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Create new Trainee accounts 
1. Login using a Coordinator account 
2. Click on Menu > Users > Create User 

 

Add details including  

• Organization 

• First Name 

• Last Name 

• Email 

• Main Role (Trainee) 

• Status (Active) 

• Emirates ID (Only numbers without - sign) 

• Send Verification Email (Mandatory as of now, but 

optional after UAE Pass is activated) 

 

Fig 1 

Fig 2 
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Repeat until all users are created.  

Bulk Import Users from Excel 

If you have a large set of students to add, you can use the import functionality to create 
new students and add them to an existing cohort.  

Click on Menu > Users > Import Users > Download Import Template 

 

 

 

 

 

Fig 3 

Fig 4 
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Excel Template Structure 

 

Fill the columns as per below data instructions 

• First Name 

• Last Name 

• Email 

• OrgReference: System ID of your organization, copy it 

from Menu > Organizations > System ID of Program [Fig 6] 

• Main Role (Trainee, Faculty/Assessor or Program Director) 

• Add Emirates ID No in Column (G, H, K) without dash 

• SendVerification: true 

• GroupReference1: System ID of your Group, copy it from 

Menu > Groups > System ID of Program [Fig 7] 

NOTE: Make sure to create the group [Page 5] first before importing users, columns 
other than mentioned above are not mandatory, leave it blank. 

  

 

 

 

 

 

 

 

 

 

 

Fig 6 

Fig 7 

Fig 5 
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Create New Group  
1. Click on Menu > Groups > Create Group  
2. Add details including 

a. Organization 

b. Type (Must be cohort) 

c. Name (Organization – Specialty – Year of Admission) 

Examples: 

CCAD - Internal Medicine – 2024 

SKMC - Psychiatry – 2024 

Tawam - Internal Medicine - 2024  

d. Start Date & End Date (Training Program Period)  

3. Click “Create” 
4. Copy the System ID needed for Excel Import in Fig 5 Column L 
5. To assign Trainees one by one to the group Click on the last column in Fig 9 on 3 

dots … Edit Group > Add User from Right Panel & Click Update 

 

Fig 8 

Fig 9 
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Create New Program Instances  
Note: Annually   

1. Click on Menu > Program Instances > Create Instance  
2. Add details including 

• Name (Organization – Specialty – Year of Admission) 

Example: Tawam – Anesthesia – 2024 
• Template (Select from dropdown) E.g Anesthesia 
• Group (Choose the same group created in Page 5) 

 

 

 

Fig 10 

Fig 11 
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• When you click ‘Create’, a list of programs will pop up. Select your program. 
• Set the Status to Live (Fig 12). 
• Make sure ‘Start Date’ and ‘End Date’ are correct (Training Program Period)  

 

• Expand PGY 1 tab then click on EPAs tab and start to allocate the trainees by 
clicking on “Add Allocation” 

• Add Details as following 
• Trainee: Name from dropdown 

o Specialty: Organization & Program from dropdown 

o Start Date & End Date: One year only (Academic Year)  

Repeat the same steps for each PGY level.    

  

Fig 12 

Fig 13 
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Bulk Allocate Trainee to Program Instance 

If you have a large set of students to add, you can use the import functionality to 
allocate them directly 

Click on  Menu > Program Instances > Your Instance > Import > 
Allocation > Download Template [Fig 12] 

 

 

 

 

 

 

Fill the columns as per below data instructions 

• Student ID (Emirates ID without dash -) 

• Provider system or short code: Program system ID from 

Menu > Provider > Your Organization > Specialty [Fig 15] 

• StartDate: Academic Year Starting (1 year only) 

(dd/mm/yyyy – 01/09/2025) 

• EndDate: Academic Year Ending (1 year only) 

(dd/mm/yyyy – 01/09/2026) 

• Leave the rest empty 

 

 

 

Note: These steps are not required while creating Procedures log, EPAs Summative 
Reports and EPAs (all PGY) which will be required in the next stage. 

  

Fig 14

 

Fig 15 
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Next Academic Year 
For future academic years, the platform is designed to automatically advance trainees 
to their next PGY level. Therefore, you will only need to create new accounts for newly 
joining PGY 1 trainees. 

The steps will remain the same: 

• Create a new group, E.g., Tawam - Anesthesia - 2025 

• Import users, if you’re handling a large number 

• Create a new program instance, E.g., Tawam – Anesthesia - 2025 

• Allocate PGY 1 trainees under the new instance 

• Set the appropriate start and end dates 

This ensures the onboarding process is streamlined while maintaining accurate tracking 
for each academic cycle. 
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Reference 
Managing Users 

Creating users manually: https://youtu.be/liF8l-bWcpw  

Creating users in Bulk: https://youtu.be/wX-OMhtun5g  

Editing Users: https://youtu.be/HwLfty9KU40  

*Sending Verification for users: https://youtu.be/qqrwp-qg400  

*Please note: For the video on how to send a verification to a user, this is not applicable 
for UAE PASS log in.  

 

Managing Groups 

Creating groups manually: https://youtu.be/E3jfloIkgAk  

Creating groups in bulk: https://youtu.be/rI5Vhjdsn1w  

Merging groups: https://youtu.be/AC4121lgZT4  

Editing groups: https://youtu.be/NVgPDMvi7Ls  
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