= Qualifications (Results) marked with 3 * is entered, eg Postcode 8:30 am and 5:00 pm Monday
= Competence Programme i Ty
_ N or email us on
= Registration / Licence Details Contact Info info@ewrb.govt.nz
O (e e _
Name our policy
= Employer Details
Practising Licence Application / Name John Joule & T s @i
Renewal
preferred First Name
Invoices
EEViCESC Contact Details
External Links: i
Mobile
Standards New Zealand
Daytime
Evening
Manage my RealMe ' Red,
me Fax
Website
E-mail
E-mail 2

Postal Address

Address 1 Lambton Quay
Suburb Pipitea

City Wellington
Country New Zealand
Postcode 6011

Physical Address

Address 1 Lambton Quay
Suburb Pipitea

City Wellington
Country New Zealand
Postcode 6011

Result: The details become editable.

Employee edits the
details as needed.

Then they scroll to the
bottom of the page,
check the declaration
box, and click on Save.

Postcode 6011

Physical Address

Aderess Finder —
Address 1 Lambton Qua

Suburb
City Wellington

Country New Zealand

Postcode 6011

anfirm Details
E [declare that the information I have provided is
gorrect and up-to-date.

Ministry of Business,
Innovation & Emy

About This Site
Sitemap
Privacy

Copyright
Contact
Follow us on Twitter

newzealand.govt.nz

Result: The My Profile — Contact Info screen displays the updated details.
EWRB'’s records are updated.
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Add Employer Details
The record of the relationship between employer and an employee can be created by either party.
See ‘Two ways to add an employee relationship’ on page 14.

An employee uses the following steps to create the employment relationship in the EWRB portal.

Manage my RealMe g

Employee logs in to the
EWRB portal, using the
RealMe login for their
licenced electrical
worker role. L

Personal Details

ELECTRICAL WORKERS
REGISTRATION BOARD

SAFETY | COMPETENCY | COMPLIANCE

EWRB Home || _Search the Public Register | Online Store I

Electrical Worker Home need some help?

Contact us on phone 0800
661 000 or if from overseas

Welcome to the secure section of the EWRB website.

Practising Licence Application / +64 3 943 4254 between
Renewal . .

Using Personal Details on the left, as a licensed electrical worker you can: 8:30 am and 5:00 pm Monday
e to Friday
ERCERT = Maintain your personal contact details e.g. phone numbers and addresses. (T7 et |1 07

info@ewrb.govt.nz
External Links: = View your exam results if you are sitting Board examinations. :
¥ v g our policy

Standards New Zealand = Update your competence training record.

= Terms and Conditions
= Add or update employer details if your employer is registered with the

, o Red
Manage my RealMe ™ | Board.

The tabs above allow you to:

Result: The EWRB website portal recognises the employee is an electrical
worker role, and the Electrical Worker Home screen displays.

Manage my RealMe o g

Employee selects
Personal Details from
the left-hand menu,
then Employer Details.

B ELECTRICAL WORKERS
REGISTRATION BOARD

EWRB Home || Search the Public Register J| Online Store J| Online Forms | I

My Profile need some help?
Contact us on phone 0500
This information is used by the Electrical Workers Registration Board to stay in 661 000 or if from overseas
touch with you. To update your information select Edit. Ensure that anything +64 3 943 4254 between
» Qualifications (Results) marked with a * is entered, eg Postcode 8:30 am and 5:00 pm Monday
to Friday

= Competence Programme

o Or email us on
= Registration / Licence Details Contact Info info@ewrb.govt.nz
— Name our policy

= Terms and Conditions

Name John Joule
Preferred First Name

Renewal

Invoices
CoEEs Contact Details
External Links: -
Standards New Zealand Mobile

Daytime

Evening

Manage my RealMe & | fedl
me Fax
Website

E-mail

Result: The My Profile — Employer Details screen displays.

. If the employee is already linked to an employer, the
Employer box displays with the employer’s name and
address.

. If the employee is not currently linked to any employer,

this message displays:

There are no results to display
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Employee clicks on Edit.

< Employer Detalls
Practising Licence Application /

added. To save time, have the following infarmation an hand:

Renewal

i ® the full name of your emplayer,
My CESC ® their address,

ool ke * their contact details and

standards New Fealand * the name of a contact perscn.

