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1. General Information

1.1 Overview

The User Manual contains all essential information for the user to make full use of Partner Interface
module. This manual includes a description of the system functions and capabilities, contingencies and
alternate modes of operation, and step-by-step procedures for system access and use. User graphics
where possible are provided in this manual for easy reference.

1.2 Purpose

1.2.1 Purpose of this manual

This user's manual has been developed to help guest accommodations and DTCM to better understand
the partner interface module of the DTCM classification system. This document is a simple, easy-to-use
reference that will help them navigate through the features and available options within the partner interface.

1.2.2 Purpose of the application module

Partner Interface aims at providing a simple and user friendly bi-lingual interface to allow authorized users
of establishment to perform classification related activities with DTCM classification system. The basic
purpose of this application module is to

» Act as a repository of classification information for DTCM/Establishment

¢ An interface to establishments to access information relating to their properties along with the ability to
initiate and track applications with DTCM.
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Accessing DTCM Partner Interface Module

Steps to Login to the DTCM Partner interface Module:

1. Go to http://classification.dubaitourism.ae
2. Enter valid username and password

User Registration

New Users need to register with the DTCM Classification System to login to the module.

The Login screen acts as a platform for authorized and un-authorized users to access required
information. Following options are available on the login screen —

Given below is the snapshot of login page:

Authorized establishment users can access the partner dashboard by providing valid username
and password (allocated by DTCM post successful completion of registration process)
Un-registered users can request for registration via “New User Registration” feature. Note: Un-
registered users are the establishment users who needs a valid username and password for
Users can also access public material published y DTCM from “Download Reference Material”
An enquiry can also be submitted via this screen for people with interest in media, investments

GOVERNMENT OF DURAI

Elaain 3y 10y L_al g .
Drepartment of Tourism and Commerce Marketing 0 b

DTCM aims at enhancing the accommodation servica level,
facilitating the selection of accommeodations suitsble to every
category of visitars, international tour and trovel sgences, The
current classification  system’ ensures the asvailabildy of
services and facilities in accondance with the expectations of
such visitors,

DTCM is responsible for the administrative tasks related to the
issuance of tourizm licenses, feollow-up with the [icensing
proceduras  comprinng  preliningry  spprovals,  renewal,
amendment and cancellstion. DTCM is responsible For
administrative  tasks  related o the  issuance of
permanenytemporary. tourism activity. permits, follow-ups and
inspections  of ‘such asuthorized activities to ensure their
complisrice with the laws and regulations implemanted in
Dubai

Registered \iser Login Here

Usarnamea

2.1.2 Password

e
Bl oo

m townload Reference Material
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2.1.1 Username

It is the unique Username generated after the successful completion of registration process. Users
are required to enter the valid  username to login to the partner interface.

2.1.2 Password

It is the unique password generated after the registration process. Users are required to enter the
valid password to login to the application.

2.1.3 Login

After entering User ID and Password click on Login button to access the application. It will validate the
User ID and Password entered by the user and on successful validation navigates the user to the
module home page.

2.1.4 Forgot Password

Click on Forgot Password link to generate a new password. On clicking Forgot Password, system
prompts the user to enter their Passport Number, Emirates ID, Secret Question & Answer, and Email
address as displayed in the image below. Upon entering details, system will validate the credentials
and generates a new password and send the same to the user’'s email id which is the same as
specified by the user at the time of registration.

“' Fil—a 0 3ys - S N 3ha
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing il
Forgot Password
* Rugquired
User 1D =

Passport Number ©

Emirates ID *

Secret Question * What is your pat name? _:»:l
Answar *

Ermail Address ©

Note : Either Emirates 1D ar Passport Number 15 mandstory.

If yaw have fargotten Both User 108 Secrad Quasiion, Measa use the new user regisiration link for regestaring new Bsar 10,
Upan warification, Passward will be sent on the email addrazs spacified by ywou at the time of regsteetion,

cubal.ee

DTCH @ 2012

Contagt Us  about Us
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In case user has forgotten both User ID and Secret Question, then they need to register again by clicking on
New User Registration link.

2.1.5 New User Registration

New user has to be authenticated by DTCM to gain system access. New users are required to
complete and submit the registration application, then submit required documents (Letter of Authority
and Passport) in person to DTCM within 3 business days.

In order to fill the application, click on the “New User Registration” button. This will navigate you to an
online registration page.

