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The purpose of this document is to provide users with information that will allow them to easily
understand and navigate through the processes, systems and control measures outlined in the
document.

The user manual contains all essential information for the user to make full use of the PV
GreenCard system. It is targeted at pv installation companies that wish to register and join the
PV GreenCard programme.

The manual provides a step-by-step guide on online registration, navigating through the system
to edit the company profile, including adding installers and most importantly the process of
completing the PV GreenCard document.



0 COMPANY REGISTRATION PROCESS

1.1 Complete Company Registration Form Data

* Registration is online, on the PV GreenCard website: www.pvgreencard.co.za

» Once on the website, click on the ‘Register’ button, located on the top far right of the menu
bar.

* The ‘Register’ button will lead you to a registration form, where you will enter your company
information and upload your company logo.

* You are then required to accept the Terms and Conditions, on the bottom left of the
Company Registration form once you have read them.

« Continue to make payment, by clicking the ‘Payment’ button on the bottom right of the
Company Registration form.

* The cost of registration is a minimal fee of R1000.00 per year, which allows you limitless
access to your profile to manage your installations and keep record of documents.

Q PVGreenCard
WRRp R R——— e |
SOLAR PV INSTALLATIONS

Ensuring the Responsible and Sustainable Growth of the Industry

Your installation company will also be featured on the PV GreenCard website under
Recommended Installation Company or Installation Company listings. For more benefits,
please use this link. Benefits - PV GreenCard

1.2 Payment

The ‘Payment’ button will lead you to a payment option page, where secure options are
provided as follows:

* Voucher (disbursed at SAPVIA's discretion)
* Credit/Debit Card
e EFT
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1.3 Registration Confirmation

Once your payment is successful, you will receive a registration confirmation, with your unique
account number.

a ™
Thank You Nene'!

Registration completed.

YOUR UNIQUE ACCOUNT NUMBER : INST-1663873-1 @

Your registration is complete. One of our SAPVIA consultants will review your details shortly.

CONTINUE TO WEBSITE

\_ /

An email confirmation will also be sent to the email used to register the profile.

PV Green Card user manual | 3



1.4 PV GreenCard Recommended Installation Company

* Login to your new profile to complete personal information.

Add your ID number — Recommended, but not compulsory
Upload your profile picture — Recommended but not compulsory
+ Password change — only if you wish to do so

* To be listed as a Recommended Installation Company, you are required to enter
information about your Department of Employment and Labour (formerly Department
of Labour (Dol)) Certificate and your PV GreenCard Certificate. Kindly note that the
person that holds the DolL/DEL certificate and the person that holds the PV GreenCard
Assessment certificate, need not be one and the same person, it can be two people,
meaning, the DoL/DEL certificate maybe registered one person and the PV GreenCard
certificate by another person.

* You are also required to upload both certificates, and click the upload button

PV GreenCard Assessment sample DOL/DEL Certificate Sample
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* The PV GreenCard Admin will receive a notification to review and approve the registration.
* The Company Registration will now reflect in the Recommended List.
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Q EDITING INSTALLER PROFILE

* To add or remove installers you need to login as the Administrator for that company.

You can do this by logging in as the Administrator and then clicking on the ‘Installers’
tab of the menu item.

You are allowed up to 10 installers. You will notice the ‘Installers Maintenance’ menu to
the left of the screen. This widget will keep a tab on the number of installers you have

registered. In the example below, 1 installer is registered and a remainder of 9 installers
can be added.

SAPVIA

& Instaler Ut (1]
B Add New installee o

B9 Purchase More Registrations

Additional Instafers

10 1 9
N )

2.1 Adding the Installer

To add an installer, click on ‘Add New Installer’ button on the widget.

Fill in details of the installers in the form as shown below. Simply fill out the First Name,
Last Name, select the Branch that you like to assign the installer to and his email
address. Please remember that email addresses are unique in the system, in other
words, you cannot use the same email address twice.

Once you have completed the New Installer Form, click on the ‘Add’ button located at
the bottom right of the form.

The installer added will receive an email with login details attached. The system will
auto generate the password for the new installer. The installer has to login into the
profile and change the password.

a HEW INSTALLER \

Add your instatler here.

Hote Piesre ke et ou filkee uo will P statafls hat pou have added n

Firvl Mame Las! Mams
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2.2 Deleting the Installer

To remove an installer, click the toggle icon to the right of the installer table and select the
‘Delete’ option. The installer will be removed of the system.
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COMPLETING PV GREENCARD
DOCUMENTATION

NB: Download the PV GreenCard app on your mobile device from the Google Play Store,

this will allow for your PV GreenCard documents to be completed on site.

