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Introduction

This guide is prepared to PLD employees in order to start utilize the portal
frontend site dedicated for each department. This guide also shows cases of
system's screens and explains the steps each employee should follow in order to

use services provided by the portal front end site.
About PLD Add Employer

The purpose of this service is for a professional - who has a valid professional
license - to work with another employer in addition to the primary employer
that s/he is currently working with.

This service is also used by a professional - who has a valid LOA or previously
acquired a license and now he is not working for any employers - and wants to
work for a healthcare operator - which will be his/her primary employer.

Target Audience

The guide is specially designed to address the following of DHCA employees:

oNew employer (New Healthcare Operator)
ePrimary employer (Primary Healthcare Operator)
eApplicant (Healthcare Professional)

o|T Admin (CRM Admin)

Guide Map

The following table indicates how this guide is categorized:

Chapter Title Description

Readers of this chapter shall be
introduced to detailed instructions about
the phases that the healthcare
professional applies for adding a new
employer with LOA passes through.

Healthcare professional applies for
adding a new employer with LOA

Readers of this chapter shall be
introduced to detailed instructions about
the phases that the Healthcare
professional applies for adding a new
employer passes through.

Healthcare professional applies for
adding a new employer

Readers of this chapter shall be
introduced to detailed instructions about
the phases that the Healthcare
professional applies for adding a new
employer and the new employer reject
employment passes through.

Healthcare professional applies for
adding a new employer and the new
employer reject employment

Healthcare professional applies for Readers of this chapter shall be
adding a new employer and the introduced to detailed instructions about

primary employer reject employment. the phases that the Healthcare
professional applies for adding a new
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employer and the primary employer
reject employment Passes through.

-

GOVERNMENT OF QLIBAI

This chapter is dedicated to IT Admins as
it sums up all the possible configurations
that can be done regarding adding new
employer.

PLD Product Users

The following table sums up the PLD application process by mentioning the main
concerned employees as well as the tasks assigned to each one of them:

System Configuration

Role Name Assigned Tasks

eSelects new employer or primary employer.
oFills an application to add a new employer.
eEnters MMI and BLS details.

ePays fees and enter courier details.
emakes some modifications on the
application.

Applicant

eReview applications.
New employer eApprove and reject applications explaining
the reason in case of rejection.

eReview applications.
Primary employer eApprove and reject applications explaining
the reason in case of rejection.

eChanges application statuses.
eCalculate fees.

System eSend notification mails and messages to
applicant, new employer and primary
employer.

PLD Application

Statuses

During the phase of any PLD application, the system shall mark every phase with
a status to indicate the current phase through which the application passes.
The following are the different application statuses:

oNew

eOpen

ePending on submission

ePending on new employer approval

ePending on Primary Healthcare Operator Approval
ePending on payment
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epending on Finance member approval

ePending on Courier Details

ePending on MMI & BLS Submission
ePending on PLD Team Member Approval
eClosed

eCancelled

The following table provides the reader with a definition to each unclear or
ambiguous term or abbreviation used extensively throughout the document:

Term Definition

Applicant The one who initiates the new license
request which can either be the
healthcare operator or the healthcare
professional

BLS Basic Life Support

Emergency procedures performed to
sustain life that include cardiopulmonary
resuscitation, control of bleeding,
treatment of shock, stabilization of
injuries and wounds, and first aid.

COP Clinical Operational Permit

It is the authorization issued by the
Registry of Companies to a healthcare
operator allowing it to conduct one or
more Clinical Activities.

DHCR Dubai Healthcare Regulatory

Healthcare Operator Means a hospital, clinic, laboratory,
pharmacy or other Entity providing
Healthcare Services in DHCA, holding a
Clinical Operating Permit duly issued by
the Registry of Companies in accordance
with the Healthcare Operators Regulation
and the applicable Rules, Standards and
Policies

LOA Letter of Acceptance

MMI Medical Malpractice Insurance

Is a professional liability insurance which
protects physicians and other licensed
health care professionals from liability
associated with wrongful practices
resulting in bodily injury, medical
expenses and property damage, as well as
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the cost of defending lawsuits related to
such claims.

PLD

Professional License Department

1. Log On to DHCA Portal Frontend Site

The section is dedicated to all healthcare operators and healthcare

professionals in order to help them know the steps required to log on to
DHCA Portal frontend site.

Start executing the following steps

1. Inyour browser, enter the URL of DHCA portal frontend site, Authentication Required
window opens.

Dubai Healthcare City Authority
Regulatory - olaiill EUSG

Sign In

Please Enter your information below

E-mail
Password

Forgot Password

2. On Authentication Required window, in E-mail and Password text boxes, type your E-
mail and password as a health care professional or a health care operator.

3. Click Sign in, portal home page will be displayed.
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SUSPENSION OF DHCA EXAM DUE TO MODIFICATIONS OF PROFESSIONAL LICENSING More

About DHCR E-Services Media Center Partners Press Release Contact Us

There are 2 scenarios:
a. Navigating to workspace to see pending task or request scenario.

