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* Do not use iPhone device during registration

aaall dalas (JNA 0 sl 0 jgal aadius Y

* Check your mobile number if it is correct, change it if
it is not.
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Logintothe student portal with your assigned username and password
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Once login, locate and click the OJT Management System Icon.
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STUDENT PORTAL

Click thisjicon
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After clicking the icon,you will be prompted with the illuminating
words from HIS MAJESTY.
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Choose one fromthe type of OJT Registration on your dashboard.
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&'— OJT Registration Pan=l

* Please choose one below
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OJT Vacancies

1.Upon clicking the OJT Vacancies option,the Normal OJT Rules and
Regulations will appear. Read and understand the OJT rules and

regulations.and then clickthe checkboxto agree and Register as
Normal OJT
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{_’—— Click the checkbox
Ti

ck to Agree and Register for Normal ©JT

2. Fromthe panel, choose at least three (3) companies from the list.
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3.You can now clickthe Register Me button to confirm your Normal OJT
Registration.
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...........

4. A confirmation message box will appear after submitting the

registration form.
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ShCT OJT Management System
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Paoraonesl Choice
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Personal Choice
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1.Personal Choice OJT registration:

Clickonthe Personal Choiceicon onthe dashboard, then read and
understand carefully the Personal Choice OJT Rules and Regulations.

Clickonthe checkif you agree with the rules and regulations.
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%/ click the check box to apply for personal choice of OJT
c

k to Agree and Register for your personal choice of company for OJT



2.0nyourdashboard, you will have access to download and upload
the PERSONAL CHOICE OF COMPANY FORM.

a. First, download the personal choice company form. Have it signed
and stamp by your personal choice of company

b.Upload the sighed and stamp form from your dashboard.
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2. Tk s Butan 10
Choose 3 Dpen w Dpatiogd  omgamsy Mersond Chosce Fam search tha Torm that you
‘/ want fo upload

s o

3 Chick this busien to
upload the foem

3.0nceyou have uploaded the file. The panel below will show, check your
email forapproval advice oryou can loginto your student portal account

againto checkthe status.
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&4 PERSONAL CHOICE of Company for OJT Registration Form
Tranee ID
Traines Na me

* Whobite Mumber

Please Choose oplions beiow DOWNLOAD CR UPLOAD FORM

* Choose an Option o Download Compary Personal Chace Form

* File uploaded pof (FOR APFROVAL)

This is the fila that you have upicaded. /‘
Waiting for approval
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Equiwalency
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OJT Equivalency
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1.Read and understand the Equivalency OJT Rules and Regulations
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2. After clicking the checkboxto agree with the rules. You will have
accesstothe REQUEST FOR OJT EQUIVALENCY Form.
a.Youcanupload OJT Equivalency Requirements

b. Clickthe Upload File to upload your requirement

c.Confirmthe upload once done

d.Check your email orloginto your student portal account forthe

status of your request.
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A MECUEST FOR 0UT EQUIVALEROY Form
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for ST Equivalency ETETEN =——— ciick this bumion to upioad tha e

ShCT OJT Management System

-After upload confirmation, you will be redirected to your

dashboard. Wait for the approval of your request.
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,&I— OJT Registration Panel

* You have successhuly uploaded your OJT Equivalency Requirement.
Check your email for the approval status of your request.

Date of Registranon :
Type of Registration : CUT Equivalency Regasaton

Training Paica

Start Daiw : 2017
End Dats : IEIT
Aitigned Company : MO Asigreg
Suparviser MOt Angigrasd
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Online Training
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Click onthe Online Training icon onthe dashboard, So you will be

registered directly as Online Training
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1.Login to the Student Portal with your assigned username and password
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2.0ncelogin, locate and click the OJT Management System Icon
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STUDENT PORTAL
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3 .After clicking the proceed button, you will be redirected to your

OJTMS dashboard. The dashboard contains your OJT details like

date of registration, start and end of your OJT program, assigned

company, and your supervisor.
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al- OJT Registration Panel

Date of Registration :
Type of Registration :
Training Period
Start Date

End Date:

Assighed Company :

Superdsor:

Di%s 20Ul dulaig.cl ol b pitoll Gl

Normal Registration

22T
24092017

szent Itis important to assign your
~ indusirial supervisor at once. The
Sohar Ingusinal E51ate ASminisiaton industrial supervisor is your
s immediate superior in your assigned
HOLASSNE] o= |ndustrial Supervisor not assigned company

11
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1-Onyour dashboard, click on the Console button to view OJT Settings.
2-Onthe Add Industrial Supervisor panel, enter all details of your industry
supervisor.
3-Then after completing the form, click the Save New Industrial Supervisor
buttonto save details of your supervisor.
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OJTMANAGEMENT SYSTEM VER 1.0

Stan Dune

Axvigned Scampaey
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-After adding asupervisor successfully, you will be given access to

UPLOAD and DOWNLOAD Training Requirements. See image below
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Dietaila of yodar industsial el
h Upload Training Reguiremesn it i Downiead Training Reqguiremanis
- ep
Chosts Typs of File o Uplosd Sepoat Format -—
Click this to download
Fech Py B s ek A3 R vl \ . ¢ PR report format
Choose from the select box Click this to download
m tor thie bype of file that you attendance aheat
et il

Download Training Requirements:

a.Industry Supervisor Assessment | (upload after four weeks).
b.Industry Supervisor Assessment Il (upload after eight weeks).
c. Attendance Sheet (upload after eight weeks).

d. Final OJT report (upload after eight week).
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-Feeding your weekly activities in your Activity Logbook

Onyour Dashboard, clickonthe Logbookicon. The Trainee

Attendance Report and Activity Logbook panel will appear.
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-After clicking the Save Activity Log button, your activity log
will be ved and listed inthe View Trainee Attendance Report
and Activity Logbook which is located below. Referto the

image below.
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E" View Traines Attendance Report and Bctivity Loghook

Aptivity Log Friom #otivity Log To Acuvity Log Dats upbasded
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Duration Date From  Duration Dats To submit your
Your actvities and work onling logbaok
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