NPT
-_3.>_ s - . 3
1AL PHENGET b WAL Y ) PG MERISSG | T

GOVERNMENT OF DURAI Depariment of Tourism and Commerce Marketing
MNew User Registration

1. New User have to be authenbcated by DTCM to gain system access, You must complats and submt tha following appscation, then
submit required documents (Letter of Authority and Passport) in person to DTCM within 3 business days

2. New Establishments ane defined as not vet recelved a vald Licdnse #, New Etablishments may apoly for user registraton by
supplying Transaction 10 from Likensing Dept

3. Existing Establehmants ace defined as already hawving 3 vabd License =, Exatng Extablishmeants must provide Licente & on this

application fom
* Required
Sutfix * we, =]

First Mame

Middle Name
Last Mame ~

Bepresentative Email Addeess *
Talephons Numbser

Motite Number -
Emirates 10 f Passpart Number * ]

Establishment Type New Essabishment  [w
Extabilishmant Name(English) *

Establishment Name(Arabic) *

Transaction
e

Category * Hatal =
Secret Question * What is your pet name® ]
ey

Attach seannad copies ol

Letter of Autharity *

Passport *

Type the characters vou see in the picture below

cele % E
\ ]

Lettars are not Cove-smmsitive

O0==0

Nebe (E¢her Emarstes 10 or Passport Number = mandatery
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a) Registration Instructions

This section provides the details on the registration process. User needs to go through the instructions
before starting the registration process.

b) Registration Form

Fill the registration form with the requested details. In order to complete the registration form you need
to fill all the required fields marked with red asterisk sign (*)

While filling the application form, users are requested to select the appropriate “Establishment Type”.

« New Establishment: New Establishments are defined as not yet received a valid License #.
New Establishments may apply for user registration by supplying Transaction ID from
Licensing Dept.

« Existing Establishment: Existing Establishments are defined as already having a valid
License #. Existing Establishments must provide License # on this application form.

c) Attach Documents

Attach the mandatory documents. User can browse and attach the required mandatory documents. It
is mandatory to attach (i) Letter of Authority (ii) Passport Copy to complete the registration process.

d) Submit

Click on the Submit button submit the application form and generate the application / registration
number

e) Cancel

Click on the Cancel button to cancel the registration process and navigate back to the home page.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
Issue 1, 14" November 2012
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f) Registration Process:

On successful registration user will be redirected to the following page:

KD
- o ol 3l 3, illy i al /- Y
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing A g

Thank you for submitting your application. Your reference number is UNREG213. This application is valid till 11/10/2012.
To complete the process, kindly submit the required documents at DTCM office in person.

List of Required Documents :

1) Letter of authority from establishment owner containing the following:

. Transaction ID { Received by user from licensing team)/License Number (for already existing establishments)
. Name Of The User
iii. Passport Number

. Email Address

2) Passport copy (along with original for verification) OR
3) Emirates 1D (Hard Copy Required to be submitted)

Disclaimer : Subject to late holiday announcement

dubai.ae

DTCM T 2012

Gontact Us  About Us

The following process of registration is done offline by the user at the DTCM office
a) User takes a copy of the registration number to the DTCM office and presents the required
documents to the counter staff along with the application number.

b) If the establishment is not registered with DED, the user is required to fill the licensing form
(manually) and submit the same, based on which, licensing will provide a Transaction ID to the
Establishment Representative (To be handled out of system)

Once verification has been completed, the system will send a username and password to the user on the
registered email address. The user will be prompted to change the password on the first login and will be
asked to update his/her secret question.

a) Username to be auto generated alphanumeric number.

b) Password to be auto generated alphanumeric number.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
Issue 1, 14" November 2012
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3. Dashboard

Once you are logged in, the system will redirect you to the Partner Interface Dashboard.

[ Welcome Ekhlaque Ahmad | Partner | My Profile | Melp | Logout

//:“} D

-
- PP BPGE SEPPUSL 3 P SN S 3 5yl
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing 4]

=1 @
‘Dashboard
Welcome to DTCM! L TR —

Application ref no. DTCM-3641285 has been

The Partner Interface serves as a dium of on b DTCM and Guest verified.
. . 20/09/2012 10:44:35 AM
d It enables an blish to apply for, and track their different types of = = A
. . t " icabo -
spplication online. It also allows establishments to send and receive notifications to and from O SnouLE pa [c SpPhcition tetae
DTCM, and acts as a central repository for all information & functs related to the 28/09/2012 5:49:14 PM
establishment within the boundary of the DTCM dassification process. Application ref no. DTCM-3881309 has been
A d No. DTCM-
3641285 Oomplct.d
28/09/2012 4

3.4 3.5
Establishment Applications

EKhl_Hotel_4
Hotel & o u
Ucense # 123456

2 2

Draft (0) In Progress (0 ) Completed ( 2) With DTCM (0 ) Completed (2 )

n Create New Application )

Application Details

Application # Application Purpose File Date &Time Application Status Assessment Number Result
TCM-38813 New Designator 28/09/12 17:09 Approved AS-530
RICM-3641285 New Classification 20/09/12 10:35 Completed AS-51S
oM 11‘ > ¥ Displaying items 1 - 2 of 2

Department of Tourism & Commerce Marketlng, DTCM Classification System — Partner Interface,
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3.1 User Information

This section will display user information which includes:

* Name of user logged in.

e Link to My profile
Click on My Profile hyperlink to go to User Profile screen.

e Link to Help
Click on the Help link to go to the help page which provides help documents that lists out information
relating to Categories, Grading, Designators, and Accolades etc. This section guides the establishments
by providing all the required information and will ease their process of applying for the guest
accommodation classification

* Logout
Clicking on Logout will logs you out of the application

3.2 Dashboard

Dashboard is the home page of the authorized user which displays summary statistics relating to the
establishment.

