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Accreditation Process




Step 1. Manage Staff a& 13

Accreditation Submissions Workflow

Event Exhibitor/ Contractor

o First step is adding the staff list as it will be subject to review and approval by Venue Infrastructure- Quality and
Control team.

1. Add your staff 2. Subject to Venue
details and Infrastructure- Quality
submit for ’ and Control team

review approval and Security

will be notified

o Submissions and approvals timeline:

2"d reminder
TASK APPLICABLE TO DEADLINE
All events "
Manage Staff One week prior of start of the tenancy



Step 1. Manage Staff
Accreditation Submissions Workflow

/ Manage Staff

E-PERMIT STAFF
<

SERVICES

» PERMIT TO WORK ID: Name:

Event Exhibitor/ Contractor

Or you can submit
individual Staff

[ Click here for bulk upload

» TEMP STAFF ) | ‘ Name

» INVOICE SUBMISSION

» CONTRACTOR BADGES

Status:

Select Status

Bulk Upload

International Staff
Local Staff v

Drivers

SNOW TU v entries

» BADGE ASSIGNMENT

i
0 Full Name Gender Profession Nationality

click on Manage Staff to start
adding

1D Validity

ttttt

Approver Comments

Showing 1 to & of é entries

Previous Next




Step 1. Manage Staff

Bulk Upload Option Event Exhibitor/ Contractor
é ses 9P [
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Shop / Manage Statf / Bulk Staff Upload

BULK STAFF UPLOAD

SERVICES BULK UPLOAD

Click Here To Download Template

[chof Na file chasen m

TORY Upload for review and
approval

> PERMIT TO WORK

> TEMP STAFF

> INVOICE SUBMISSION

> DEC PASS REQUEST

> CONTRACTOR BADGES

AMANACES ALY ,fmnm Total Records Succeeded Declined
R In data available in table
howing 0 to 0 of 0 entries Previous Next
You can download the
| - T ! CBMS Local Staff Template (4) - Excel i — u X
excel template e T e o
2 .
, & cut Adial «[10 B 0« SPwiapTen General - E # | Normal Bad Hil E"““’”"‘ ‘-L}‘r p
U Ba copy - - = ] Fill
Paste : o ru-lm|- = Merge & § 9% » % g Conditional Formatas| Good Neutral o Insert Delete Format ) Sort & Find &
Format Painter Formatting - Table = - - - | €Qex Filter - Select -
Clipboard = Font = Alignment 3 Number = Styles Cells Editing ~
B1 o fr | TitleCode -
A & D | (<] | I K | L M N o P Q -
1 |Title .] irst Name - Last Nam: - Skill - Gender - Nationality - National ID No - National ID Expiry -
2 Mrs. Malik Shoukat Engineer Male Afghanistan 36601153698 12-Nov-24
3 Mrs. Malik Arshad Architect Female Antarctica PN36601153809 20-Dec-27,
4
5
[
7
8
]
10
1

Fill the excel sheet




Step 1. Manage Staff

New Staff Option 2

Event Exhibitor/ Contractor

Manage Staff / As

A_DD_ STAFF
[ oo *]
) o Profile Photo is
T : mandatory
S
Vina Type. Wina Numbar Visa lssue Date ATTACH DOCUMENTS
Staff Information Attach Documents

UPLOAD ATTACHMENTS

Profile Photo

DRAG AND DROP A FILE OR SELECT FILE

National ID Front * National ID Back * Passport

DRAG AND DROPAFILE OR SELECT FILE DRAG AND DROP A FILE OR SELECT FILE DRAG AND DROP A FILE OR SELECTFILE

Visa Staff Competency Certificate PCR Test Results

DRAGAND DROPAFILE OR SELECT FILE DRAG AND DROP A FILE OR SELECT FILE

i DRAG AND DROP AFILE OR SELECTFILE

Vaccination History

DRAG AND DROPAFILE OR SELECT FILE




Step 1. Manage Staff

Accreditation Submissions Workflow

Event Exhibitor/ Contractor

E-PERMIT STAFF

Bulk Upload Staff

ID: Name: Status:
1D | | Name Select Status hd
Show 10 w entries
"
Full Name Gender Profession MNationality [1] 10 Validity Status Approver Comments
Hareesh V Male Driver India 1226378490927 24-07-2023 Active
Jay Tee Male Electrician Angola 344566788 01-05-2024 Active
Jay Tee Male Mason Bahamas 53553442778881 01-03-2024 Draft
Joy Khan Male Handy Man Bangladesh 1446689974 12-06-2024 Active
Khalid Vee Male Plumper Azerbaijan 2553647489599 12-06-2024 Draft
Mark Toi Male Electrician Kenya 64646777892 21-08-2025 Active
mohamed MM Male Carpenter Azerbaijan 266737783989 28-01-2023 Expired
Randolph Molinos Male Supervisor Philippines TBA1982446998410 28-03-2023 Expired




Badges Shop



Step 2. Shop the Badge am 19

Pass Categories

Event Exhibitor/ Contractor

o You will be able to selects as many passes and complete the Payment Online.

anananan

Services [ Contractor Badges

SHOP .
click here to
Mokt The prise= =hi ol Hhis poe o0= VAT rel=ive, prOCGEd to
SERVICES check out
> PERMIT TO WORK @ @ @
> TEMP STAl FF
? < Annual Pass Packages Temporary Pass DEC Temp Pass
> DEC PASS EST _

Purchase Temporary Pass

DEC Temporary Pass

click on Contractor
Badges to start
Shopping

Once you select the
pass click here to
added in the cart

Vehicle Pass International Pass

Vehicle Pass Purchase Internatonsl Pass Wegoing Pa=s




Step 2. Shop the Badge

Pass Categories

o You will be able to complete the payment and to add many items as well.

