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Create new Trainee accounts

1. Login using a Coordinator account
2. ClickonMenu > Users > Create User

B Users F:. 1
| aanin > o g
| n—
Groups
. Email Address & Emirates |d & Role Organisation & Groups = Created & Status ¢
Organisations
on @ holly fowler: imyknowledgemap.com - rainee CCAD Emergency Medicine 1 9 Jan 2024
Providers
gh © hally. fowlersnihss4@myknowledgemap.com - Trainee SKMC Emergency Medicine 1 9 Jan 2024 -
Forms
ugh-Waverley © hally. fowlersnihssO@myknowledgemap.com Trainee MBRU Medical Internship 9 Jan 2024
Program Instancs
2 holy & y macom = fainee Dbif Medical Intemshi 1 9.0 2024

Add details including

e Organization

e First Name

e Last Name

e Email

e Main Role (Trainee)
e Status (Active)

e Emirates ID (Only numbers without - sign)

¢ Send Verification Email (Leave this option unchecked so
that you can access the platform using UAE PASS)

Create User

Basic Info

Qrganisation *

Tawam Hospital

First Name * Last Name *
Mohammad Sultan
Email *

mohammadsultan@seha.ae

Other Emails

@ Add other email

Main Role *

Trainee

Status

Active

External Identifier

78420006478375

send Verification Email

=

Y
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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.

ClickonMenu > Users > Import Users > Download Import Template

s
=

= 2 &

B Users .
Admin > Users Flg 3

Name = Email Address & Emirates Id % Role # Organisation & Groups %  Created & Status &

O ° Doan Barton ® holly.fowler+nihss S@myknawledgemap.com = Trainge CCAD Emergency Medicine 1 9 Jan 2024 -
© PevaBorough @ holy.fowlersninssa@myknowledgemap.com - Trainee SKMC Emergency Medicine 1 9 .Jan 2024

[ @) Edna Barough-Waverley @ holy.fowlersninssO@myknowledgemap.com Trainee MBRU Medical Imernship 1 9 .Jan 2024

[] € oncasier @ holly.fowler+nihss3@myknowledgemap. com - Trainge DHA Medical Intemship 1 9.Jan2024 -

[ @ Nacaste @ holy.fowlersninssé@myknowledgemap.com - Trainee Tawam Obstetrics and Gynaecology 1 9 .Jan 2024

[ €@ NiHS Cowrse Admin @ holly.fowlersninsustca@myknowledgemap. com - Course admin National Institute for Health Speciatiies a 5.J8n 2024 -
© Len Dunkinseross @ holy.fowlers ninss1 @myknowledgemap.com Trainee Camiche Obstewrics and Gynaecology 1 9 .Jan2024

[0 @ sweventdge @ holy.fowlersninss7@myknowledgemap.com - Trainee Tawam Obstetics and Gynaecology 1 9.Jan2024

Import Users
(] =

Upload File validation Results Import Results

O

Drop file to upload
or click to pick manually

Cancel
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Excel Template Structure

B C D E F G H 1 1 K L M N

il res |

B L 8) Email Org 5 =" Emirates Id Reference SendVerification Username (SSO Identifier) UAERassUAT (S5O Identifier) GroupReferencel GroupRolel

Fillthe 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

GroupReferencel: 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.

System ID: AHS1897120 - Created: 30 May 2024 - Updated: 4 Jun 2024

Cleveland Clinic Abu Dhabi
System ID: CLES802920 - Created: 23 May 2024 - Updated: 23 May 2024

CCAD Anaesthesia F- 6
System ID: CCA9723170 {Created: 30 May 2024 - Updated: 4 Jun 2024 Ig

CCAD Emergency Medicine
System ID: CCA9127440 - Created: 23 May 2024 - Updated: 4 Jun 2024

v

5
CCAD ENT L=
System ID: CCA6180500 - Created: 30 May 2024 - Updated: 4 Jun 2024 @

0 Pranine .
CCAD General Surgery N = Flg 7
System ID: CCA6810840 - Created: 30 May 2024 - Updated: 4 Jun 2024

Groups
CCAD Internal Medicine o

iter
System ID: CCA5384180 - Created: 30 May 2024 - Updated: 4 Jun 2024 | Organisations
CCAD Neurology @ I Fosies SystemID ¥ Type & Organisation &
S)’STEH‘I |D: CCAB8020860 - Created: 30 MS‘:«' 2024 - U|)\:Is:ed 4 Jun 2024 o nal Medicine CCAD000001 Cohort CCAD Imernal Medicine

[Medicine coten NarlonalInstnte for Heali Speciaties
CCAD Urology Program Instances