The summary statistics comprises of:

Notifications: Displays a list of all the received notifications. The notification pertains to update on violations
recorded, fees status, upcoming expiry, and relevant information pushed by DTCM to the establishment.

Establishment: Display the establishment image and details. Clicking on Establishment name opens the
establishment details page.

Applications: Displays the count for the total number of applications submitted, drafts, In-Progress and
Completed applications for the establishment

Clicking on any of the application count, will display the list of applications in the table below. Clicking on a
specific application will provide ability to the user to view the details of the selected application.

Assessments: Displays the count for all assessments as well as a split-up into scheduled, In-Progress and
Completed assessments conducted for the establishment.

Application Detail: Displays the summary of the applications like Application Number, Purpose, and Status
etc.

User can click on the dashboard logo to go to the dashboard page at any point of time. This will act as a
shortcut to the dashboard.

3.3 Notifications

Notifications display a list of all the newly received notifications. It displays an update on all violations
recorded, fees statuses, upcoming expiry, and all relevant information pushed by DTCM to the establishment

3.4 Establishment

This section will give preview of the establishment which includes hotel name, rating, license number and
image. You can click on the establishment name to go view establishment details.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
Issue 1, 14" November 2012
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Display the establishment image and details. Clicking on Establishment name opens the establishment details

page.
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It displays the set of images uploaded by the user. You can click on the edit link Al update the
image or click on Delete icon §§ to delete the image from the gallery .Clicking on any of the
thumbnail image displays the image as the main image

Click on the edit link opens a pop-up window which will allow you to browse and upload additional

images.

Upload Image

Upload Image

b) View Establishment Room Details

User can click on this link to open establishment room details. This will be the same information
provided by establishment while submitting the application form.

& A

Welcome Ekhlaque Ahmad | Partner | My Profile | Help | Logout

- &‘\ > il & ‘II‘,Z L " Il;, Sl
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing 3]
Dashboard
Room Details
Search
Room Type |All ¥ Floor Building Number
/ Room checked and measured
Room Number Room Types Floor Building Number Length (meter) Width (meter) Area (sq. m)
1 Single 1 1 34
2 Single 1 1 35

Contact Us About Us

Displaying items 1 - 2 of 2

DTCM O 2012

Department of Tourism & Commerce Marketlng DTCM Classification System — Partner Interface,
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c) Application History

Click on Application History link to displays a complete list of all applications submitted with respect
the selected establishment. User can further go ahead and use to search options to search the

desired results.

Welcome Ekhlaque Ahmad | Partner! My Profile | Help | Logout

ARG
2 QN

. L il & iy 3 II‘, i (! " I ;P—"L‘

- L
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing 8

Dashboard

Application History

Search
Application Purpose  All ¥ Application Status All ¥ Application Number
Application # Application Purpose Application File Date & Tim Application Status Payment Order Number
DTCM-3641285 New Classification 20/09/12 10:35 Completed 23424
DTCM-3881309 New Designator 28/09/12 17:09 Approved 123233

G| oo« B » M Displaying items 1 - 2 of 2

DTCM O 2012

Contact Us About Us

They can use the following search options to narrow down the search result:

e Application Name
e Application Status
¢« From Date

e To Date

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
Issue 1, 14" November 2012
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d) Assessment History

Welcome Ekhlaque Ahmad | Parlner| My Profile | Help | Logout
I S2
N D
- ol Gy 3y & (I 3 3 ils
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing ]
e
Dashboard
Assessment History
Search
Date From | |E To| | &
Assessment Number | Application # Date & Time Type Violation Count Deficiency Count Appeal Count
28/09/12
AS-515 DTCM-3641285 Informed (Day) 0 0 0
14:41
28/09/12
AS-530 DTCM-3881309 Informed (Day) 0 3 0
17:53
G| oMo« » M Displaying items 1 - 2 of 2

DTCM D 2012

Contact Us About Us

Clicking on the assessment history displays the list of all assessments done for the selected
establishment. User can further search the assessment providing a date range in search criteria.

User can click on Assessment Number to open the assessment report and violation log. They can
update the violation detail from the same area if there is any.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
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e) Document Library

Click on Document Library to open an online library of all documents pertaining to the establishment.
User can download and upload Establishment Document. In addition to that they can click on Self-
Assessment to download self-assessment document by clicking on the document name.