1. Click on the upper arrow, then go to “workspace”, workspace home page opens.

A+ @@+ A- {0 Welcome, abdulr: n zeyada l
R —

Dubai Healthcare - -
GOVERNMENT OF DUBAI Regulatory - Edit Profile

Change Password

Logout

WELCOME JO

Dubai Healthcare City Authority - Regulation
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professional patient investor

K FIRST PUBLIC LIST OF VIOLATIONS AND FINES ANNOUNCED FOR THE DUBAI HEALTHCARE CITY More

ﬁ.\\‘ About DHCR E-Services Media Center Partners Press Release Contact Us

2. Go to the required task or payment and click to open.
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b. Applying for adding a new employer scenario.

1. Click “E-Services” from portal homepage.
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2. Go to “professional licensing services”
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— E-SERVICES _
=

PROFESSIONAL LICENSING  FACILITY LICENSING

SERVICES SERVICES
3. Click on “Part time license”.
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== SERVICESLISTING

E il Uionning el

New Professional Licansure

Apply for & new professional Scanse

NOREL DCTALE

Part Time License i e—
Apply for acding addonal eamplayers (Far
ben)

MORE DETALE

| Renewal of lcense
- Apply to renaw your Frofessional Licens

NORE DETALS

Reapplication
Apply 1o reappty for & Boansa

MOAL DETALE

Upgrade Professional Licensure Process
Apply o upgrade an active [ikense from ona
speciaky t ...

Deactivate Professional Licensure

é

Apply o Inactivate o licensa

MOAE OETARS

o Latier [ssuance
cm Ragues! for Professonal ofiar |

o

MM, BLS, Title and Name Updates
1 Apply Tor MAS_ BLS, Title and Name Updates

J NOAE OETALE

Activating License or LOA
‘ Apply for activaing @ License or LOA,

MORE DETALE

Change of status
Apply to Change Primary Emplayer

NOAL OETALE

4. Click on “apply for service” button.
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=== DEPARTMENT SERVICE

DEPARTMENT: PROFESSIONAL LICENSING SERVICES

SERVICE MAME Prart Time License
DESCRIPTION This serice erables the licensed professional to add additional eamployens o their licerse.
PREREQUISITES

= \alid DHCC licanss

= O herther Srcm new faci lity
* Appraved service in the new Bacilty

REDLNRED DOCLRAENTS

1. Mo abjectian ketter fram the primany faclity. <hit=

. Offiar lettar from the new Gacility. <bo>

3. Madical Malprachcs nsurance 1o oover the prachics under the new faclity. <brt=

4. Receipt of required payment (a8 par fes strscture). <bo'®>

B Passport Sige phalo Tor licefse Ssiiancs. <bo'> I
FEES (AED)

AED 2020 per additional faclity

@ 10 Wiarkdng days

SERVICE CHANMELS Orilire
POLICIES AND PROCEDURES

TE FRAME

= Bubmil &n onling raguaest

® pay reduired fees

= review & approwal by new facility
= review and agproval by PLD

* Licenss msuance
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2. Healthcare professional applies for adding a new employer with LOA

Start executing the following steps

1. Healthcare professional login to DHCA portal with HC professional credentials.

2. Healthcare professional clicks “E-services” from portal homepage.
3. Healthcare professional goes to “professional licensing services”.

4. Healthcare professional clicks on “Part time license”.

APPLY FOR SERVICE

5. Healthcare professional clicks on button, PLD Add Employer

page opens successfully.
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=== PLD ADD EMPLOYER

Add Employer

Al il with () are mandabary

SELECT HEALTHCARE OFERATOR

Heatthoane Operior

SPECIFY CATEGORY & SPECIALITY

Calegory Hursing Grade "

Spedaltty "

PROFESSIONAL LICENSE TYPE

Prodessional License Type © FuliTima
P Therez

CURRENT LOA DETAILS

LOA suanos Dabe z E LA Expdry Dabe
Category Nursing Grade
Ecope Hu i Spociaty

&« m EUBMIT h 3

6. Healthcare professional selects “HCO”, “Grade”, “Scope”, “Specialty” and Professional
license type.
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m==_ PLD ADD EMFLOYER

Add Emiployer

Al fislcds with () are mandabary

SELECT HEALTHCARE OFERATOR

Heafthoone O perior ® Hancy Mokzan

SPECIFY CATEGORY & SPECIALITY

Cantegory Hursing Grade " Registerad Mursing

Boops Hurss Soopa Spadaity " Nursa Spacality I

PROFESSIONAL LICENSE TYPE

Professional Licanse Type ™ ':i' FuliTima
Pari Tz
CURRENT LOA DETAILS
Lo susnos Date : ! [T
Canegery Hursing Grade
Beopa Hu h Spedaty

« Il »
7. Healthcare professional clicks on m button .