System ID: CCA4093080 - Created: 30 May 2024 - Updated: 4 Jun 2024

temship MEDOOGO00T Cahort National Institute for Health Specialties
Program Templates
0OBGO0D00OT Cohort National Instiwute for Heahh Specialties
Frameworks
PSY0000D01 cohont Natlonal Institute for Health Speclalties:

Integration Data
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Create New Group

1. ClickonMenu > 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 Importin Fig5 Column L
5. To assign Trainees one by one to the group Click on the last columnin Fig9 on 3
dots...Edit Group > Add User from Right Panel & Click Update

Create Group

Basic Info

Organisation *

Tawam Anaesthesia

Type *
Cohort (PGY) v

Name *

Tawam - Anesthesia - 2024

Description
=
Start Date End Date
01/09/2025 01/09/2030
N = = & &
& B 2 o
N Rronine
Users
Groups
Add filter 8 Import groups
Qrganisations
—— System ID Type & Organisation & Start Date & End Date & Users & Created &
nal Medicine CCADODODDT ‘Cohort CCAD Intemal Medicine 1.Jan 2024 1.Jan 2029 2 3Jun 2024
Forms
#Medicine EMEO0DDODOY Cohort Natlonal Institute for Health Specialties 1 Jan 2024 1 Jan 2029 ) 12 Jan 2024
Program Instances
temship MEDOOO0001 ‘Cohort National Institute for Health Specialties 1 Jan 2024 1.Jan 2029 5 12 Jan 2024
Program Templates
0BGO0DODO1 Gahort National Instiute for Health Specialties 1Jan 2024 1.Jan 2029 6 12 Jan 2024
Frameworks
PSY0000001 ‘Cohort National Institute for Health Specialties 1.Jan 2024 1.Jan 2029 & 12 Jan 2024
inegration Data
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Create New Program Instances
Note: Annually

1. ClickonMenu > Program Instances > Create Instance
2. Add details including

e Name (Organization - Specialty - Year of Admission)
Example: Tawam — Anesthesia - 2024

e Template (Select from dropdown) E.g Anesthesia

e Group (Choose the same group created in Page 5)

7 = & 0
-y B = & @
1 Drnnram Inctances FIg 1 O
Q 1
L | Users |
& | Groups
Alltemplates v igous v Allstatuses .
Organisations L
—— Organisation & Template % Group & StartDate #  EndDate #  Created & Edited & Status &
National Institute for Health Specialties NIHS Emergency Medicine (D0 NOT USE) Emergency Medicine 1Jan2024 10en2029  12Jan20241338  5Mar20251839 | ahn ved
Forms
National Instinute for Health Specialties Cloned from imemal Medicine (D0 NOT USE) CCAD Internal Medicing 1Jan 2024 10aN2029  12Feb202509.50  5Mar2025 1640 hrhived
|
V DEMO) National Instinute for Health Specialties Intemal Medicine (NEW) CCAD Internal Medicine 1.Jan 2025 1.Jan 2029 17.Jan 2025 1411 5 Mar 20252104 |
|
National Institute for Health Specialties NIHS Medical Intemship (00 NOT USE) Medical Internship 1.Jan2024 14an2029  12Jan 20241340 5Mar 2025 1840 Arehved
Program Templates
National Instirute for Health Specialties NIHS Obstetrics & Gynaecology (DO NOT LSE) OBGYN 1.Jan 2024 10802029 1248020241341 S5Mar20251840 | o it
Frameworks
National Institute for Heafth Speciafties NIHS Psychiatry (DO NOT USE) Psychiatry 1.Jan 2024 1.4an 2029 12 Jan 2024 13.42 5 Mar 2025 18:40 Arehivad
Integration Data

Create Program Fig 11

Name *

Tawam - Anesthesia - 2024

Template *

Anesthesia v

Group *

@ Tawam - Anesthesia - 2024 (Cohort (PGY))
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e Whenyou click, a list of programs will pop up. Select your program.
e Setthe Status to Live (Fig 12).
e Make sure ‘Start Date’ and ‘End Date’ are correct (Training Program Period)

English s No changes mady
Tawam - Anesthesia - 2024 .
Admin > Program Instances > Tawam - Anesthesia - 2024 Flg 1 2

Details Allocation 8 Import Allocations

Name * Navigate between the part/section to begin allocating trainees to PGY providers within this instance. All allocations can be managed in real ime.

Tawam - Anesthesia - 2024 If no dates are set at the section level then the parent section dates will be used.