. Welcome Ekhlaque Ahmad | Partner| My Profile | Help | Logout
L A
D

= ol Gy 3y Lal 0 5—ils
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing 8

Dashboard

Document Library

Document Name

Document Type Updated By Date & Time
123.0PG Establishment blueprints DTCM 20/09/2012 10:44
123.PG Establishment blueprints DTCM 28/09/2012 17:10
123.PG Establishment blueprints DTCM 28/09/2012 17:10
‘fj 7 TR} > M Displaying items 1 - 3 of 3
Select Type Establishment blueprints

Upload Browse...

DTCM O 2012
Contact Us About Us

Department of Tourism & Commerce Marketlng, DTCM Classification System — Partner Interface,
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Self-Assessment:

In order to upload a document user needs to select the type of document being uploading from the

dropdown and then provide the path where the document is located on the system. There are two
types of documents:

»  Establishment blueprints

e Land and Location map

Welcome Ekhlaque Ahmad | Partner | My Profile | Help | Logout
P s T
> < < N&

- ol 3 3 3y 2 (LEEN ISR
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing g

Dashboard

Document Library
T

Self-Assessment Category

Rating Date & Time
Self Assessment DTCM-

Hotel S Star 20/09/2012 10:14
3641285
Self Assessment DTCM-

Hotel S Star 28/09/2012 16:54
3881309

| oo« B > M Displaying items 1 - 2 of 2

Cancel

DTCM O 2012
Contact Us About Us

f) View Map

Clicking on the View Map link navigates the user to the Google Maps page to view the location of the
establishment.

g) Establishment Details

This section will provide more details about the establishment. Following are the key information
areas listed out in this section:

*  Guest Accommodation Details

* Owners/Partners

» Site Information and Lease Contract
* Building Details

« Designator Details

* Accolade Details

h) Close

Click on the Close button will close the screen and will take the user to Home page.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
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Application Count

Application section displays the count for the total number of application submitted, drafts, In-Progress
and completed application for the establishment.

Click on application count to display the list of applications in the table below the count. You can
select a specific application from the list to open its details.

Application Details

Application # Application Purpose |File Date &Time |Application Status Assessment Number |Result Delete

Replace Classification

DTCM-48581420 25/10/12 15:03 Invoiced
Flague
Replace Classification
DTCM-45381415 25/10/12 13:24 Faid
Certificate
DTCM-3651286 Downgrade 20/09/12 10:39 Approved AS-438

Refurbish / Major
Repairs / Add
DTCM-3381255 18/09/12 20:28 Completed
Facility / Reduce
Facility

DTCM-3321253 Receive Guest 18/09/12 20:23 Paid AS-458

refurbish / Major

Repairs / Add
DTCM-3371258 . 18/09/12 20:20 Completed
Facility / Reduce
Facility
DTCM-3331254 Renew Classification 18/09/12 19:14 Approved AS-466
DTCM-3341255 Uparade 18/09/12 19:13 Approved AS-483
DTCM-3351256 Downgrade 18/09/12 19:13 Approved AS-d64
Replace Designator
DTCM-3201241 12/08/12 10:42 Paid
Certificate
T H o4 234 » M Displaying items 1 - 10 of 38

This section displays the list of Applications submitted by the establishment and their statuses
thereof along with details such as:
Application Number
The first column will list out all the applications in the system. User can click on application number to
open the application form in a separate window.
Application Purpose

This section will display the purpose of the application. User can sort the results based on the purpose
by clicking on sort icon in the column header.

You can also filter the result by clicking the filter icon present in the column header and provide the
search criteria.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
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| K Clear Filter

Show rows with value

that

I= equal to w

And

Iz equal to i
T Filter

File Date and Time

This column will display the Date as well as Time on which application was filed. Filter option is also
available in this column.

Application Status

Display the current status of the application. User can also sort the result based on the status. You
can filter out the result based on the status value.

Assessment Number

Displays the assessment number generated by system. You can search for a specific application
number by using the search option.

Result

This column will display the result of the assessment.