MyProfite

employer is not on that list, call 0200 661 000 or +64 3 5943 4254 to have them

manage my Reaie B

need some help?

Contact us on phone 0800

Home
Personal Detalls o
2 661 000 or if from ovarseas
el ity Emplayer details +64 3 943 4254 between
 Cualifications (Results) It YOU Want to Nave the option of your employer paying for your pracusing 8:30 am and 5:00 pm Monday
licence and you want them to be able to update your competency training you ta Friday
= Compétence Programma need to tell us who your primary employer is. x
abration | " Or amail us on
G e tion 1} Emnou e - infogewib.gavt.nz
. To change or add your employer details select Edit, Start typing your
= Recognised Courses i : -
employer's name, then choose from the options in the list provided, If your our pu]|w

= Terms and Conditions

Result: The Update Employer box displays.

Manage my Realite &
ﬁ Electrical Employer Limited ‘
|

117 Maui Street

Hamikten

Employee selects the
relevant Employer from
the dropdown list, and
clicks on Update.

| EwRB Home 1 Search the Public Register | Online Store | Onfine Forms B TP M

Manage my Reale [

I

need some help?

Home My Profile
Parsonal Detalls Contact us on ;.rmm- 0800
. 661 DO or if from overseas
= EEEEE Employar detzils 5 . +64 3 943 4254 between
u Gualifications (Rasults) 11 you want Lo have the option of your employer paylng for your practising §:30 am and 5:00 pm Monday
licence and you want them to be able to update your competency training you to Friday
= Compatance Frogramme need to tell us whe your primary employer k. = :
r email us on
= Registration [ Licence Detads infa@awrb, govt.nz
- Ta change or add your employer details select Bdit, Stast typing your byl
= Recognised Courses ; e 2 -
employer's nama, then chooss from the cptions in the list providad. If your our policy
< Employer Details employer is not on that list, call 0800 661 000 or +64 3 943 4254 to have them
» Terms and Conditions

Practising Licence Application / added. To save time, have the fellowing information on hand:

Renewal
* the full name of your employer,

Invoices
My CESC *® their address,
External Links: * their contact details and

* the name of a contact person,

Standards New Zealand

Manage my RealMe | Bt Update Employer
i E =

cancal] | updata

Result: EWRB'’s records are updated, and the employee is now linked to
the selected employer. The selected employer’s name and address display

in the Employer field.

Note:
. Employers are only listed in the drop-down list if they have
been recognised by EWRB. See ‘Becoming a Board-recognised
employer’ on page 4.
. The employee can only select their current employer, not
remove an existing one. Once an employer is displayed here,

only the employee can change it, and only the employer can
remove the link. (See ‘View or Update List of Employees’ on

page 14 for more details.)
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Elect for Employer to Pay Fees Later
When an employee uses their view of the EWRB website portal to apply for renewal of their
practising certificate, they have the option to pay the fee themselves, or to nominate you (their

employer) to pay it.

An employee uses the following steps to elect that you, as their employer, will pay their fee. (Before
they begin, you must be selected as their employer. See ‘Add Employer Details’ on page 29.)

Employee logs in to the
EWRB portal, using the
RealMe login for their
licenced electrical
worker role.

Result: The EWRB website portal recognises the employee is an electrical
worker role, and the Electrical Worker Home screen displays.

Employee selects
Practising Licence
Application / Renewal
from the left-hand menu,
and completes the first
four steps of the process.

Manage my RealMe = |figh

ELECTRICAL WORKERS
REGISTRATION BOARD

A D

SAFETY | COMBETENCY | COMPLIANCE

EWRB Home | _Search the Public Register )| Online Store \

need some help?
Contact us on phone 0800
661 000 or if from overseas
+64 3 943 4254 between
8:30 am and 5:00 pm Monday
to Friday

Or email us on
info@ewrb.govt.nz

our policy

= Terms and Conditions

Electrical Worker Home

Home

B LDclail

Practising Licence Application / Welcome to the secure section of the EWRB website.

Renewal .
Using Personal Details on the left, as a licensed electrical worker you can:
TvoIces

R FCEST = Maintain your personal contact details e.g. phone numbers and addresses.
External Links: = View your exam results if you are sitting Board examinations.
Standards New Zealand = Update your competence training record.