8. Healthcare professional verifies that operation success message appears and clicks on
“back to workspace”.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00024
Add Employer Successfully Created/Updated

BACK TO WORKSPACE CONTINUE

9. Healthcare professional verifies that Application saved as a draft.

= WORKSPACE-HOME

P
< _» Workspace
T e

@ Profile | | |

My Tasks 1 B 1 [ 1 @
My Tasks My Requesis My Draft Requ...
m My Requests

S b MY REQUESTS @ Show All
@, My Draft Requests
Mame Creation Date Name eService Status Creation Date
U 7 LY LR T 0 JE PL-AdEmplyr-18-00024 05-0ct-2018 FL-NwLns- 1801117 28 Sep-2016
MY DOCUMENTS WALLET < Show Al MY DRAFT REQUESTS & show Al
Mame Dielete Request
@ Aftachment 9
Diowrland
PL-AdEmphyr-16-00024 DELETE REQUEST
@ Aftschment 9
Diownland
@ Other Attschments 9
Diowlaod
B o
Diownland

10. Healthcare professional opens the task by clicking on it and verifies that its status is
“Pending on submission”.
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-Ll_Ll- Workspace

@ Profile |

My Tasks

My Requests

@ My Draft Requests

nts
% My Documents Wallet PL AdEmpiyr.16-00024

HLEX Aftachment

Aftachment

Other Attachmenis

LOA
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MY DOCUMENTS WALLET &> show
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h | h |
My Requests . My Draft Requ... @
T MY REQUESTS @& Show Al
Creation Date Mame eService Status Creation Date
FL-Mulns-18-01117 28-Sep-2016

All
9 Mame Delete Request
Downlaod

PL-AdEmphyr-16-00024 DELETE REQUEST

Downlaod

Downlaod

e

Diownlaod
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Application Numbsr PL-AdEmplyr-16-00024

I Appikcation Stetus Pending Cn Submission I

Al fiedds with (*) are mandatary

O paratonPrafessional

SELECT HEALTHCARE OPERATOR

Healthoare O peraior ™

SPECIFY CATEGORY & SPECIALITY

Category Hu

PROFESSIONAL LICEMSE TYPE

e

Spadalty

- I"a‘"FuI'I'nri'n':
Prodessional Lice nsi Type =

P Thanez:

CURRENT LOA DETAILS

LA ssuanos Dabe

Category

Ecope

LA Expiry Dk

Crada

Spedaty

3 -1-E

-
11. Healthcare professional clicks on button.

12. Healthcare professional verifies that success message appears and clicks “back to

workspace”.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00024
Add Employer Successfully Created/Updated

BACK TO WORKSPACE

I”

13. Healthcare professional verifies that status is “pending on employer’s approva

- WORKSPACE-HOME
.

Workspace

b

0 3 0 @®

My Tasks My Requests Iy Draft Requ...

My Requests

MY REQUESTS

My Draft Requests

Creation Date Mams eSanvice Status Creation Date
My Documents Wallet [lhelaero/iens ) '_:,;_ ;’;i;pl . — N
_________,.' T;_';;:z':'p"'" 05-Oct:2018
E:‘i’:d'”s'm' Application Closed 23-52p-2018
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ADD EMPLOYER

Add Employer

Application Number PL-AdEmplyr-18-00024 Appiication Status Pending on Emplayers Approval

Al fiedds with (*) are mandatary

£iv
iy

Specity
| O paratonPrafessional

SELECT HEALTHCARE OPERATOR

Healthoane O peraior Hanoy ki

SPECIFY CATEGORY & SPECIALITY I
1

Calegory Mursing Grade

Ecope M 0 Spedalty

PROFESSIOMNAL LICEMSE TYPE

Professional Lice nse Type

CURRENT LOA DETAILS

LOA suanios Diabe z E LA Expdny Db Bl
Category Mursing Grade
Boope Hu . Spedalty

14. New employer (new Healthcare operator) login to portal with new HCO credentials.
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15. New employer navigates to “workspace” and opens task.

- WORKSPACE-HOME
e

Workspace

N

S 27 55 20 @

My Tasks My Requesis My Draft Requ...

My Requests

MY REQUESTS @ Show Al
My Draft Requests

GCresfion Date Hame eSenvice Stafus Creation Dste
My Documents Wallet
¥ PL-AdEmplyr-18-00024 00-Dct-2018 PL-LcnsRplctn- P [
16-00040 2 :
Fit-Cut AppOP -172 05-Dct-2016
PL-LcnsRplctn-
InP -
T rogress 00-Oct-2016
Fit-Cut AppOP -171 05-Dct-2018
PL-LcnsRplotn-
Fit-Out AppOF e 08-0ct-2016
05-0ct-2018 6-00047
-188|PaymentProcess00047 |PFOP
PL-LcnsRplotn-
Fit-Out AppOP 08-Oct-2018
05-0ct-2016 16-00045
-167|PaymentProcess00045|NOP
PL-LensRplctn-
P 07-0ct-2018

16. New employer selects “approve” from decision field and clicks on “submit” button.
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Add Employer Approval Decision

