Withdrawing a Trainee (ERS)

=\
=~)Tip Sheet

Overview

Once a trainee has finished studying you must report to this to TEC by withdrawing the trainee.

Click on the Withdraw button.
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The Withdraw/Outcome tab will become be displayed.

The Outcome button will be relabelled as Report.
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Enter in the Withdrawal Date, the Last Date of Attendance and Reason for Withdrawal.

Some of the fields in the Withdraw/Outcome tab will change depending on the Reason for
Withdrawal selected.

Enter a destination if required. Certain Reasons for Withdrawal will require you to record a
destination and contact person.

Click on the Report button.
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You will be prompted to log into the ERS if you have not already done so.
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Electronic Receipting System (ERS) Login®
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If you have problems logging in with your uzername or
password =end an email to: tertiary. help@minedu.govt.nz

8. The details will be submitted and confirmation will be displayed in the panel below.
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