= Add or update employer details if your employer is registered with the

, @ Red
Manage my RealMe ™™ | feel Board.

The tabs above allow you to:

Result: The Practising Licence Application / Renewal — Declaration and
Payment screen (step 5) displays.

Employee reads the
declaration and checks
the box to make their
declaration.

Then they select the
Employee to pay later
option, and click on
Continue.

Manage my RealMe © @

ELECTRICAL WORKERS
REGISTRATION BOARD

SAFETY | COMPETENCY | COMPLIANEE

EWRE Home J| Search the Public Register Online Farms

Practising Licence Application / my relicensing
Renewal = Parsonal Datails

= Practising Licence
of 5 ® ID Card Photo

Home

Personal Details

Practising Licence Application /
Renewal

= Competence Programme

Invoices -

== Declaration and Payment > Daclaration sed
Paymant

E T [[] 1 declare that the information I have provided is correct.

Standards New Zealand

In addition to credit card payment, you can now also pay directly from your bank
account Click ‘pay now’ below and select ‘Account2Account’ on the next screen
for this option

need some help?

Contact us on phone 0800
661 000 or if from overseas

T Bed
Manage my ReaMe ' |fedl

+64 3 943 4254 between
8:30 am and 5:00 pm Monday
to Friday

() Employer to pay later

Or email us on
info@ewrb.govt.nz

our policy

= Terms and Conditions

About This Site Copyright
Sitemap Contact
i Follow us on Twitter

18 wemopee ., newzealandgovtnz

Privacy

Result: A confirmation message displays.
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Employee checks your
organisation name is
shown correctly in the
Employer area, then
clicks on Continue.

Manage my RealMe © b

E£WRB Home || _Search the Public Register | _Online Store JSUTSUNY

Practising Licence Application / my relicensing
Personal Details Renewal = Personal Details
Practising Licence Application / = Practising Licence
Renewal OOOO@ step 5 of 5 ® ID Card Photo
Invoices R = Competence Programme
= Declaration and Payment S Decoratonaed
Payment
External Links:
SHomsdorels Wew Toalamd o
4 " E need some help?
Manage my RealMe ™ fod Your licence is not completed until payment has p
been made. Contact us on phone 0800
661 000 or if from overseas
Your licence card will not be issued until payment is made. +64 3 043 4254 between
8:30 am and 5:00 pm Monday
to Friday

Or email us on
If the employer displayed below is correct then dlick Continue. info@ewrb.govt.nz
our DD“CV
= Terms and Conditions
Electrical Employer Limited

Hamilten

il poeryormsies.  newzealand govt.nz About ke se Copmmke
Privacy Follow us on Twitter

Result: The Confirmation Page displays.

Note: If an incorrect employer is shown, they need to select the correct
one promptly, to transfer the payment to the correct employer’s list. See
‘Add Employer Details’ on page 29.

Employee reads the
information displayed,
then clicks on Continue
to complete their
application.

Manage my RealMe o [y

SAFETY | COMPETENCY

EWRS Home | _Search the Public Register | Oniine store (T ) 1

Confirmation Page need some help?

Personal Details Contact us on phone 0800

e i You have nominated your employer to pay your relicensing fee. 661 000 or if from overseas
:ﬂmsnltg Licence Application / ¥ pay ¥ 9 643045 4954 batash

enewial : ;

= Please ensure that you have 650 Bal and {00 goh ancey,
Invoices to Friday
My CESC v asked your employer is willing to pay the fee online. SrEnak e o

info@ewrb.govt.nz

External Links: = Made sure that your employer is the right one

our policy
it S * Tell your employer that you have selected this box, so they know to go and

pay.

Manage my Reaive ™ e Please note your competency training must be current at the time your
employer pays your application. If any of your competency training expires
before your employer pays you will need to redo your training.

® Terms and Conditions

You can come back and pay for your practising licence yourself by coming back
in to the "Declaration and Payment™ section of your online relicensing form.

VWihen the payment has gone though successfully, you will be able to download
a Tax Invoice (receipt) from the Licence section of your profile

At that stage then your licence card (s) will be processed and sent to you in the
next 7-10 working days.

pr—
l Continue l
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Result: The Electrical Worker Home screen displays.
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