Al fiedds with () are mandatary

GEMERAL INFORMATION

Appdication Humber PL=# Ty 7= B F. Apploation St

APPLICATION INFORMATION

'. Heafthaoore O perarior Hanoy ki Healihoane Professional
Category Mursing Crade
Boope Hu v Spadalty
|
Professional License Type Full T I
‘I APPROVAL FORM
Diecision * I lageaova Emglournant | I
Comrmmaenit
17. New employer verifies that success message appears and clicks “back to workspace”.
OPERATION SUCCEEDED
SUCCESS
Your Decision |s Saved Successfully
BACK TO WORKSFPACE
18. New employer verifies that current status is “Pending on payment”.
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g
Workspace <N ( (’3
@ Profile

| b N
E] My Tasks My Tasks My Requests @ My Draft Requ @

E] My Requesls
MY TASKS @ Sow Al MY REQUESTS @ Dew A3

@ My Draft Requosts

Nama Creation Dete oSanvice Crestion
Status Dete

[{E? M'y Documents Wallet PL-AZE mplyr- 1800004 08-Oct- 2018

= PAMENT REQUEST
fc2apan

Payment

Service: Add Employer

Application Number: PL-AdEmplyr-16-00024

Application Status: Pending on Payment

ﬂ My Requests

All fields with (*) are mandatory
@ My Draft Requesis
PAYMENT DETAILS

% My Documents Wallet
@ Mo Refund policies will be applied

Unit Amount Total Fees
Count

{AED) (AED)

FeeCode-00006 Service Fee 500 1 500
FeeCode-00003 KDF 300 1 800
FeeCode-00004 IDF 10 1 10

19. Healthcare professional login to DHCA portal with healthcare professional

credentials.
20. Healthcare professional navigates to “workspace” and opens task.
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—t AN Dubai Healthcare City Authority
Regulatory - Lol Elad)

GOVERNMENT OF DUBAI

b N
My Requests == My Draft Requ... @

MY TASKS & Show All MY REQUESTS D Show All

My Tasks

@ My Draft Requests

Name Crestion Date eService Creation
Name
Status Date
My Documents Wallet PL-AdEmplyr-18-00024 08-Oct-2016
PL-LonsRplctn-16-00042 Fiaimia 05:0ck:
/ eoi i Cio-cd 2018
05-Oct-
PL- -1 24 b
L-AdEmplyr-18-000: Payment 2018
i Aplication 28-Sep-
PL-Nwins-168-01117 c 2018

21. Healthcare professional chooses “wire transfer” as a payment type.

Dubai Healthcare City Authority, P.O. Box: 505001, Dubai, UAE
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Payment

Application Numbser: PL-AdEmghyr-16-00024 Senvica: Ssdd Employer

Application Statua: Pending on Paymeant

Al fiedds with (%] are mandatary

"3; Wiy Diraft Risquiests
FAYMENT DETAILS

ﬁ' My Docurmenbs Wallet

(D) No Refund policies will be applisd

FeeCode-00003

FeeCode-00004 IDF 10 1 4]
FPAYMEMT TYFE

Payment Type® DOondina

__,.-l-"r ) Wine transter

22. Healthcare professional enters the “bank transaction number” and clicks “pay”.
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BANK ACCOUNT DETAILS
Account Title Dubai HealthCare City Authority Bank Name Diubai Islamic Bank
Bank Address Dubai , United Arab Emirates Bank Account No 001 5200818721¢
IBEAN Code AEZ200240001520081672101 Currency United Arab Emirates Dirham
Swift Code DUIBAEADNK

TRANSACTION DETAILS

Bank Transaction
MNumber*

4432412

—i PAY

23. Healthcare professional verifies that payment is submitted successfully.

OPERATION SUCCEEDED

OPERATION SUCCEEDED

Payment s Submitted Successfully

BACK TO WORKSFACE

24. PLD finance user Picks add employer task and approves payment on CRM.

25. Healthcare professional login to DHCA portal with HC professional credentials.

26. Healthcare professional navigates to “workspace”

27. Healthcare professional verifies that application status is “Pending on MMI and BLS

information submission” and opens it.
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— ACE-HOME

~|_|_L|- Workspace
|

1 @ Profile

b | b
My Tasks My Tasks My Requesis _ My Draft Requ... @

m My Requests

© Sum AL MY REQUESTS

@ My Draft Requests

Grestion Dat= Name eService Stalus ;zﬁ""
% My Documents Wallet PL-ADEmplyr-16-00024 10-Oct-2016

PL-LensRplctn-1 6-00042 Application Clased gg;cﬂ)d-

PL-AdEmphyr-15-00024 g;cﬂ’d

PL-NwLns-16-01117 Application Chsad ;;Eée"'

28. Healthcare professional fills MMI and BLS needed details and clicks on “submit”
button.
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Add Employer

Application Number PL-AdEmplyr-16-00024 Appilication Status Pending on MMI and BLS Infarmation Submissian

Al fisdidss wiith () are mandatary

5

MM And BLE Datails

WMMI DETAILS

Insuranoe Company Digka M| Expiry Daie "

E10y2017 I---I

[S1

e e i e S
= Ralin. nusmber of fkes b5 1 with Max e sze 500 MB
e '

BASIC LIFE SUFPFORT (BELE)

ELS Expiry Dale " EH2IT 53

BLS *
ot et
- Bl nsmber of ks ks 1 wih Max. e sine 500 ME
e

™
& ELIBMIT h> 3

29. Healthcare professional verifies that success message appears.

OPERATION SUCCEEDED

SUCCESS
MMI & BLS |s Submitted Successfully

BACK TO WORKSPACE

30. PLD team member picks task and approves MMI & BLS modifications on CRM.
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31. Healthcare professional login to portal with HC professional credentials.

