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Masaar User Guide

How to create sub-user for sick leave

Create an Account to Facility Coordinator [Facility]

This section is targeting HEALTHCARE PROVIDERS to provide them with detailed
guidelines on how to create Sub accounts for their facility coordinators.

» Start executing the following steps

1. Log on to Masaar portal with your account credentials as a facility.
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Figure 1: Facility Workspace ( Create an Account to Facility Coordinator)

2. At the top of page, next to click the arrow icon >> Extend Facility

Profile.
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m Advance Deposit Top-Lip
User ahall ba abila to top-up hisher advanco depasil account
B Bank Guarantes Top-Up
User shall be able to top-up hisher bank guarantes account
B Visa Elgibilily Datads
User shall be abla to view all the detalls of tha visas that can be used
B Sanctions
Sanclion will prevent the buséiness pariner from applying for any G50 service on DHCRs portal
m Paymenl Transactions
Llser ahall ba abla 1o vieer all g payment ranga clions

m Bank Guarantes Account Details

User shall be able 1o vider his Bank Guaramas Account Detalls

m Advance Deposit Account Detals

Llaar ahall ba ablé 10 view his Advancs Deposit Account Datails
B Advace Deposil Accounl Slalement

User shall be abls to view All the ransactions that affacis the Advance Deposh Account of the BP
m Bank Guarantzé Account Siatement

User shall be abls to view All the ransactions that afects the Bank Guarantas Account of the BP

B Business Pantner Lisers Management “."

Manage Business Parner Dala Entry Users & Data Entry Appe

B Contact IT Suppon

For any IT inquines

m Business Inouiries. Support

For any business inquines or call e namber 800432584 fram & 00 AM o 500 PM

Figure 2: Extended Facility Profile

3. On Extended Facility Profile page, click Business Partner Users Management.

Business Partner Users Mangement

Al felds with (*) e mandatory

BUSINESS PARTHNER DATA ENTRY USERS ()
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Figure 3: Create Facility Coordinator Account
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4. On Business Partners Users Management page, fill in required fields marked with
the red asterisk ( *) as described in the below table

Field Name Steps

Email textbox Provide Facility Coordinator email address
Password textbox Specify Account Password

Confirm Password textbox Re-enter the Specified Password

User Type drop-down list Click “Facility Coordinator”

Nationality drop-down list Select Nationality of the Facility Coordinator
Full Name textbox Type his/her full name

Mobile Number textbox Provide his/ her mobile number

Country of Residence Select his/ her current residence country
drop-down list

5. Click | ADD NEW RECORD

Businass Partner Usars Mangeameant
Al Pt with [*} Bre TrBf

BUSINESS PARTNER DATA ENTRY USERS (1)
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Figure 4: Facility Coordinator Information Added Record

<+ ADD NEW
3 * Click il 0 add the information of another Facility
3 ‘ Coordinator.
/ X ] ¥ At the rightmost of the table displaying added coordinators list, click
or oY icons to edit or remove the added information.

6. Click EESLIMIgN , an email is sent to Facility Coordinator for account activation.
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