Delete

User can delete the application which are in draft or not submitted so far. The delete icon is enabled
only for the applications which are not completed and not submitted.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
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44

On clicking on the application number on the dashboard, you will be redirected to the application

details page

Application F(b

Application Form

Applical
Application Purpose

* Upgrade

Guest AccommodationDetails

Guest Accommeodation Name (Arabic)
Guest Accommedation Name (English)
Tourism Trade License Number
License Expiry Date

Estimated Date of first Guest Arrival
(Only for New Guest Accomodation)

Management Company Name

First (English)
Middle (English)
Last (English)
First (Arabic)
Middle (Arabic)
Last (Arabic)
Email Address
Passport Number

Telephone Number

First (English)
Middle (English)
Last (English)
First {Arabic)
Middle (Arabic)
Last (Arabic)
Email Address
Passport Number

Telephone Number

Guest Accommodation Category

 Hotel
© Resort

© Hotel Apartment
© Guest House

© self Catering
' Time share

© Youth Hostel

&

University Campus

Floors 2
Total Reoms/Units 2
Studio 0
Single Rooms/1 Bedrooms 1
Double Rooms/2 Bedrooms 1
Triple Rooms/3 Bedrooms 0
Suite/4 Bedrooms or more 0
Twin

Dermitory

Others

™ Tour Opsrator Desk

I~ Barber/salon

Contact Us

About Us

Self—Assasmc

n Number : DTCM-3341255

Management Company Representative Contact Information

General Manager Contact Information

=

o e eeew

Building Details

pporting Docume

Nitya
Nitya
1111111

Marriott Group

Nitya

WVenkat

Nitya

Venkat
nitya.venkataraman@wns.com
2011100011

1231111111

GM First Name

GM Mid Name

GM Last Name

GM First Name Arb
GM Mid Name Arb
GM Last Name Arb
GMEmail@wns.com
123456
9871234567

Sudgst 1 star 2 star 3 star & 4 star 5 star
3 Star © 4star 5 star

Standard " Superior " Deluxe

Standard © Superior " Deluxe

Standard © superior © Deluxe

3 Star © 4 star © s star © standard © superior T Deluxe
Hostel/Campus

Hostel/Campus

Ground sqm. 100 Tennis/Squash Courts 0
Spa 0 Swimming Fools o}
Gymnasium o Service Lifts 0
Ballroom/ Banguet Halls o RestaurantZs/Cafes 0
Bars 1 Parking Spaces o}
Guest Lifts o Cenference Rooms 0
Kitchens 1 Laundry 0
Kids Club 0 Discos/Night Clubs 0
Theme Park ] No of Building 1

7 car Rental Desk ™ Travel Agency Desk

7 Retail Outlets

DTCM O 2012
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a) Application Form

The first section of application detail will display the details of application form submitted.

b) Self-Assessment

On clicking Next, you will be redirected to the Instruction list for self-assessment. The instruction
contains the checklist for assessment.

Welcome Ekhlague Ahmad | Parlnaerf My Prohle | Halp | Logoat

s Tl ¥

o Iy
-: \r‘—‘l . B T L8 [ S - M gl
COVERNMENT OF DLBAI Department of Tourism and Commerce Marketing [+

| -
| Dashbaard

Seli-Assessment = > Instructions

Checklist Sheets

et Click on the radia button to omat & criteria. Comment is mandatory an the Oma tab,

T Salect W/N rado button to mdicate o crtens & met, Cormmiant i mandatory if orteris is not meat,
Artach supportive ewidence.

Dt Salect ¥/N radho buttan to endhcate of entens & met, Comment & rmandatory if Sriters & Aot met,
Attach supportive evidence.

Erhanding Sel=st YN rlldfn bl.ll'hf!n o endicate of critedis 15 mat, Cammeant = mandatony f orbéns & not met.,
Abtach supportive avidente.

Qualty Selmct ¥/N racho button fo mdicate o critens is met, Select specifhc reason f not met,

Condition Salect ¥/MN radie buttan 1o indicate of criterin is met, Select specific reason if not met,

Cleanfnack Select ¥/ radio button to sndicate f cntenia i met, Selact cpacific reason if nok mat,

<< Previoos Mixt =5

Department of Tourism & Commerce Marketlng, DTCM Classification System — Partner Interface,
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Click on Next>> to move the Self- Assessment Statutory Violation page, and the subsequent self-assessment
checklist filled by the establishment while submitting the application.

-
Dashboard
Application Form Self-Assessment Supporting Documents

Self-Assessment => Statutory Violations

Establishment Classification File Requirements

The following documentation should be stored in a file marked "Classification Assessment Documentation” and produced on arrival of the Classification
Assessor to conduct the assessment.

Statutory Requirements Met/Mot Met

3l

Child Care Certificates

o 1

Completion certificate verified and checked by DTCM F | .:37 _# .
Emergency Procedures F . i’:j_=ﬁ_,' |
Employee Insurance F | G__‘f |
Entertainment licences | a_j

T

Establishment showed the Statutory Folder to the Authorized employees. G j

F&E Hygeine Certificate F . ﬁ;__‘__'f .
Garbage Collection Contract F . E:j_;’_’;
General Managers Hotel Management Certificate F 1:}_;‘,}
Islamic Awareness Training Certificate (to be implemented in 2011) [ | l'.:.}_ " .
Tssued by DTCM Licensing F . i’:jﬁ;% .
Liquer licence = | G__‘f |
Live Entertainment Contracts | a_:
Passport/Guest data registration system username and password F ﬁ__‘}
Pest Control Contract F . Bﬁ . |
Previous licence year and for the coming licence year F . c.i_;f
Public Liability Insurance 4 [ 1:}_;1? |
safety Procedures = ':3_ =
Security Cameras Compliance | . ;:J’:ﬁ: |
Third Party Indemnity Insurance = . G__"_i' |

e >~

DTCM O 2012
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c) Supporting Documents

On navigating through the checklist, or on clicking the Supporting Document header from the
tabbed pane, you may view the documents uploaded with relevance to the application form..