32. Healthcare professional navigates to “Workspace”and verifies that there exists task
with status “pending on courier submission” then clicks on to open.

€ Welcome , abdulrahman zeyada

AT Dubai Healthcare City Authority
GOVERNMENT OF DUBAI Regulatory - skl Sl éll

h | b |
My Tasks 1 3 E 0

My Tasks My Requests My Draft Requ...

m My Requests

Az LU MY REQUESTS Gl B
@ My Draft Requests
Mame Crestion Date Neme eSemice - Creation
Date
% My Documents Wallet PL-AJEmplyr-16-00024 10-Oct-2016
Pl-LnsRplctn-18-00042 (s pe-oet
P - Closed 2018
Pending on 05-Ock-
PL-AdEmghyr-16-00024 Ceaier
— 2018
- o 117 Agplication 28-Sep-
PL-MwLns-18-01117 .

33. Healthcare professional fills courier details then clicks on “submit” button.
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Application Number PL-AdEmplyr-16-00024 Application Status Pending on Courier Submission

All fields with {*) are mandatory

Courier Details

COURIER DETAILS

Select The Licensing Title That Wil

Registerad MNursing Nurse Specizlity Address * 26 Hafez street.
Be Mostly Applied To You (Once
Approved, This Title Will Appear On
The License)*
Deelivered Ta * 45 AbdelKhalek street Phone Mumber © 01043866723
Second Phone Mumber Second Phone Mumber Motes Motes

« I »

34. Healthcare professional verifies that success message appears.

OPERATION SUCCEEDED

SUCCESS
Courier Details Is Submitted Successfully

BACK TO WORKSPACE

3. Healthcare professional applies for adding a new employer

Start executing the following steps

1. Healthcare professional login to DHCA portal with HC professional credentials.

Dubai Healthcare City Authority, P.O. Box: 505001, Dubai, UAE danio)l Ayl Cljloylaun 0:6- auun dahll Goa Giae dnlw
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Healthcare professional clicks “E-services” from portal homepage.

3. Healthcare professional goes to “professional licensing services”.

4. Healthcare professional clicks on “Part time license”.

APPLY FOR SERVICE

5. Healthcare professional clicks on
page opens successfully.

button, PLD Add Employer

6. Healthcare professional selects “HCO”, “Grade”, “Scope”, “Specialty” and Professional
license type.
Add Employer

All fislds with (*] are mandabary

SELECT HEALTHCARE OPERATOR

Heathoare O perior * abdulrabenan Zoyada

SPECIFY CATEGORY & SPECIALITY

Category T : Fos e W Grade

Boope " Tr ¥ Speciality *

PROFESSIOMNAL LICEMSE TYPE

Prodessshonal Lica e Type ™
Ful Mhere: opiion & nol avadabes for the oument
haafthoane: peofesskonal

@ Farimime

CURREMNT LICEMNSE DETAILE

Licsrese Musnibaer L License Esuanoe Dale

Licerse Expiry Daiz s Frimary Employer

Category T i Fos i Grade i
. . . .

Boope T v Speoiaty it

« I >

7. Healthcare professional clicks on m button .
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8. Healthcare professional verifies that operation success message appears and clicks on

“back to workspace”.

OPERATION SUCCEEDED

PL-ADEMPLYR-16-00071
Add Employer Successfully Created/Updated

BACK TO WORKSPACE CONTINUE

9. Healthcare professional verifies that Application saved as a draft.

‘]'J_J Workspace ﬁ.& ﬂ % @

(5@:} Profile |

A | b
My Tasks .
Iy Tasks My Requests My Draft Requ...

MY TASKS € Show All MY REQUESTS © Show Al
Mame

eSanvice Status Creation Date

@ My Requests

@ My Draft Requests

MName Creation Date

= The are no items found.
\%’ My Documents Wallet PL-AdEmplyr-18-00071 11-Oct-2018

MY DOCUMENTS WALLET © show AU MY DRAFT REQUESTS © Show AL
Mame

The are no items found.
Delete Request

DELETE REQUEST

10. Healthcare professional opens the task by clicking on it and verifies that its status is
“Pending on submission”.
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1 Workspace

(‘51.‘; Profile

1

A | b |
My Tasks . My Requests . My Draft Requ... .

My Tasks

ﬂ My Requests
MY TASKS MY REQUESTS @ show Al
@ My Draft Requests
Creation Date eService Stafus Creation Date
. The are no items found.
\% My Documents Wallet FL- HdE"“'D|}[ 16-00071 11-0ict-2018

MY DOCUMENTS WALLET MY DRAFT REQUESTS © Show Al

The are ne items foured,
Delete Request

PL-AdEmMplyr-16-00071 DELETE REQUEST

== PLD ADD EMPLOYER

Add Employer

Application Number PL-AdEmplyr-16-00071 Application Status Pending On Submission

Y
Specity
SELECT HEALTHCARE OPERATOR
Healthcare Operator * Abdulrahman Zeyada

SPECIFY CATEGORY & SPECIALITY

Gategory Trainee License (Postgraduate Medical Grade * Trainee Grade

Dental Education Program)

Scope * Trainee Scope Speciality * Trainee Spec

.
11. Healthcare professional clicks on button.