Description v/ B PGY1 1Sep2025 1 Sep 2026
Start Date End Date Target Hours
“ 01/09/2025 01/09/2026 0
Status
Live « v \/ [ EPAs 1 Sep 2025 1 Sep 2026 (2 forms)
Template Start Date End Date Target Hours Grace Period (days)

Anesth DO NOT USE;
nesthesia ( ) 01/09/2025 01/09/2026 0 0

Group [ Allocation-specific deadlines (Applies to spit placements oniy) 2)

Y Show filters Reference:  6ae476a4-2461-41b4-0714-250008a9a5a EYUISE  © Add allocation

Tawam - Anesthesia - 2024 (1 trainees)

Start Date End Date

01/09/2025 v 01/09/2030 Trainee Start Date End Date Target hours PGY O
Target Hours Liam Keane (019284759) 01/09/2025 01/09/2026 0 Anesthesia O

0

e Expand v PGY 1 tab then click on v EPAs tab and start to allocate the trainees by

clicking on “IiXefsW:\{leYet=Vd[e]q'”

e Add Details as following

e Trainee: Name from dropdown
0 Specialty: Organization & Program from dropdown
o Start Date & End Date: One year only (Academic Year)

Repeat the same steps for each PGY level.

Create allocation
Fig 13

Trainee *

Liam Keane - (holly.fowler+nihss10@myknowledgemap.com)

Specialty

Tawam Anaesthesia v
Start Date * End Date *

01/09/2025 01/09/2026

Target Hours

0

Practice Staff

You have yet 10 assign any assessors/supervisors.
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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
Clickon Menu > Program Instances > Your Instance > Import >
Allocation > Download Template [Fig 12]
A B C D H F G
1 Studentld Provider Systemld or Short Code  StartDate EndDate Target Hours AssessorEmaill AssessorRelationshipl
£
3
4 .
R Fig 14
6
7| | ]
3
9 > Tawam Hospital
10 System ID: TAW2518470 - Created: 23 May 2024 - Updated: 23 May 2024

Tawam Anaesthesia

System ID:_- Created: 30 May 2024 - Updated: 30 Apr 2025
X . . Tawam Clinical Genetic Flg 15
Fill the columns as per below data instructions System ID: TAW6896200 - Created: 30 May 2024 - Updated

e Student ID (Emirates ID without dash -)

e Provider system or short code: Program system ID from
Menu > Provider > Your Organization > Specialty [Fig 15]

e StartDate: Academic Year Starting (1 year only)
(dd/mm/yyyy — 01/09/2025)

e EndDate: Academic Year Ending (1 year only)
(dd/mm/yyyy - 01/09/2026)

e Leave the rest empty
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Create new Program Directo and Faculty accounts

3. Login using a Coordinator account
4. ClickonMenu > Users > Create User

@ 0 Users
0| i > e Fig 16

| LR
] . Birpeines
Groups -

i Email Address ¢ Emirates Id & Role & Organisation & Groups §  Created § Status &

Organisations

on @ holly fowder: @myknowledgemap.com - rainee CCAD Emergency Medicine 1 9 Jan 2024
Providers

wgh © holly.fowlernihss4@myknowledgemap.com - Trainee SKMC Emergency Medicine 1 9.Jan 2024 -
Farms

ugh-Waverley © holly.fowlernihss0@myknowledgemap.com . Trainee MBRU Medical Internship 1 9.Jan 2024
Program Instances

2 bo & ma0 com = e Db Wedical internah 1 9.an 2024

Add details including

e Organization(institution-program)

e First Name

e Last Name

e Email

¢ Main Role (Program Director or assessor/faculty)
e Status (Active)

e Emirates ID (Only numbers without - sign)

¢ Send Verification Email (Leave this option unchecked so
that you can access the platform using UAE PASS)

e Add a new group(add the PD or faculty to a specific group)

Create User

Basic Info Integration Groups (4) Praviders (0) Relationships (0)

Qrganisation *

Tawam Internal Medicine ‘

FirstName * Last Name * Tawam - Internal Medicine - 2025 et .-
(Cohort (PGY))
Shamma Mohammed (Test)
- ° Tawam - Internal Medicine - 2024 Trom -
Email (Cohort (PGY))
SHAMMA@SEHA.AE
° Tawam - Internal Medicine - 2023 Selectrole v aee
(Cohort (PGY))
Other Emails
© Add other email o Tawam - Internal Medicine - 2022 Selectrole ~ ass
(Cohort (PGY))
Main Role
Faculty/Assessor v
Status
Active v
Emirates 1D
784200064748000

[] send Verification Email

Fig17

gancel

10
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Link Faculty to a dropdown authorized list