English =
/_//‘ " Welcome Nitya Venkat | Partner | My Profile | Help | Logout
= <) T s

-
GOVERNMENT OF DUBAI

Dashboard

Application Form Self-Assessment Supporting Documents

Supporting Documents

gotaill Gaguilly ial 05, sl
Department of Tourism and Commerce Marketing 8

Document Type Document Name J‘
Guest Accommodation Blue Prints Test.ipg

Guest Accommodation Owner’s Passport Copy Testl.bmp

=] " P =
| [ | B M Displaying items 1 - 2 of 2

Comment

DTCM O 2012

Contact Us About Us
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3.6 Assessment Count

Clicking on the assessments hyperlink on the dashboard, displays the list of all assessments completed or
pending for the establishment.

The following information is displayed in the table:
= Assessment type

= Assessment number

= Application number

= Date & Time of assessment

= Status

= Violations

Assessment De_ti_!_ils

Assessment Type ;Assessment Number | Application # Date & Time Status Violations

New Classification AE-515 DTCM-3641285 28/09/2012 14:08 Completed 0
New Designator AZ-530 DTCM-3881308 28/09/2012 17:50 Approved 0

New Accolade AS-573 DTCM-4211543 09/10/2012 10:48 With DTCM 0

Gl rn -

Assessment Type

Displaying items 1 - 3 of 3

Indicates the type of assessment performed. User can filter the result using the filter option available in the
column header

Assessment Number

Clicking on the assessment number displays the assessment report for the selected assessment on a
separate screen

Application Number

Clicking on the application number opens the application form in non-editable mode

Date and Time

Indicates the date and time the assessment is to be performed or has been performed

Status
It displays the status of the assessment. Filter option is also available in Status.

Violation

The count indicates the total number of violations that have been filed for a particular assessment conducted
for an establishment.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
Issue 1, 14" November 2012
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3.6.1 Assessment Report

Clicking on the Assessment number on the Dashboard — Assessments displays the assessments reports
screen. This screen displays the assessment report that is associated with a specific assessment.

Weltiema Ekhlagun Ahmad | Pariner | My Peolls | Help | Lopsa

P
\_.-bhf\’n‘ﬂ' =B Sy S o T L

COATINMERT OF DUBL] Department of Tourism and Commaeree harketing

Eztablcemird Trgm rutnl
Tatatiorment Nasag 10 b4
LA0hrbE: [ 123a5E

S miegany [

Tabirgy siopibed fod Lo L
Addreea

E, Pad yuisbert [7, Stredt; lamis, Arwa: Owile, Cos

Lo
Lewigaiuds 1
Lattude
Cararsd Mgrager Name Fchingea Anmad
=TT JIFEEIEE

| wearaoi ot |
Ansezumwnt Tege Prdrrmed (Dwwl
Dain of Appssemeng FRAANLE
TSR iy J Y Ky e e
Prmety Aasesiss Nirve M, Bihaua Sluriad
Se-cGrdary AzEErace ha—w W, Chandry Kumar

Lovip Abgdapas

B P ARG OEETE ]

1 Fobis draas 150 0 (1018 Bl 190.8% 004 ! UL [}
2 Fasd B Bérewraga 100 0%, LD3.O% el S 150, 1%, IR0% Ho.0% a
I Carfarencs A Banpatng 10080% 40 L [0, 09 194, 6% [ 2% [\
4 Sarnle 20" (1= ] 1=K 120.8%, P00.0% Ll
§ Laare T e £ (o e [Es CR e
i Bsdnomie 190 4%, jrallig: 10,1 100.0% PO 1)
¥ Baltypoma I:;:l..": [Unlre 100.0% 1001 D, % 1
& Bk 150 4 -t X0 i Sl &
9 Hoursiode g B BE I 1189 120 Do FlLT oG By
0 Maninmance 180 5% EDO.O% Ple-Ki iy 150.0% A0.OAL (£ 8 [}
Dhrind Booe 1000 ID0.0% L0 150,0% V00O [}
Lirptassy Lhagshatota 0N L B [ B 0% [ 5] Ry H
Elaridicanos Wrdatusy it [F-2 LA S% LBt S.0%
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Click on Next >> to go to Violation Log.