12. Healthcare professional verifies that success message appears and clicks “Back to

workspace”.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00071
Add Employer Successfully Created/Updated

BACK TO WORKSPACE

13. Healthcare professional verifies that request status is “Pending on employer’s
approval”.

ﬁ_E Workspace

( jjé Profile

My Tasks

A |
My Tasks — My Draft Requ. . .
MY TASKS MY REQUESTS

Creation Date Creafion
eSanice Status

B My Requests

@ My Draft Requests

The are no items found.

% My Documents Wallet
11-Oct-

2e

MY DOCUMENTS WALLET @ Show All MY DRAFT REQUESTS

The are no items found.
Delete Request

PL-AdEmplyr-18-00071

The are no items found.

14. New employer (new Healthcare operator) login to portal with HCO credentials.
15. New employer navigates to “workspace” and opens task.
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o~
-l_l_Ll- Workspace

@ Profile

b b
My Tasks HJ
My Tasks My Requests My Draft Requ...
m My Requests
MY TASKS <& Show All MY REQUESTS b A
@ My Draft Requests
Mamea Creation Date Mame ce Creation
Dale
% My Documents Wallet PL-AdEmplyr-18-00071 11-Oct-2016
R ; 11-Oct-
PL-AdEmghyr-16-0007 018

MY DOCUMENTS WALLET & Show AL MY DRAFT REQUESTS G e L
Hame

The are no items found.
Delete Request

The are no items found.

16. New employer selects “approve” from “decision” field and clicks on “submit” button.

CTION NEEDED ]

Add Employer Approval Decision

All fiedds with () are mandabary

GEMERAL INFORMATICN

Application Humber PL= r Appioation Status

APPLICATION INFORMATION

Healthosne O permion ] F Headihoane Professional
Category T F e Cade
Boope T Spedalty ] I

Pradessional Lisense Tyne

APPROWVAL FORM

Dictsian * lpewova Emglopment |
Cosnnment
R\W
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17. New employer verifies that success message appears and clicks “back to workspace”.

OPERATION SUCCEEDED

SUCCESS

Your Decision |s Saved Successfully

BACK TO WORKSPACE

18. New employer verifies that current status is “Pending on primary healthcare operator

approval”.

P
151}
N

Workspace

Profile

& h | h | h |
My Tasks My Tasks My Reguests _ My Draft Requ... @
MY TASKS Show All MY REQUESTS

My Requests

My Draft Requests

Mame Crestion Date eSemi Crestion
: = Date
The are no items found.
My Documents Wallet
PL-AdEmphyr-18-00071 ;1?
The are no items found. e
The are no items found.
19. Primary employer (primary healthcare operator) login to DHCA portal with HCO
credentials.
20. Primary employer navigates to “workspace” and opens task.
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*|' J'l_‘r Workspace

(ﬁ@‘- Profile

e

B My Requests
@ My Draft Requests

% My Documents Wallet

My Tasks My Requests

& Ehow All

‘Creation Date

PL-AdEmplyr-18-00071 11-Oct-2018

Add Employer Approval Decision

JUMENTS WALLET &> Show Al

The are ne items found.

4 Ll o 1ad i_n.-,q" hln

Dubai Healthcare City Authority

Regulatory -

My Draft Requ...

| EUNG

MY REQUESTS &> Show ALl
MName aService Status Creation Date
The are no items found.
MY DRAFT REQUESTS &> Show All
Mame Delete Request
The are no items found.

21. Primary employer selects “approve” from decision field then clicks on “submit” button.

Al fields with (*) are mandabary

GEMNERAL INFORMATION

Application Mumber

APPLICATION INFORMATION

Appication Staius

Healthians O periar

Category

Benpe

Professional License Tyne

APPROWAL FORM

Healfhoane Professional

Grade

Spaciality

Decision

Approva Emplicyment

Comment

Dubai Healthcare City Authority, P.O. Box: 505001, Dubai, UAE
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22. Prlmary employer verifies that success message appears.

OPERATION SUCCEEDED

SUCCESS

Your Decision ls Saved Successfully

BACK TO WORKSPACE

23. Healthcare professional login to DHCA portal with HC professional credentials.

24. Healthcare professional navigates to “workspace”.

25. Healthcare professional verifies that there is existing a task with status “pending on
payment” and opens it.

F__’.

‘] J'Lr Workspace

(‘{?@‘- Profile

1 X 1 ) 0
My Tasks — , .
My Tasks My Requests My Draft Requ...

ﬂ My Requests
MY TASKS & Show All MY REQUESTS © Show Al
Mama Narme

@ My Draft Requests
Cregfion
Date

Creation Dste
o eSenice Status

5 My Documents Wallet PL-&dEmphyr-16-0007 1 11-0ct-2018
% PL-AdEmplyr-168-00071 ;;;2“
MY DOCUMENTS WALLET < Show Al MY DRAFT REQUESTS @ Stow Al
The are no items found.
Mame Delete Request
The are no itemns found.

