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INTRODUCTION
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.

SCOPE
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. 



PV Green Card user manual | 2

COMPANY REGISTRATION PROCESS

1.1 Complete Company Registration Form Data

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

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

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

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

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

	y 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. 

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:

	y Voucher (disbursed at SAPVIA’s discretion)

	y Credit/Debit Card 

	y 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.

An email confirmation will also be sent to the email used to register the profile.
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1.4 PV GreenCard Recommended Installation Company

	y 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

	y 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 DoL/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.

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

PV GreenCard Assessment sample			   DOL/DEL Certificate Sample

	y The PV GreenCard Admin will receive a notification to review and approve the registration.
	y The Company Registration will now reflect in the Recommended List.
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EDITING INSTALLER PROFILE

	y 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.

	y 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.

2.1 Adding the Installer

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

	y 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.

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

	y 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.
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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

	y Login into the PV GreenCard Profile via the PV GreenCard Website. From the menu 
bar, click on ‘PV GreenCards. Create New’

	y With every New PV GreenCard created, you have to read and accept the Terms and 
Conditions.

	y 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.

3
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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

	y 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.

	y The form will not be submitted if the required fields (indicated in asterisks) are not 
completed.
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3.2 Admin Processing fee of the PV GreenCard Document

	y Once the installer has submitted the PV GreenCard, the administrator will receive an 
email from the system to review the submitted PV GreenCard.

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

	y Once logged in, navigate to the PV GreenCards tab and click the drop-down arrow and 
select GreenCard Reviewals.
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	y The GreenCard ‘Reviewals’ will bring you to a list of PVGC that have been submitted 
by the installer to be reviewed.

	y 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.

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

•	 The cost of each PV GreenCard document is R50.00

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

	y Tick all three tick boxes and proceed to the ‘Continue to payment’ button on the 
bottom left.



PV Green Card user manual | 11

	y Follow the prompts and select ‘YES’

	y Enter Credit Card information



PV Green Card user manual | 12

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

	y The PV GreenCard document is sent to the customer via the Web App.

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

	y The customer will either approve or decline the GreenCard.
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3.4 Filing of the document

	y You should now see your Completed PV GreenCard under your list of PV GreenCards.

	y A draft version of the PV GreenCard document can be saved and submitted later.

	y 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.

•	 A red status indicates a document that has not been signed off by the client.

•	 A green status indicates that the customer has signed off.

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

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

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

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

	y 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. 

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

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

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

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

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

mailto:lineo@sapvia.co.za
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ANNEXURE A – PV GREENCARD SAMPLE
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