3.1 Filling out the form

* Login into the PV GreenCard Profile via the PV GreenCard Website. From the menu

bar, click on ‘PV GreenCards. Create New’

@ o0 compey st -

e Compaty 2 Installers B Paymaents

@ Fans
& GreenCard Reviewals

1 Create New

[} Halpdesk

& Home o BB GreenCaed List

This is your Dashboard

Thiz page will pravide you with 3 surmimary of all your sctivites. Oncs you SLar using 1he sysiem you will see changes here

*  With every New PV GreenCard created, you have to read and accept the Terms and
Conditions.
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« Complete each section of the PV GreenCard by navigating left or right through each of
the four sections. Once all the sections of the form have been completed as illustrated
below, you have completed the PV GreenCard form. You can save a draft or click on

the ‘Submit Form’ option.
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+  System and owner / operation = 100% completion required
+  System Components = 100% completion required
+  System Design — 100% completion required

+ Documentation — 100% completion required

/El ieal B CreaLing & fiew GreenCeed g ﬂﬂﬂﬂﬂmm:h

* Type ol mystem miniaion. () Godtied () ot gric

* mectinnat information on type of sysies () RooBop () Growd erounted (O} Facade () Roof mtegrated (T} Other

Fuitier notes desoribing the syslem

\'-ns—h’kﬂ-mm-:mal 2l mceules np) Eum'r-F

+ Once you click on ‘Submit Form’, your local administrator (if not you) will receive an
email with the option to review the card or form.

+ The form will not be submitted if the required fields (indicated in asterisks) are not
completed.

Standards and guidelines

)+ comtcam of compiarce hos suen vt

GreenCard Saved!

et

/_\

Incomplete GreenCard!

Unfortunately we could not submit your GreenCard for
approval but we have saved a draft. Please complete all
the required fields highlighted in red and try again.

e
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3.2 Admin Processing fee of the PV GreenCard Document

* Once the installer has submitted the PV GreenCard, the administrator will receive an

email from the system to review the submitted PV GreenCard.

* The administrator will then click on the link in the email to login.

GreenCard # : 1573345

Installation Summary

Thiz Tollowing Installer st complebed your PV installnion

Cuslomar Company

Customer Full Mame : I

Customer Contact Number ; NG
Instakiation dondg by IR

Instructions?

Plaass login 1o the Wab Application and review 1he above GreanCard
Musnbier,

Click on this link 1o login. When you have complated reviewing the Card you
can ssies the Cand o the cusbomer for revie,

Questions?

Feod froa o contact us niylime lor questions aboul your aocownt

Sincaraly,
SAPVIA Team

* Once logged in, navigate to the PV GreenCards tab and click the drop-down arrow and
select GreenCard Reviewals.

W PRI NEA S LOTA

Loty 5 Mooty @ 1A 1 hieipdent

A PROFRE INFORMALTION

LA B
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* The GreenCard ‘Reviewals’ will bring you to a list of PVGC that have been submitted
by the installer to be reviewed.

* The 'GreenCard List’ will show you a list of PV GreenCards that have been generated
and their status, i.e.; Orange is Draft — Green is complete.

) o W g s s o 0 8

* On the far-right corner, click on actions to get options on your next step.
* Once satisfied with the PVGC, click on Pay and submit.

£ Compary - San koo Solar

B OEFE R ARDS FOR RV

\ /

The cost of each PV GreenCard document is R50.00

These are nominal administrative costs to maintain the filing of the documents.

~

/O PVGreenCard

GreenCard # 1573321

GoeerCarc Payment
e
W I page yuu e sbie £ suloet Pax OreenCand 10 Tiw cusiomm ofter papry e ¢ Seemr Card Cest of & 50,20

7] tare yoo carelilly reviewed B OepwrSacd

[ 2o yow satistod allisformation = senane
=
[5] 15 Pw bretater gy

GreenCard Payment

Qotd Cost:R50.00 j

» Tick all three tick boxes and proceed to the ‘Continue to payment’ button on the
bottom left.
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* Follow the prompts and select 'YES'

Proceed to Payment?

Are you sue that you are happy to subenit thes GreenCaed to
the customer now?

* Enter Credit Card information

4 N

Payment for [1573321]

Proceed with your payment of : R 50.00

|
Card Number MM/ YY

Pay now
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\

Payment for [1573321)

Proceed with your payment of : R 50.00

e &Y cAPITEC

o tertord.
1D Chack

Please swthenticate yoursell wsing yoss phisne

0 yOu Divwl yOur CHRONOOE (DUMDE! ANGNY M " B4T4) Wb you 10 warfy your Santachon”

Once the payment is successful, you will see the message below.