Step 1 - Link Assessors / Faculty to Providers

Within the Providers menu option, select the area you wish to link an Assessor / Faculty
user to. For example "Ajman University - Dental Internship". (These must be the
providers used when allocating students to Placement blocks within an Instance) Click
the 3 dots far right:

W/ Ajman University Provider Group
System ID: AJM7172539 - Organisation: National Institute for Health Specialties - Created: 18 Apr 2026 - Updated: 18 Apr 2026

Ajman University - Dental Internship area

System ID: AJM284258 - Organisation: National Institute for Health Specialties - Created: 18 Apr 2026 - Updated: 18 Apr 2026

Click "view/edit" and under "Users" add the name of the Assessor / Faculty member
who is authorised to sign off trainee's EPAs. The default options, give the user "Default
scope" - this is what you currently require. (Changing to "Override scope for this user"
allows you to limit the visibility to only trainee's from specific Organisations)

If you need to change the role of the user, click the 3 dots in orange and click "assign
role". For example, in my screenshot | have chosen a user who is a Program Director,
but | may want - within this area, the user to have a different role:

Users (1) Competencies (0)

0 Jack Ransom (Program Director)

mkmdemotutor+duketestimamail.com

(@) Defaultscope (All) () Override scope for this user

11

mure o
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Updated role example:

Users (1) Competencies (0)

o Jack Ransom (Program Director) Faculty/Assesson
mkmdemotutor+duketest@gmail.com

(@ Default scope (All) () Override scope for this user

Once you're happy, click "update" to save.

12

-
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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 - 2026

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

. Create a new program instance, E.g., Tawam — Anesthesia - 2026
. Allocate PGY 1 trainees under the new instance

o Set the appropriate start and end dates

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

13
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Program Instance Review

You can review your program instance and ensure the moving of the trainees from the
steps below:

Go to Program Instance:

[ Program Instances Flg 1 8

Q Admin > Program Instances

=]

® Tawam Alltemplates v All groups v Live x Draft x

@ Name ~ Organisation # Template & Group StartDate ¢+ EndDate #  Created ¥ Edited & Status ¢
Tawam - Anaestheisa - 2021 National Institute for Health Specialties Anesthesia Tawam - Anaestheisa - 2021 1Sep 2021 31Aug2026  18Sep20251519 O Feb202620:07 | e

“ Tawam - Anaestheisa - 2022 National Institute for Health Speciaties Anesthesia Tawam - Anaestheisa - 2022 15ep2022 31Aug2027  11Sep202513:55  OFeb202620:07 | e

7z Tawam - Anaestheisa - 2023 National Institute for Health Speciaties Anesthesia Tawam - Anaestheisa - 2023 15ep2023 31Aug2028  11Sep20251334 9 Feb 202620:07 | e
Tawam - Anaestheisa - 2024 National Institute for Health Specialties Anesthesia Tawam - Anaestheisa - 2024 15ep2024 31Aug2020  11Sep20251319 O Feb202620:08 | e
Tawam - Anaestheisa - 2025 National Institute for Health Speciaties Anesthesia Tawam - Anaestheisa - 2025 15ep2025 31Aug2030  8Sep202510:21 9 Feb 2026 20:08 | e

Select 1 Cohort e.g: (Tawam — Anesthesia — 2025)

In the PGY 1 tab, there are Start Date and End Date fields. Once the End Date is
reached, all allocated trainees are automatically promoted to PGY 2. However, this
process can also be managed manually, allowing you to promote individual trainees or
prevent specific trainees from being promoted to PGY 2.

Fig 19 e

[=] Tawam - Anaestheisa - 2025

Admin > Program Instances > Tawam - Anaesthelsa - 2025

Details Allocation 4 Import Allocations

Name * Navigate between the part/section 1o begin allocating Trainees to Speciality providers within this instance. All allocations can be managed in real time.

Tawam - Anaestheisa - 2025 If no dates are set at the section level then the parent section dates will be used.

Description v B PGY1 1 Sep 2025 31 Aug 2026
Start Date End Date Target Hours
01/09/2025 31/08/2026 0
Status
Live ~ \ B EPAs 1Sep 202531 Aug 2026 (2 forms

Reference Start Da EndD Target Hours Access Windaw (days) Grace Period (days)

9e833150-574c-4ac0-0415-2241¢255357c a”A— o e o
T lat

emprate (] Allocation-specific deadlines (

Anesthesia

¥ show filters Reference:  18859545-basd-debdbse? B6del0128570 LN © add speciality

Group

Tawam - Anaestheisa - 2025 (3 Trainees) Trainee Start Date End Date Targethours  Root Provider Provider Facuhy O
Start Date End Date Khadeijah Alm_.  01/09/2025 31/08/2026 - Tawam Hospital (Tawam) Tawam - Anaesthesia a (m

01/09/2025 31/08/2030 Latifa Alazeezi 01/09/2025 31/08/2026 - Tawam Hospital (Tawam) Tawam - Anaesthesia (] O
Default Section Shaikha Alsha. 01/09/2025 31/08/2026 - Tawam Hospital (Tawam) Tawam - Anaesthesia o r

PGY1 > EPAS

14
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To move trainees manually, follow the steps below:

1.