26. Healthcare professional chooses “wire transfer” as a “payment type”, enters

“bank transaction number” then clicks “pay”.
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GOVERNMENT OF DtIRAl

FAYMENT TYPE

Payment Typa* Oriline

‘—_’ li,’l Wire transfer

BANK ACCOUNT DETAILS

Account Hama Cenbar Far Healthcare Planning Bank Mame Dubai I« Barik
Bank Address Main Br Al Shala Bu Bank Account No
1 | 1
[e=. |
IBAN Code AEG1024 2004651 5501 Currency
Hwift Code ol

TRAMSACTION DETAILS

Bank Transachon
Mumber

Iaiaiad

TN

27. Healthcare professional verifies that success message appears.

OPERATION SUCCEEDED

OPERATION SUCCEEDED

Payment Is Submitted Successfully

BACK TO WORKSPACE

28. PLD finance user picks add employer task and approves payment on CRM.

29. Healthcare professional login to DHCA portal with HC professional credentials.
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30. Healthcare professional navigates to “workspace”
31. Healthcare professional verifies that application status is “Pending on MMI and BLS

information submission” and opens it.

= WORKSPACE-HOME
.

N N N

My Tasks My Requests . My Draft Requ... .

MY TASKS @ Show Al MY REQUESTS @ Show All

HJ My Requests

@, My Draft Requests

MName Creation Date Name eSenvice Stafus Creation
Date
% My Documents Wallet PL-ADEmplyr-16-00071 11-0ct:2016
11-0ct

PL-AdEmplyr-16-00071 o015

32. Healthcare professional Fills MMI and BLS needed details and clicks on “submit”
button.

Add Employer

Application Number PL-AdEmphr-18-00071 Application Status Pending on MMI and BLS Information Submission

All fizlds with {*) are mandatory

MK And BLS Dietails

MMI DETAILS

Insurance Comparny * ECS BRI Expiry Duase * M/372018 _'1

MM

. Allawed exiention(s) .pdf, .gif, jpg, -jpeg. png. .bmp, doc, docx
A SRR Min. number of fles is 1 with Max, file size 5.00 MB
@ Diocument doc: File size 6E7.54 KB u. DELETE

«\m »
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33. Healthcare professional verifies that success message appears.

OPERATION SUCCEEDED

SUCCESS
MMI & BLS Is Submitted Successfully

BACK TO WORKSPACE

34. PLD team member picks task and approve MMI and BLS modifications on CRM.

35. Healthcare professional login to portal with HC professional credentials.

36. Healthcare professional navigates to “Workspace”and verifies that there exists task
with status “pending on courier submission” then clicks on to open.

WORKSPACE-HOME

A Workspace ]J/'I} %

Profile

h | N
1 1 5 0 A

My Tasks My Requests My Draft Requ...

My Tasks

My Requests

MY TASKS @ Show Al MY REQUESTS @ Show All
My Draft Requests
ERElEs Name eService Status EREEED
Date
My Documents Wallet PL-AdEmplyr-16-00071 11-0ct-2016
_ e 11-Oct-
PL-AdEmplyr-16-00071 mm 2016
MY DOCUMENTS WALLET @ Show AL MY DRAFT REQUESTS @ Show All
Name Delefe Request
Da\rn]a:d The are no items found.

37. Healthcare professional fills courier details then clicks on “submit” button.
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COURIER DETAILS

Select The Licensing Tise That Wil
Be MoaSy Apphed To You (Once
Appraved. Th Tille Will Appear On

" £ . B 2 .
i ¥
Registered Mursing Murse Speciality Address 26 Halez rorast

The Ligenss)®

Dalivarsd Ta 25 Abdeihalek street. Phesna Hursibar © 01043866723

Becond Phone Mumber & Murst Maoles

™~

«\m»

38. Healthcare professional verifies that success message appears.

OPERATION SUCCEEDED

SUCCESS
Courier Details Is Submitted Successfully

BACK TO WORKSPACE
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4. Healthcare professional applies for adding a new employer and the

new employer reject employment

Start executing the following steps

1. Healthcare professional login to DHCA portal with HC professional credentials.

2. Healthcare professional clicks “E-services” from portal homepage.
3. Healthcare professional goes to “professional licensing services”.

4. Healthcare professional clicks on “Part time license”.

APPLY FOR SERVICE

5. Healthcare professional clicks on button, PLD Add Employer

page opens successfully.