Fw,w WS DVGIOENCard £0 2R/ Gp Cay i en /00 b | dompleten

Q PVGreenCard

Thank You!

Your GreenCard has been submited 1o the customer for review.
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The PV GreenCard document is sent to the customer via the Web App.

PVGreenCard O &

GreenCard Review.

A Registered Installer has completed your PV installation and requires your sign-off..

PV GreenCard Number : 1573321

Installer Info?
The following Installer just completed your PV installation.

]
|
(400) 500
Instructions?
Please go to this link and complete the review so that the installation can receive a Green or

Red card status. The Installation company will automatically be notified of your review.

Questions?
Feel free to contact us anytime for questions about your account.

Sincerely,
SAPVIA Team

© 2017 All Rights Reserved

The customer will receive an email with the link to the Web App to review the
document.

The customer will either approve or decline the GreenCard.

/ . ~
& PVGreenCard 7 m\
\ @//

1573321

W Yo mataleTon a0 be aCTroned Eour revew of B raaletion wil 5e 3enc back 231 racele pay W T 0 - e w50 dlick en B BB POF

[ T T
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- N
€ PVGreenCard 7 g\

1573321 e

s B Bl P 1 e T L et el FLE

il ==

3.4 Filing of the document

* You should now see your Completed PV GreenCard under your list of PV GreenCards.
« A draft version of the PV GreenCard document can be saved and submitted later.
* There are four different PV GreenCard statuses.

A draft version is indicated by an orange.

A PV GreenCard that is blue, indicates that the document has been submitted and
outstanding approval by the customer.

- Ared status indicates a document that has not been signed off by the client.
A green status indicates that the customer has signed off.

* The installation has now been documented on your profile.
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3.5. Red Card Process

* What is a Red Card? It is issued by a customer for an installation that has not
met the requirements

* When a complaint is received, SAPVIA will reach out to the installer in question
to inform them of the complaint.

* The installer must then make contact with the complainant to rectify or resolve
the issue, within 10 days of the complaint.

* SAPVIA will, after 10 days contact the complainant to find out if the issue has
been resolved, if not the issue will be escalated to the Electrical Contractors
Association of South Africa (ECASA) as a third-party intervention support.

* ECASA will then run the ombudsman process to try and resolve the issue.

* The ECASA will conduct an inspection and investigation. A report with findings
and recommendations will be issued to SAPVIA.

* The ombudsman will enforce as per the electrical installation regulations (which
is governed by Dol under the Occupational Health and Safety Act).

* Should the matter not be resolved within 60 days, the installer will be excluded
from the PVCG programme, until the matter is resolved.

p p—
€ PVGreenCard Ix’@"‘u
1573321 \. = /
\_ (& st | )y

We are here to support you,
for any further queries, please contact Lineo Masopha
(Administrative Officer).

Office: +27 (0)11 553 7264
Mobile: +27 (0)82 704 6674

Email: lineo@sapvia.co.za
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ANNEXURE A - PV GREENCARD SAMPLE

o PVGreenCard

PVGreenCard # 1573219
Date of Application : 25/1002019
Date of Approval : 28/10/2019

Dol Regislerad Parson | e
PV GraenCard 05231167 it

DOL # - 128544NFO
PV GreanCard 2 - INST-9651527-1

Solar PV Systemn Installed

Installed Capacity 179
Type of Systermn Grdtied
N
w - E
- (e

Alignment
Roaf Pitch 5
Noles:

Qwner/Operator
S ———————— e —

Maorgancoal

"

e e —

Location of System

Battery Sackup System No
Multple Oriantation

Installer/|ssuing Body

17 Hildene Rd Hildene

|

Elactrical line dagram showing main components
Roof amray layout and string plan with inverter allocation

For the PV=mode| used
Technical dala sheels
Usar/installation informatiom
List of serial numbers of all modules
Manufacturer wamranty document
Coples of test certficates

For the DC Isolator swichgear
Technicy dala sheels
User/ingtallation Informatiom
List of senal numoers of all mocules
Manufacturer warranty document
Coples of test certficates

Yiald and consumption analyss
Documanstation of the systam monitonng

Please st 2l other docurnents not covered in the list abave:;

Checklist of accompanying documents

Commissoning approval latter from the utlity company{Municipality! Eskom)
Electrica| certficates of complance, completed and signed by the designated instaber