. IR
¥ Logged
ogged in

LQULCE SL3U YLD LS
UBAI WORLD TRADE CENTRE

CART

PRICE TOTAL  Quanti ity Remove SUBTOTAL

Temporary Pass - One Week Pass 147.00 AED 147.00 AED - 1 4 (] ITEMS TOTAL 140.00 AED

VAT CHARGE 7.00 AED

o s ORDER TOTAL 147.00 AED
e PROCEED TO CHECKOUT

click here to
complete the
payment




Step 2. Shop the Badge
Pass Categories

ORDER CONFIRMATION

CEMS-0RD-000000003%

PAYMENT INFORMATION -

-
Payment Successful
Thank vou, your payment with reference CEMS-0R0-0000000039 has been received.
Payment status wall be reflected in the portal shortly!

Aszign your Bsdae

Click here to start using
the services




Step 2. Shop the Badge

Pass Categories

ORDER CONFIRMATION

CEMS-0RD-0000000039

PAYMENT INFORMATI

Payment Successful

Thank you, your payment with reference CEMS-0RD-000000003% has been received.

Paymentstatus will be reflected in the pertal shortly!

Click here to start
assigning the badge to
your staff list

/ Badge Assignment

K] 1
BADGE ASSIGNMENT

PASSES ASSIGNED EXPIRED

UN ASSIGNED BADGES

Assigned Badges Expired Badges

Badge Name: Amount:
ame | [ Badge ume
Show 10 v entries
Badges Remaining Passes Action
Temporary Pass - One Day Pass 1
Venicle Pass 1
Vehicle Pass 1
Showing 1to 3 of 3 entries

Previous m Next




Badge assignment



Step 3. Badge Assignment Dashboard : _’AQ 24

Event Exhibitor/ Contractor

o This dashboard showcasing the Un-assigned badges , Assighed and the expired one

/ Badge Assignment

SERVICES [INPR=TeN=0) POl Accigned Badges  Expired Badoes
3P

BadgeName: . Amounk

femparary Pass - One Dy Pass

Temporary Pass - One Day Pass 1

emparary Pass - One Day Pass

Temporary Pass - One Day Pass

emporary Pass - One Day Pass

iemporary Pass - One Day Pass

paEEOaonD




Step 3. Badge assignment : _’AQ 25

Event Exhibitor/ Contractor

o After purchasing a badge you will be able to assign to your staff list.
o Follow the below steps.

m SERVICES J’ &XIXX v
Logged in

wialled Sl s LS
DUBAI WORLD TRADE CENTRE

/ Badge Assignment

—- 1

SERVICES NP E DTN Assigned Badges  Expired Badges

» PERMIT TO WORK

Badge Name: Amount:
> TEMP STAFF \ -
MName | ‘ Badge Number
» INVOICE SUBMISSION
» DEC PASS REQUEST Show 10 v entries
> CONTRACTOR BADGES
"
» MANAGE STAFF Badges Remaining Passes Action
> BADGE ASSIGNMENT
Temporary Pass - One Day Pass 1
Vehicle Pass 1
click here view the
X Vehicle Pass 1
badge assignment

list

Showing 1 to 3 of 3 entries Previous E’ Next




Step 3. Badge assignment —

Event Exhibitor/ Contractor

oty -

Badge Assignment / Assign Badges

TEMPORARY PASS - THREE DAY
@ R

STAFF INFORMATION +

click here view the
staff list

SERVIC

> PERMIT TO WORK

> TEMP STAFF Staff * Event Name * Badge Start Date *

» DEC PASS REQUEST - —Select — ~ o
» CONTRACTOR BADGES

+ BADEE ASSIGNMENT Badge Start Time * Badge End Date Badge End Time

» MANAGE STAFF e @ fith

Additional Events

You can select 4
additional event which Save
happens in a same
tenancy period




Step 3. Badge assignment —

o You will be able to view the badge from the notification email or you can
download it from the portal.

Badge
assignment

Assigned Download

|
/ Badge Assignment
- -
BADGE ASSIGNMENT PASSES ASSIGNED EXPIRED

Date: 24-08-2023 10:19 AM Badge No: 01021
Un Assigned Badges [WASEIENENIE S Expired Badges Events: Arablab Additional Fventy:
Name: Adel Khan Company: IDWTC Test Companyl

Generate Bulk Badges &

Badge Name: Start Date: End Date: Start Date: 16-09-2023 12:01 AM Expiry Date: 18-09-2023 12:01
AM
Name | | Start Date B | EndDate F
Last Days: Status: CI |Ck here tO view
Last 60 Days ~ Select Status

the e-badge

Show 10 v entries

TEMPORARY PASS

Badge Name Assigned To Start Date End Date Event Name

Temporary Pass - One Day Pass HareeshV 20-05-2023 00:01:00 AM 21-05-2023 00:01:00 AM Index Exhibition Active




