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Introduction

This user manual provides step-by-step instructions for using the Bahrain Tourism & Exhibitions
Authority (BTEA) portal. It is designed to guide users through the process of accessing the portal,
navigating the dashboard, and managing self-inspection requests effectively.

This document also outlines the complete workflow for the 4-Years Classification Self-Inspection
process, including the procedural steps, responsibilities, and inter-departmental interactions.

Tip: Use this manual as your guide to easily navigate the Self-Inspection portal and complete your
application with confidence.

Note: The examples and details shown throughout this guide are samples only. Replace them with
your own information as you go through the application.
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1. Self-Inspection Email Notification

Before you begin, you will receive an email notification containing all the details of your scheduled visit.
This helps you identify the correct visit number when logging in to the portal.

SVR-019487 - Self mspectlon | el
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monitoring@btea bh 25 =00 24 = 5 i +973 175553373

Dear Sir / Madam
We would inform you that you can conduct a self-inspection of
the following fourism property:

Tourism Property 10: HOT-0000
Tourism Property Mame: HOTEL
Visit ID: SVR-019487
Visit Subject: 4 Years - classification

For further information or assistance, please contact the
Tourism Inspection Department at +973 17555873 or via
email at monitoring@biea bh

Sample email notification with visit details
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2. Login to the BTEA Portal

Access the portal
Open your browser and go to: https://portal.btea.bh

P g i QURS. YOURS
1

b i i o Vs sthhonlly

Enter your eKey credentials
On the sign-in page, enter your eKey username and password, then click Login to proceed.

elidol el g Jgus Jsi2
Vil Single Simple Securs

eKey Login Page

Login

Personal Number

CPR

Password

Caps Lock ON!
Forgot Password? New User? Register

SIGN IN
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Select the Inspection system

Once logged in, go to the portal homepage and select Inspection (Formerly Classification) System from
the available services.

Main Page Tutorials Contact Us =

Tourism Property Management Owner~

-~ . - "

- CI =

Inspection
(formerly Classification)

Inspections and classifications

Choose your property

After successfully logging in, select the Hotel that requires classification from the list of properties
available to you.

HOTEL =

Welcome

Tourism Property Management

HOTEL
Owner
Active

A Important: Only Owners and Managers are authorized to access the Inspection system.
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3. Select Your Related Visit

Once inside the portal, locate the classification visit assigned to your property. The visit details will have
been sent to you by email beforehand.

Show | 10 +|entries Search:| SVR-019475

No. *  Classification Type Property Name Visit Status Visit Date Report

S 9475 4 Years - classification HOTEL Pending 09-12-2024 08:00

Showing 1to 1 of 1 entries (filtered from 6 total entries) Previous 1

« Owners and Managers can find their assigned visit in the Classification section.
» You can also search for the visit using the visit number provided in the email.
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4. Essential Hotel Setup

Before creating a self-inspection, you must ensure the following main details are correctly in the system.
These are fundamental requirements for generating a complete inspection checklist.

4.1 General - Designators

Add the appropriate Designators for your property. Make sure the Designator section is properly filled
in and selected before proceeding.

G,

w‘ HOTEL -
. A Visit Report No: SVR-D16766.
Rooms  Oulets  Slf  Inspections
Hotel Details Designators
Hotel Information Beach Hotel - il §us | Bowtique Hotel - cliss gaus | Business Hotel - & tail Jlachl s | Resort Hotel - Clxaiiall g3l
name waTEL

et
1™ 20
4

Star Rating
Address. Last Date

Detais
Flat

Building e
Road

Block
aty

Gavernorate

Classification System Contact Details

Ensure the Designator section is correctly selected
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4.2 Rooms

Add or update your Room Types. In the 4-Years Classification process, you are required to update or
add room categories as part of the classification.

HOTEL -
visit Report No: SWVR-016766
S
VIP bedrooms ROOMS
Type of Rooms . Type of Rooms
S S
Total Number of Total Number of
- =
Total Number of Total Number of
Bads. ds
T e T e
B SR
S S
e sow Jocs

Add New Room Category

Type of Rooms.

The Room Faiities ] athtub Piivate Swimming Pook

Total Number of Rooms.

Total Number of Beds

Total Number of Beds = Number of Type of Rooms x Total Number of Rooms

A\ Important: The system will not allow you to create a self-inspection without first adding or
updating your Rooms.
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4.3 Outlets

Add or update your Outlet Types. This is required before you can proceed with creating a self-
inspection.

Visit Report No-: SVR-016766

Lounge Outlet Shisha Outlet
MName English) Name (English)
Name (Arsbic) Narme (Arsbic)
Outlet Type

Outlet Typs
Location

Location
Add New Outlet
Name (English)
Name (arabic)

Type of Rooms.

POS Hame
£0S Integrated

PMS ID

Management

Management Type

Mznager Name

Manager Phone

Manager Email

A\ Important: The system will not allow you to create a self-inspection without first adding or
updating your Outlets.
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5. Creating a Self-Inspection

Once your hotel setup is complete, you are ready to create the self-inspection.

