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A step-by-step guide for the online Portal Users 

 

 

 

 

 

Disclaimer: Please note that the information provided in this user manual is for informational purposes only. The processes 
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features and functionality. 
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1.0 Introduction 
Application for a Certificate of Exemption can be submitted online to the Ministry of Labour and 

Industrial Relations (Employment Division) through the National Electronic Licensing System 

(NELS) platform. 

This user manual has been designed to provide assistance on how companies, or any other 

bodies can: 

• Submit an application for category type New 

• Submit an application for category type Renewal 

• Save and Open draft Application 

• Query Status of your Application  

• Respond to additional Information required 

• Cancel an Application 

• Revoke/ Cancel a Certificate of Exemption 

• Duplicate an application 

• Grant Access to an application 

• Download an Electronic Certificate of Exemption 

 

 

 

 

 

 

Please go through the manual thoroughly to avoid any issues. 
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2.0 Application for a Certificate of Exemption 
 

A Certificate of Exemption (COE) is issued to employers, Ministries departments and 

organisations employing non-citizens who are exempted from a Work Permit. Applications can 

be submitted either for a New Worker or for the Renewal of an existing Certificate of Exemption.  

Steps to submit an application for Certificate of Exemption: 

Step 1: Login on NELS portal (business.edbmauritius.org) with your credential 

Step 2: Under Work and Live choose Certificate of Exemption 
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3.0 Application for a New Certificate of Exemption 
 

Steps to apply for a New Certificate of Exemption: 

Step 1: Select New Application 

Step 2: Then click on Continue to proceed. 

 

Step 3: On the landing page. Fill in forms under Employer details and Worker Details. 
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3.1 Fill the Form – Employer Details  

3.1.1 Employer Type: Company 

For applications submitted on behalf of a company, select Company under the Type of 

Organisation field.  

Step1: Enter your Business Registration Number (BRN) and select the Refresh button to pre-fill 

your details registered with the Corporate and Business Registration Department (CBRD). 

Step 2: Registered company details from the CBRD will be displayed on the form. Review the 

information for accuracy and complete any missing fields. 
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Step 3: Once refreshed, a list of registered business activities will be retrieved from the CBRD. 

Under Economic / Industrial Activity, select the specific activity the expatriate will be engaged 

in. 

 

 

Note: Fields marked with a red asterisk (*) are mandatory and must be completed to submit the 

application. 
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3.1.2 Employer Type: Others 

For applications submitted on behalf of a public sector entity, select Others under Type of 

Organisation. 

Step 1: To the question, “Are you applying on behalf of a government / parastatal body?”, 

Select Yes or No as applicable. If Yes, choose your ministry from the dropdown menu. 

Step 2: If your specific government entity is not in the dropdown list, select Other Government 

Body. If you are applying on behalf of a parastatal entity, select Parastatal Body.  

 

 

 

Step 3: Once all required information for the organisation has been completed you can move 

between Form sections, use the Next and Back buttons at the bottom of the page, or select a specific 

section directly from the left navigation panel. 
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Step 4: All the sections must be completed as in below screenshot and then choose the next 

button to fill in the other section. 

 

 

Step 5: Fill Lodging Accommodation Permit (LAP) details if applicable. 

 

Step 6: Fill Recruitment Agency details if applicable 
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Step 7: Upload Documents 

 

 

 

Note: To complete all sections (indicated by a green checkmark), you must fill in every required 

field marked with an asterisk (*) and upload all documents labelled as "Required." 
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3.2 Fill the Form – Worker Details 

In this section information and documents pertaining to the non-citizen worker must be 

provided. 

Step1: Fill in Personal Details of the worker.  

 

NOTE: Expatriate whose passports display only a single name, enter this name in the Surname 

field, as it is a mandatory requirement. 

 

Step 2: Fill in Passport details of the worker. 
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Step 3: Fill in any Qualifications of the worker. 

 

Step 4: Fill in the Dependents section. If the worker is accompanied by dependents, select Yes 

and enter their details. Otherwise, select No. 

 

Step 5: Complete the Occupation details. Click the job title field, type the title, and click Search. 

Select the appropriate job title from the list, ensuring it aligns with the relevant Remuneration 

Order and matches the job title on the employment contract (if applicable). 

 



 

13 
 

Step 6: Specify the number of years of relevant professional experience associated with the 

chosen occupation and fill out the worker's previous employment history under Employment. 