Select one or more trainees.

Tawam - Anaestheisa - 2025

Admin > Program Instances > Tawam - Anaestheisa - 2025

Details

Mame *

Tawam - Anaestheisa - 2025

Description

Status
Live
Reference
9e833150-574c-4ac0-a415-22410255357C
Template

Anesthesia

Group

‘Tawam - Anaesthelsa - 2025 (3 Trainees)

Start Date End Date
01/09/2025 31/08/2030
Default Section
PGY1 > EPAS

Allocation

Fig 20

Mavigate between the part/section to begin allocating Trainees to Speciality providers within this instance. All allocations can be managed in real time.

If no dates are setat the section level then the parent section dates will be used.

w B PGY1 1 Sep 2025 31 Aug 2026

Start Date End Date

01/09/2025 31/08/2026

EPAS 1 Sep 2025 31 Aug 2026 (2 forms)

Start Date End Date

01/09/2025 31/08/2026

[ Allocation-specific deadlines (Anplies o spit placements ar

Y show fiters
Trainee Start Date d Date Target hours
Khadeijah Alm... 010912025 31/08/2026 -
Latifa Alazeezi.. | 01/09/2025  31/08/2026 -
Shaikha Alsha..  01/00/2025  31/08/2026

Target Hours

0

Root Provider
Tawam Hospital (Tawam)
Tawam Hospital (Tawam)

Tawam Hospital (Tawam)

Reference:

Target Hours

0

‘Access Window (days)

14

18859545 bad-debd bSe2 86ef0128570

Provider

Tawam - Ansesthesia

Tawam - Anaesthesia

Tawam - Anaesthesia

B impart Alocations

Grace Period (days)

0

Bulk actions (2) =

Faculty ()
o =@
o =

Click Bulk Actions, then select Move Specialties.

P

Details

Name *

Tawam - Anaestheisa - 2025

Description

Reference

98833150-574c-4ac0-2415-2241c255357¢

Template

Anesthesia

Group

Tawam - Anaestheisa - 2025 (3 Trainees)

Start Date End Date

01/09/2025 31/08/2030
Defauh Section

PGY1 > EPAS
(] Use dates for integration

[] Enable peogram restrictions

Allocation

Mavigate between the parysection to begin allocating Trainees to Speciality providers within this instance. All allocations ¢an be managed in real time

If no dates are set st the section level then the parent section dates will be used
v 2 PGY1 1 Sep 2025 31 Aug 2026

Start Date End Date

01/09/2025 31/08/2026

W [E EPAs 1 Sep 2025 31 Aug 2026 (2 forms)

Start Date End Date

01/09/2025 31/08/2026

[] Allocation-specific deadiines (4pp iacements aniy)

¥ show filters

Trainee Start Date EndDate Target hours.
Khadefgh Alm.. ~ 01/09/2025  31/08/2026  —
Latife Alazeezl.. | 01/09/2025  31/08/2026  —
Shaikha Alsha. 01/09/2025 31/08/2026 -
Page 1

Target Hours

0

Root Provider

Tawam Hospital (Tawam)

Tawam Hospital (Tawam)

Tawam Hospital (Tawam)

of 1

Reference: 18859545 basd-4ebd-bSe2 86defd1 28570 [_

Srows

Target Hours

0

Access Window (days)

14

Provider
Tawam - Anaesthesla
‘Tawam - Anaesthesia

Tawam - Anaesthesia

Na changes made

& import allocations

Grace Period (days)

0

Change provider
Change dates
Change target hours

Mave Sp

Presilled tmesheet sdjustments

Delete

15



NIHS ePortfolio - Guide for Coordinators @

Select the PGY level to which the trainee will be promoted, or choose to keep the
trainee at the current PGY level.

Move Specialities

Part *

Please select

PGY1

PGY2

PGY3

PGY4

Procedure Log

EPA Summative Report

EPAs (All PGYs)

Repeat this process for all program instances within the same program.

16
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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/gqrwp-gg400

*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/E3jflolkgAk

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

Merging groups: https://youtu.be/AC41211gZT4

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

17
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