HOTEL ~

Visit Report No.: SVR-019475

General Rooms Outlets. Staff Inspections

Download Self-Inspection Submission Manual

Notel once you create an inspection, you will net be able to change the following:
* Designators
+ Rooms
* Outlets

to unlock, request from BTEA inspector,

Create a Self Inspection

1. Click the green "Create a Self-Inspection” button to begin the inspection process.

A\ Important: After creating the inspection, you will no longer be able to modify or add Designators,
Rooms, or Outlets. Make sure everything is set up correctly beforehand.

(D Note: The system only allows you to create one self-inspection per visit.
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6. Start the Classification Self-Inspection

Open the inspection checklist

To begin answering the inspection checklist, click View Inspection next to your self-inspection entry.

HOTEL +

HOTEL
Visit Report No: SVR-019475

Genersl  Rooms  Ouiets St

Deownload Self-Inspection Submission Manual

T e T O E= N £ I

INSP-004305  HOTEL 09-12-2024 11:40 Open for Edits | 0/158  |0/340 m

HoTRL -

[ |8 gt » INSP-004407

Hotel HOTEL Star Rating 4
Date Created 22122624 1306 8 Designators Beach Hatel - allaLill .15 Resort Hotel - Slasiall g2 Boutiaue Hotel - dlys. g

Show Arablc B Sho? (questions el Scoring 07158 Wi 155

070 Wi 240

logpially danil

1affing - pualsy Bt providing guests direct access to the beach without having to lesve the hotel premises. Yy | n
v ity - 2l 8332 Pl ] pblaall Jpoo sl A] ipucnl] i s sl Lol e Gl 3
EETERN 520ch to be cleaned and raked by surrise ¢ | n
il iyl 23t abn gty oLl i i
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Answer all checklist questions

Work through all the categories and sub-categories, including any Outlets checklists. Make sure every
question is answered before submitting.

HOTEL ~

e » i » WSP-tosany

Star Rating

nia pabes Rest 5P [Rest 5P (no-Chll

soatin 10 gl outet 105ept [Speciaity Restaurant (Rest_5P1)

g JS anian Al Day Dining [Main Restaurant]

{ i YN
ws¥ Lounge [Lounge!
¥4 pma Fine Dining [Fine Dining]
o4t it Down Cafe [Beach o] ¥

Answer Yes / No questions

For each question in the checklist, select Y (Yes) or N (No) as appropriate.

Minimum Mandatory Reqs - asal3I}l yuleall o il 1l

1.1.1 General Requirements - dolsJl Sllhiall

Hotel staff are available to guests 24 hours a day, 7 days a week
N
porwll (b LT 7g poall (b dcl 24 a0 le aguinll §uiall gibigs yo50
Maintain accounting books, records and data related to the business for a minimum of five years.
N
Sy puas pe a5V 51ad Jlaclly @laiall SUlly SMaaally dslnall jiloslly Bl
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Attach documents or pictures (optional)

To attach supporting documents or pictures under the Notes section, click on the Notes link next to a
question. Both PDF files and images are accepted.

Minimum Mandatory Reqs - @yl juleall ga il 1)l

1.1.1 General Require olall SlLlhzall

Hotel staff are available to guests 24 hours a day, 7 days 3 week J— I:I

Eonlll (1 oLl 7g poull (b ek 24 Jlio le cogaall Guiall gilags yogi

Notes X

Notes:

Choose File | No file chosen

mages

Supported formats: PDF files and images

7. Submission of Self-Inspection

Once all checklist questions have been answered, you can proceed to submit the self-inspection.
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Review of available actions

Inspection 5tatus | Submit Self Inspection

Approvals Confirmation X

Are you sure you want to submit this inspection?
Once submitted, you cannot change any answers.

portal.stg.btea.bh says

essfully - zlai) callall e Bblaall Jlun] &5

oK

A Important: The system will not allow you to submit the inspection if any checklist question has not
been answered. Make sure all items are completed first.
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Check submission status

After submitting, you can view the updated status of your self-inspection directly on the portal.

HOTEL ~

Visit Report No. SVR-018483

Genersl  Rooms  Outlets  Staff  Inspections
Download Self-Inspection Submission Manual

NSP-004306  HOTEL 09-12-2024 1153 rencing | EEENEED

Status display after successful submission

8. Download / View Reports

After submission, you can view or download reports related to your self-inspection.

Select a report type

Report X
(A)

O Difficencies Report - aslgill a5

(B)

ygaall 93 dslzall it gl ¥ gl amiy dylxall clgw dlal$ aliw\Vi U2

Report with No Pictures

Full Report with all the answer with pictures
3520l 2o &slzall yii gl ¥ gl aniy &slzall clguw dlalS aliaw I =]

C
) e e

« (A) Deficiencies Report “shows only items that did not meet the required standard “.
* (B) No Pictures Report “displays all questions without attached images “.
« (C) With Pictures Report “displays all questions along with answers and attached images “.
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View or download the report

Select your preferred report type and choose to either view it on-screen or download a copy for your

records.

General Requirements
Inspection Checklist

1
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Cratuns we M E
Hotel Classification

Inspection Report

This is a Full Report with all the answer
HOTEL HOTEL

RATING 4 5t
DESIGNATORS

INSPECTORS