3.6.2 Violation Log

This page will display the Classification Violation Report. This list out the Deficiency Details reported and user
can add the requested grace period to fix/remove the deficiency. User can click on Save to continue working

- ‘Welcome Ekhlague Ahmad | Partner | My Profils | Help | Logout
9
"’PT’- T N 2

— ] i O 6 S adly it I3 p—ila

GOVERNMENT OF DUBAL Department of Tourism and Commerce Marketing
G

Dashboard

m Violation Log

Classification \.“io_l.-ation Report

Establishment Details

Establishment Type Hotel

Establishment Name EiChl_Hotel_4

License Nurmber 123456

Addrass Ekhlaque Ahmad Delhs 1 12 Jamia

et Armval Date 30/09¥2012

sment Detasls

Assessment Type New Classification
Start Date Of Assessmant 28/09/2042 14:42
End Date OF Assessmant 010170001 GOI00

| sove | submit | cancel

on the violation log or Submit the log for further processing by DTCM officials.

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
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3.7 Create New Application

A new application can be applied through the Create New Application on the dashboard.

3.7.1 Replace Classification Certificate/ Replace Classification Plaque

1. Click on Create New Application from the dashboard

2. Select Application Purpose> Replace Classification Certificate/ Replace Classification plaque
from the Application Purpose section.
The Guest Accommodation Details section comes prepopulated with the establishment’s details.

Welcome Nitya Venkat | Partner| My Profile | Help | Logout

S :
*" ol 3l 3, 3ly 4 (I 05, Sy
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing ]
Dashboard

Application Form

Application Form Self-Assessment Supporting Documents

Establishment owns the responsibility of providing correct and appropriate information/documents/evidence/photos in the

Classification System.
Please fill the application form correctly as incorrect information will attract penalty.

Application Purpose

™ New Classification ™ Cancel Accolads Replace Designator Certificate

" Receive Guest o Replace Accolade Plague Replace Classification Plague

© Renew Classification © Replace Accolade Certificate Replace Classification Certificats

© Refurbish / Major Repairs / Add Facility / Reduce Facility  New Designator [ Advisory Consultancy

© Upgrade " Renew Designator € Change Management Company Details
~ Downgrade ™ Cancel Designator ' Re-fssessment

7 New Accolade ~ Replace Designator Icon © Others

e

Renew Accolade

Guest AccommeodationDetails

Guest Accommedation Name(Arabic) Mitya
Guest Accommodation Name(Enalish) Mitya
Tourism Trade License Number 1111111

(If not available then Transaction Number)

Transaction Number 1234567

License Expiry Date l:l
Estimated Date of first Guest Arrival I:l

(Only for New Guest Accomodation)

Management Company Name(Arabic) Marriott Group

Management Company Name(English) Marriott Group

Accommedation Representative's Name(Arabic)  First Nitya Middle Last Wenkat
Accommeodation Representative's Name(English) First Nitya Middle Last Wenkat
Accommodation Representative's Email Address nitya.venkataraman@w

Passport Number 2011100011

Telephone Number 123 111 1111

[suve [ cance ——

DTCM O 2012

Contact Us About Us
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3. Click on next, the Application fee details and Applicant Information Details are displayed. Clicking
on Previous will navigate back to the Application Details screen. Clicking on save saves the
Application Form as a draft.

Welcome Nitya Venkat | Partner | My Profile | Help | Logout

T IGESE i
-
“r. E‘«‘ a3 ] Gy 1 |IJ i {— ] B—ils
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing 8
Dashboard

Application Form

Application Form Supporting Documents

andustr[« Manual @]

Application Fees

Replace Classification Certificate : 500 Dh's
Knowledge Fee : 10 Dh's

Total Fee Amount @ 510 Dh's

Applicant Information

Mame Nitya Wenkat

Email Address nitya.venkataraman@wns.com
Telephone Number 1231111111

Mobile Mumber 8989893939

Your Application reference number is: DTCM-4981419.

—y

DTCM O 2012

Contact Us About Us

4. Click on Next to move to the Supporting Documents section

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
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> " Welcome Nitya Venkat | Partner | My Profile | Help | Logout
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Department of Tourism and Commerce Marketing

Dashboard

Application Form
Application Form Supporting Documents
Supporting Documents

I
Cfficial Reguest Letter *

Browss
Comment

Your Application reference number is : DTCM-4981419 . Please click on submit button to initiate your application

[ sove [ suomis ] concet

Contact Us  About Us

DTCM O 2012

5. Click on Browse and Upload the required Documents, and Click on Submit to Submit the

application. User is navigated back to the dashboard and the Application with status may be
viewed from the Application list

3.8 Work Queue

This section displays the Application/ Assessment details as per the selected item, corresponding to the
establishment.