For the inverters

yas Technical dala sheels
yas Usar/installation informatiom
you List of seria| numbers of ol modules
yes Manufacturer warranty cocument
yes Coples of test cenvficates

For the mounting system
yes Technica| dala shesls
yas Usarfinstallation informatiom
yas Structural engnearng documents
yes
yas

B.Other documents(as applicable)

Fire Warning diagrams showing where to isolate Solar PV Panels
via DC |solators in case of fire, Where to isolate PV Inverters

locally next to each Inverter and In the main Switchroom,

yos

yes
yos

16




PVGreenCard

PVGreenCard # 1573219
Date of Apglication : 251102019

. Dste of Approvsl : 28/10/2019
Systern Components
Modules |nverters

Manufaciurer 1 Canadian Solar Manufacturer 1 Huawe:

Madule Type CSIU=PIE0=K1 Max |nverter Type Sun 2000 = B0KTL

Inslaled Capacity 179 Grid Opperalor Approved yes

|EC Certifaa yas NRS 067-2-1 Cartifiea ves

Manufacturer 2 Manufacturer 2

Module Type |nverter Type

Installed Capacity Grid Cpperator Approved

IEC Certified NRS 037a2=! Cerlified

Notas shotesnake and model x 3 All synchranzad via RS485 communications and corfire

Cables and Power Lines
PV String Cable PV Main Cable (DC) Power Line (AC)
Manufacturar: Hulsabel Segee Solar Averdara Cables
Type: SOLARFLEX H1Z222e4 1C X DCENFeEL 1000V 1881 _II 35mm2 SWA + ECC One per i
Cross Section: 6 13 35
Currant Carrying Capacity: yos yos yes
Mounting System Roof Hooks
Manufacturer K2 Type
Type K2 Mani Rai| Roof Hooks |nstallation
Location Sloped roof Bullong Requrements Mat Structura] Engineer Appraved The Loads
Design Roof=paralel Which Are Designed According To
i ning onto roof via Thread forming screws WL ‘ ) SANS10160

Fastoning system 9 v 9 Mirimised Corrolion Risk yes

n \\§
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 PVGreenCard

PVGreenCard # 1573219
Date of Application : 25/10/2012

P Dste of Approval : 2811012019
System Design
Number of Arrays: k- Installed Capacity 179
Notes:
Sub Array 1
Module Orentation: 0 System Operating voltage: 554
Module Pitch: 5 System Cperating current: av
W of Modules in saries per slring: 14 ¥ of strings: 36
Grid Connection Fire Safety

Bidirectonal Meter i Grictied . Smoke and Heat Extraction: yes
Reversa power Hocking: With reverse pawer bjocking Firewalls and Comparimants: yas
SANS 10142=1 Complient: yes Wamning Signs |nstalled: yes
NRS 097-2-3 Complient: yes Laballng | addueling Where To lsolate |n Case Of Fire, Customer has a fre sprnkler systedi v

Lightning and Surge Protection
Risk assassment (SANS 623052 ) No

Bullding without lightning Protection

Electrical Safety
Complies with Rules and Standards: yes
DC Installation Prolection: yes
UV and Weatherproof cables: yes
Expased Cable protecson: yas
PV Applicable DC Components: yes

Notes: DC Type | and Il Surge protection In Sring boxes and Insy

Additiong] External Protection: yes
Equigotential Bonding yes
Type 2 DC surge arrestor yos

OR

Building with lightning Protecti

PV Systam within protection:
Seperation Distance Kept: yes
Equipotental Bonding yes
Type 2 DT surge arrestor yos
Type1&2 combination ameaslor

OR
Meta| Substructure ties to prolection: yes
Type 1 DC Ightning amestor: yes
Type 2 DC surge arrestor yos

Type1&2 combination arrestor: Fire Warring diagrams showing
Fatexton Company Has Bean Requestad By The Enginser 1o install earth spid

Wind Loads (Roof Mounted Systems)
Load Bearing Assessment:  Struclural engineer employed by the diont direcy
Aging Conditon AssassmentStructural Engnear Employad By The Client Diradly

Anchoring and Load Applicasan: yos
Roof Penat-ation: yeas
Height of Bulding: 14
Wind Speed Assumpton: 36
Wind Zore Load: D
Edge Distance: Q
Roof Ridge: 0
Eaves: 0

LA QIR cables from the roof comers,

Commissioning

Date of installation:
Date of First Commissioning :

14/08/2019
24/10/2019

Disclaimer:

Nots: This Is & declaration that the PV system descnbed in this document was installed sccording fo curent industry best practice standard's,

This document comprises this cover sheet and Annex 1
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