 

Step 7: Upload all required documents for the worker, including a passport-sized photograph. 

You can crop and resize the photo directly on the platform before submitting. 

 

 

Note: Upon fully completing all required fields marked with an asterisk (*) and uploading all 

mandatory documents, all section indicators across the Employer and Worker tabs will display 

in green, enabling application submission. 
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Step 8: Select Place Request to submit the completed application. 

 

 

Note: Select Save Draft (located beside the Place Request button) to save your current progress 

and resume the application at a later time. 

Step 9: After clicking Place Request, a pop-up window displaying a summary of the application 

details will appear. Perform a final verification of all information before completing your 

submission. 

Step 10: Review the applicant details on the summary pop-up. If all information is correct, 

scroll down and click Next to proceed. 
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Step 11: Enter your Designation (Occupation) and Telephone number. Check the box to accept 

the confirmation statement, then click Confirm submit to finalize your application submission. 

 

Step 12: Upon submitting, a pop-up prompt will appear inquiring whether additional workers need to 

be included in the batch: 

• If adding additional workers: Select Yes, complete only the new worker’s details, click Place 

Request, and repeat as necessary. 

• If no further workers remain: Select No to finalize and conclude the entire bulk application 

submission. 
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4.0 Application for a Renewal of a Certificate of 

Exemption 
 

Before applying for a renewal, you must have the worker's previous Certificate of Exemption 

details ready. Depending on how the original application was processed—either Manually or 

Electronically (via NELS)—select the appropriate option on the screen to proceed. 

 

4.1 Renewal – Previous application was done Electronically (on NELS) 

 

Option A: Renewing an Electronic Application (NELS) 

• Permit Number: Type in the previous permit number (MOL-COE-YYYY-XXX). 
 

• Expiry Date of Permit: Select the expiry date using the calendar picker. 
 

• Employer Identification: 
✓ For Companies & Parastatals: Enter your BRN or Registration Number. 
✓ For Government Bodies: Leave this field blank. 

 
• Proceed: Click Continue to launch the renewal form. 
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4.2 Renewal – Previous application was done Manually 

Step 1: Provide the Permit number from the previous hard-copy Certificate of Exemption. Input 

the issuing year in the first field and the certificate reference number in the second field (e.g., 

enter 2025 and 1468 for Certificate No: 2025/E1468).  

Step 2: Select Continue to load the manual renewal form. 

1. Enter the previous Certificate Number in the format YYYY/EXXXX (e.g., 

2025/E1468). Type the year in the left text box (e.g., 2025) and the permit 

number in the right text box (e.g., 1468).  

 

2. Click Continue to open the application for renewal. 

 

 

 

Step 3: On the landing page, complete all required information and upload supporting 

documents under both the Employer Details and Worker Details sections (refer to Section 3.0: 

Application for a New Certificate of Exemption for detailed guidance). Once all sections are 

complete, you can submit the application or add more workers. 
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5.0 Save / Open Draft Application 

5.1 Save an Application for Certificate of Exemption as Draft 

To preserve your partly filled application and resume the application later, select Save Draft at 

any time prior to submission. 

 

 

5.2 Open a Draft Application for Certificate of Exemption 

To open a Saved Draft Application: 

• Step 1: Click Your Area in the top navigation bar. 

• Step 2: Go to Applications → Drafts. 

• Step 3: Select your saved draft and click Open to resume where you left off. 

• Step 4: If you no longer need a saved draft, you can remove it by clicking the Delete 

button next to the Open button. 
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6.0 Tracking status of your Application 
 

To track the status of your application for Certificate of Exemption, follow the steps below: 

Step 1: Navigation: Go to Your Area → Applications. 

Step 2: Filter Setup: 

• Application Type: Select Certificate of Exemption. 

• Date Range: Enter From and Until dates, or click Clear all to view all applications. 

Step 3: Execute Search: Click Apply Filters. 

Step 4: View Status: Locate your application in the list below to view its current status (e.g., 
Under Review, Clarification Requested, or Approved). 
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7.0 Granting Access to another Person 
You can grant access to your Certificate of Exemption application to other registered users on 

the portal in two ways: 

• Change Application Ownership: Transfers full ownership to another user, updating the 

registered user and authorized representative details on the application. 

• Grant Follow-up Access: Keeps the current owner unchanged while allowing another 

user to track and monitor the application status. (Refer to Section 6.0 for instructions on 

tracking your application). 