Department of Tourism & Commerce Marketlng DTCM Classification System — Partner Interface,
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Reference Material

»

The reference documents uploaded by the DTCM may be viewed by the clicking on the Download
Reference Material button on the DTCM Partner login screen

You may save and view these documents by clicking on the document name of the corresponding

document.
English ==
AT ;
“" ol 3y 2l 3 N Iz I
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing g

Reference Material

Select Category All b @

Category Document Name Publish Date Size
Document Hotel 5 Star Checklist 28/07/2012 23:09 895 KB
Document Industry Manual 30/07/2012 10:54 1845 KB
Cocument 02/08/2012 20:02 70 KB
Cocument RRR 04/08/2012 22:28 759 KB
Document Hotel 4 Star Checklist 21/08/2012 17:15 1018 KB
Document English Diocument 23/08/2012 07:39 35 KB
Document ekhlague 04/09/2012 11:08 13 KB
Cocument Test 08/09/2012 10:12 32 KB
Report Test 08/09/2012 10:15 32 KB
Statistics Statistics 08/09/2012 10:27 32 KB
5 | M4 2 b M Displaying items 1 - 10 of 12

DTCM O 2012
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5. Notifications

On clicking the Notifications header from the dashboard, user is navigated to the Notifications Details

screen.
vielceme Nitya Venkat | Partner | My Prefile | Help | Logeut
AT
f S 4. 1 s
- Al 3 fy Tal -y 1 5,sly
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing g

' Dashboard

Notification Details

Create New Notification

Date & Time ‘Type

Mail } Attach ‘ Subject

L]

25/10/2012 12:44 Received

e il DTCM-2871218

Completed / Assessment against

=] 22/10/201212:11 Received
application No. DTCM-2971218
Completed
8 il ida x| DTCM-52
Completed / Assessment against
= 16/10/2012 11:28 Received
application No. DTCM-52
Completed
A I G il DTCM-3051226
= Completed / Assessment against
=] 16/10/2012 10:41 Received
application No. DTCM-3051226
Completed
= subject arb 10/10/2012 16:35 Received
& 10/10/2012 15:43 Received
St cad 10/10/2012 15:39 Received
Testingggg_1 10/10/2012 14:12 Received
Testingagg 10/10/2012 14:11 Received

- Application ref no. DTCM- .
=] 28/09/2012 17:14 Received

2181131 has been verified.

23456878 b M Displaying items 1 - 10 of 80

Subject:
From: DTCM

To:

DTCM O 2012
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5.1 Create New Notification

1. Clicking on Create New Notification button displays the Notification Compose screen, to send a
notification to the DTCM staff.

T Welcome Nitya Venkat | Partner| My Profile | Help | Logout
L AW
= a3l Gy 1)y 1 L PP
GOVERNMENT OF DUBAI Department of Tourism and Commerce Marketing =

Dashboard

New Notification

To DTCM

Subject

Attach Browse...

DTCM O 2012

Contact Us  About Us

2. Enter the required Subject and Message body.
3. Click on Browse to send an attachment along with the notification.

Department of Tourism & Commerce Marketlng, DTCM Classification System — Partner Interface,
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5.2  View Notification

User has the ability to View a Notification directly from the Notification Summary in the Dashboard or from the
Notifications screens.

Clicking on a Natification from the dashboard directly opens the Notification. Else clicking on a Notification
Subject from in the Notifications Details screen displays the Notification.

Clicking on back will navigate user back to the Dashboard.

Testingggg 10/10/2012 14:11 Received

p Application ref no. DTCM-
=] 28/09/2012 17:14 Received
2181131 has been verified.

M oMo« 2 345678 kM Displaying items 1 - 10 of 80
Subject: £, & Laead |, DTCM-25971218 Completed / Assessment against application No. DTCM-2571218 Completed
From: DTCM

To: Mitya Venlkat

-
DTCM- .z259 p3; d230 aadf 1 wibil ,is Mr. Chandra Kumar 3.5 50 2012/09/08 ga,05 <5152 #§ gidl ( pas3iil pey) pls s

= ( padidl pgy) pls 15 Ppaddl gsd

e: 08/09/2012 py s 3531 &ay L3
13142 tpuy 3301 suy ady
b 14:12 tpua i i1 Lesi| oy
Date: 22/10/2012 A
Nitya Venkat/Nitya
License No. 1111111
The Ill'lf;::r?tzd (Day) conducted on 08/09/2012 by Mr. Chandra Kumar against the application for Downgrade Ref No. DTCM-2571218 has been b
completed.

Kindly find the Assessment details below:

Aszseszsment Type: Informed (Day)

|

DTCM O 2012

Contact Us About Us

Department of Tourism & Commerce Marketing, DTCM Classification System — Partner Interface,
Issue 1, 14" November 2012