6. Healthcare professional selects “HCO”, “Grade”, “Scope”, “Specialty” and Professional

license type.
Dubai Healthcare City Authority, P.O. Box: 505001, Dubai, UAE danio)l Ayl Cljloylaun 0:6- auun dahll Goa Giae dnlw
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=== PLD ADD EMFLOYER

Add Employer

All fields with (*) are mandabary

O peratonProfessianal

SELECT HEALTHCARE OPERATOR

Hesthcare Opesaiar | rr— - |

SPECIFY CATEGORY & SPECIALITY

Category L Grade
Eicope " " Spadalty ©
PROFESSIONAL LICENSE TYPE I

Professional License Type ™
Ful (e oficen s ruot avadabie for the oument
hamithoans profssconal

() PartTime

CURRENT LICENSE DETAILS

Licesrese Wb L Licenss ssuanos Dale

Linerss Expiry Dale 7 Frimary Employer am
Category L Grade

Ecope 1 v Spadaty

T E

7. Healthcare professional clicks on m button .

8. Healthcare professional verifies that operation success message appears and clicks on
“back to workspace”.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00026
Add Employer Successfully Created/Updated

BACK TO WORKSPACE CONTINUE

9. Healthcare professional verifies that Application saved as a draft.
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10. Healthcare professional opens the task by clicking on it and verify that its status is
“Pending on submission”.
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11. Healthcare professional clicks on button.

12. Healthcare professional verifies that a success message appears and clicks on “back to

workspace’.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00026
Add Employer Successfully Created/Updated

BACK TO WORKSPACE

13. Healthcare professional verifies that status is “pending on employer’s approval”.
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14. New employer (new healthcare operator) login to portal with HCO credentials.
15. New employer navigates to “workspace” and opens task.
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16. New employer selects “reject” from decision field, enters the reason then clicks on

“submit” button.
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17. New employer verifies that success message appears.
OPERATION SUCCEEDED
SUCCESS
Your Decision Is Saved Successfully
BACK TO WORKSPACE
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5. Healthcare professional applies for adding a new employer and the

primary employer reject employment.

Start executing the following steps

1. Healthcare professional login to DHCA portal with HC professional credentials.

2. Healthcare professional click “E-services” from portal homepage.
3. Healthcare professional goes to “professional licensing services”.

4. Healthcare professional clicks on “Part time license”.

APPLY FOR SERVICE

5. Healthcare professional clicks on
page opens successfully.

button, PLD Add Employer

6. Healthcare professional selects “HCO”, “Grade”, “Scope”, “Specialty” and Professional

license type.
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7. Healthcare professional clicks on m button .

8. Healthcare professional verifies that operation success message appears and clicks on
“back to workspace”.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00026
Add Employer Successfully Created/Updated

BACK TO WORKSPACE CONTINUE

9. Healthcare professional verifies that Application saved as a draft.
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10. Healthcare professional opens the task by clicking on it and verifies that its status is
“Pending on submission”.
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All fields with (*) are mandatory

Operator/Pr

SELECT HEALTHCARE OFPERATOR

Hesltheare Operator * Mancy Mahzen

SPECIFY CATEGORY & SPECIALITY

Category Medicsl License Grade * Madicine
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Speciality * Med Spec
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11. Healthcare professional clicks on button.

12. Healthcare professional verifies that a success message appears and clicks on “back to

workspace”.
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OPERATION SUCCEEDED

PL-ADEMPLYR-16-00026
Add Employer Successfully Created/Updated

BACK TO WORKSPACE

13. Healthcare professional verifies that status is “pending on employer’s approval”.
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% My Documents Wallet
. . 10-Oek-
PL-AdEmplyr-16-00026 .
10-Oct-

PL-AdEmplyr-16-00025 .

PL-LensActvi-16-00082

PL-LensActvi-16-00061

11

PL-LensActvi-16-00080

Dubai Healthcare City Authority, P.O. Box: 505001, Dubai, UAE daioll dups)lCalloUl a0 0+ o adall Gaa dligag Gl
T +971 4 383 8300 F +971 4383 8359 TOHQUIE AR AP0  +AVIE FAF AP &

dhcr.gov.ae



{f“"é} v bl ad ol hiw
pes Dubai Healthcare City Authority

GOVERNMENT OF DLIBA Regulatory - LodAillEUAG]
=== PLD ADD EMFLOYER
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Application Number PL-AdEmplyr-18-00026 I.ﬂ.ppllcﬂlﬂn Status Panding on Emplayers Approval I

Al fiedds with () are mandatary
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14. New employer (new healthcare operator) logins to portal with new employer (new HCO)
credentials.
15. New employer navigates to “workspace” and opens task.
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16. New employer selects “approve” from decision field and clicks on “submit” button.
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Add Employer Approval Decision

All fiedds with () are mandabary
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APPLICATION INFORMATION

Heafthoore O peraior Hanoy ki Healihoane Professional i W
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17. New employer verifies that success message appears and clicks back to workspace.

OPERATION SUCCEEDED

SUCCESS

Your Decision ls Saved Successfully

BACK TO WORKSPACE

18. New employer verifies that current status is “Pending on primary healthcare operator

approval”.
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19. Primary employer (primary HCO) login to DHCA portal with healthcare operator
(primary employer) credentials.
20. Primary employer navigates to “workspace” and opens task.
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21. Primary employer selects “reject” from decision field, enters the reason then clicks on
“submit” button.
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22. Primary employer verifies that success message appears.

OPERATION SUCCEEDED

SUCCESS

Your Decision Is Saved Successfully

BACK TO WORKSPACE
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