Step 1: From the main menu, navigate to Your Area → Applications.  

Step 2: Specify a date range using the submission date fields (From / Until), or click Clear all to 

enlarge the search window.  

Step 3: Select Certificate of Exemption from the Application Type drop-down menu and click 

Search.  

Step 4: From the list of submitted applications, click on the application you wish to share to 

expand its details.  

Step 5: Click the Grant Access button to initiate the access delegation process. 
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Step 6: Enter the E-mail Address of the new user to whom you want to grant access to. Ensure 

the email address is registered on the platform and typed correctly to prevent unauthorised 

access. 

Step 7: If you wish to transfer primary ownership, select the radio button under the Owner 

column next to their email. 

Step 8: Click the checkmark (✓) to complete the grant access process. After returning to the 

main screen, sign in with the new account to confirm the application is visible. 

 

Note: To verify that ownership was successfully transferred, log into the new account; the 

Grant Access button will now be visible under the application. 
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8.0 Additional Information Required 
During the verification and processing stage of your application, you may receive an email 

notification stating that amendments are required for further processing. 

 

 

Applicants are required to strictly adhere to the deadline indicated in the email for providing 

additional information. Non-compliance with the stated timeframe will cause the application 

status to be automatically Set Aside. 
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8.1 Procedure to Provide Additional Information 

You can only modify your application or submit supplementary documents if its current status is 

either “Awaiting Additional Information” or “Awaiting Completion of Conditions”. 

Steps to provide Additional Information: 

1. Navigate to Your Area tab and choose Applications from the main menu. 
 

2. Select COE Clarification/Condition to proceed. 

 

3. The Clarifications/Conditions screen will open. Click on “Clarifications needed” tab to 

display a list of all your COE applications which required an amendment.  

NOTE: You may use the filter option to query for specific application.  
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4. Applications requiring additional information will display a yellow Action required tag. 

Click this button to open the form and update your details. 

 

 

 

5. Read the instructions provided at the top of the page, update your application 

accordingly, and click Send New Info to resubmit. 
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9.0 Electronic Certificate of Exemption 
 

Once your application has been approved, a Certificate of Exemption (COE) will be issued 

electronically with a QR Code. An email notification will be set to the registered user and owner 

of the application. 

The Certificate of Exemption is available to download from the NELS portal by the registered 

user/owner only. 
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9.1 Procedure to download Certificate of Exemption 

Steps to download the Certificate of Exemption: 

1. On the main dashboard, select Your Area. 

2. Open the Permits tab. 

3. Filter the results by selecting Certificate of Exemption under Application Type and 

clicking Apply Filters. 

4. Review the list showing permit statuses, issue dates, and expiry dates to locate your 

application. 

5. Choose the application and click Open to view its details. 

 

6. Once the application opens, scroll to the bottom of the page and click the PDF file link to 

open your Certificate of Exemption.  
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10.0 COE Application Set Aside/ Duplicate/ Cancelled 

10.1 Set Aside Application 

 

Applicants must strictly comply with the submission deadline indicated in the email notification. 

Failure to respond within this period will result in the application being set aside automatically.  

To proceed after an application is set aside, a new/fresh application must be submitted. You may 

use the duplicate feature facility in section 10.2 for better convenience. However, this is 

applicable to type NEW only. 
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10.2 Duplicate Application 

Use the Duplicate feature to copy details from an existing application on your NELS account to a 

new application. 

Key steps and considerations: 

• Pre-filled Data: Core Employer information will populate automatically. 

• Required Inputs: You must re-upload company documents, enter new worker details, 

and attach all required worker documents. 

• Limitation: The Duplicate feature applies strictly to New Certificate of Exemption 

applications and cannot be used for Renewal of applications. 

Steps: 

1. Go to Your Area > Applications. 

2. Adjust the submission date range or click Clear all to broaden your search. 

3. Select Certificate of Exemption under Application Type and click Search. 

4. Click your application in the list to expand it, then select Duplicate. 
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10.3 Cancel an Application or a Certificate of Exemption 

 

To cancel an application which is still in process or to Cancel a Certificate of exemption which has 

been issued already, submit a request through one of the following methods: 

1. Email: Send your request to employment@govmu.org or workpermitregistry@govmu.org 

 

2. In Person: Submit your request manually at the Work Permit Counter (10th Floor, Victoria 

House, Port Louis) 

 

 

 

mailto:employment@govmu.org
mailto:workpermitregistry@govmu.org
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