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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: 

New employer (New Healthcare Operator) 

Primary employer (Primary Healthcare Operator) 

Applicant (Healthcare Professional) 

IT Admin (CRM Admin) 

Guide Map 

The following table indicates how this guide is categorized: 

Chapter Title Description 

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 with LOA 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 passes through. 

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

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 
primary employer reject employment. 

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 primary employer 
reject employment Passes through. 

System Configuration 

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: 

Role Name Assigned Tasks 

Applicant 

Selects new employer or primary employer. 

Fills an application to add a new employer. 

Enters MMI and BLS details. 

Pays fees and enter courier details. 

makes some modifications on the 
application. 

New employer 
Review applications.  

Approve and reject applications explaining 
the reason in case of rejection. 

Primary employer 
Review applications.  

Approve and reject applications explaining 
the reason in case of rejection. 

System 

Changes application statuses. 

Calculate fees. 

Send 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: 

New 

Open 

Pending on submission   

Pending on new employer approval 

Pending on Primary Healthcare Operator Approval 

Pending on payment 



 

pending on Finance member approval 

Pending on Courier Details 

Pending on MMI & BLS Submission 

Pending on PLD Team Member Approval 

Closed 

Cancelled 

Glossary 

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 



 

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. In your browser, enter the URL of DHCA portal frontend site, Authentication Required 

window opens. 

 
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. 

 

 

 



 

 

 

 

 

 

 

 
 

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. 

 
 

2. Go to the required task or payment and click to open. 

 



 

 
 
 
 
 
 
 

 
 

 

b. Applying for adding a new employer scenario. 

 

1. Click “E-Services” from portal homepage. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 
 

 

2. Go to “professional licensing services” 

 
 

 

 

3. Click on “Part time license”. 

 

 

 

 

 



 

 

 

 

 

 

 
 
 
 
 
4. Click on “apply for service” button. 

 

 

 

 

 



 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



 

 
 
 
 
 
 
 
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”. 

5. Healthcare professional clicks on  button , PLD Add Employer 

page opens successfully. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

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

license type. 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

7. Healthcare professional clicks on  button . 

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

“back to workspace”. 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

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

 

 
10. Healthcare professional opens the task by clicking on it and verifies that its status is 

“Pending on submission”. 



 

 

 

 

 

 



 

  

11. Healthcare professional clicks on  button. 

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

workspace”. 

 



 

 
 

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

 



 

 
 

14. New employer (new Healthcare operator) login to portal with new HCO credentials. 



 

15. New employer navigates to “workspace” and opens task.

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



 

 
17. New employer verifies that success message appears and clicks “back to workspace”. 

 
18. New employer verifies that current status is “Pending on payment”. 



 

 

 

19. Healthcare professional login to DHCA portal with healthcare professional 

credentials. 
20. Healthcare professional navigates to “workspace” and opens task. 



 

 
 

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



 

 
 

22. Healthcare professional enters the “bank transaction number” and clicks “pay”. 



 

 
23. Healthcare professional verifies that payment is submitted successfully. 

 
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. 

 



 

 

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

button. 



 

 
29. Healthcare professional verifies that success message appears. 

 
30. PLD team member picks task and approves MMI & BLS modifications on CRM. 



 

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. 

 
33. Healthcare professional fills courier details then clicks on “submit” button. 



 

  
34. Healthcare professional verifies that success message appears. 

 

 
 
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.  



 

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”. 

5. Healthcare professional clicks on  button , PLD Add Employer 

page opens successfully. 

 

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

license type. 

 
 

 

7. Healthcare professional clicks on  button . 



 

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

“back to workspace”. 

 
 

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

 

 
10. Healthcare professional opens the task by clicking on it and verifies that its status is 

“Pending on submission”. 



 

 

  

11. Healthcare professional clicks on  button. 

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

workspace”. 



 

 
 

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

approval”. 

 

 
 

14. New employer (new Healthcare operator) login to portal with HCO credentials. 

15. New employer navigates to “workspace” and opens task. 



 

 
 

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

 
 



 

17. New employer verifies that success message appears  and clicks “back to workspace”. 

 
 

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

approval”. 

 
 

19. Primary employer (primary healthcare operator) login to DHCA portal with HCO 

credentials. 
20. Primary employer navigates to “workspace” and opens task. 



 

 
 

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

 
 



 

22. Primary employer verifies that success message appears. 

 

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. 

 
 
26. Healthcare professional chooses “wire transfer” as a “payment type”, enters 
“bank transaction number” then clicks “pay”. 



 

 
27. Healthcare professional verifies that success message appears. 
 

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

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



 

30. Healthcare professional navigates to “workspace” 

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

information submission” and opens it. 

 

 

 

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

button. 

 



 

33. Healthcare professional verifies that success message appears. 

 
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. 

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



 

  
38. Healthcare professional verifies that success message appears. 

 

 
  



 

 
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”. 

5. Healthcare professional clicks on  button , PLD Add Employer 

page opens successfully. 

 

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

license type. 



 

 
 

 

7. Healthcare professional clicks on  button . 

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

“back to workspace”. 



 

 
 

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

 



 

 
 

10. Healthcare professional opens the task by clicking on it and verify that its status is 

“Pending on submission”. 



 

 

  

11. Healthcare professional clicks on  button. 

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

workspace’. 



 

 
 

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

 



 

 
 

14. New employer (new healthcare operator) login to portal with HCO credentials. 

15. New employer navigates to “workspace” and opens task. 



 

 
16. New employer selects “reject” from decision field, enters the reason then clicks on 

“submit” button. 



 

 
17. New employer verifies that success message appears. 

 
 



 

  



 

 

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”. 

5. Healthcare professional clicks on  button , PLD Add Employer 

page opens successfully. 

 

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

license type. 



 

 
 

 

7. Healthcare professional clicks on  button . 

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

“back to workspace”. 



 

 
 

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

 



 

 
 

10. Healthcare professional opens the task by clicking on it and verifies that its status is 

“Pending on submission”. 



 

 

  

11. Healthcare professional clicks on  button. 

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

workspace”. 



 

 
 

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

 



 

 
 

14. New employer (new healthcare operator) logins to portal with new employer (new HCO) 

credentials. 

15. New employer navigates to “workspace” and opens task. 



 

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



 

 
17. New employer verifies that success message appears and clicks back to workspace. 

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

approval”. 



 

 
 

19. Primary employer (primary HCO) login to DHCA portal with healthcare operator 

(primary employer) credentials. 
20. Primary employer navigates to “workspace” and opens task. 



 

 
21. Primary employer selects “reject” from decision field, enters the reason then clicks on 

“submit” button. 



 

 
22. Primary employer verifies that success message appears. 

 

 


