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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. 

 

 

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 

 

 

Enter your eKey credentials 

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

 

 

 

 

 

https://portal.btea.bh/
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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. 

 

 

Choose your property 

After successfully logging in, select the Hotel that requires classification from the list of properties 

available to you. 

 

 

⚠ 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. 

 

 

 

• 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. 

 

 

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. 

 

 

 

⚠ 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. 

 

 

 

⚠ 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. 

 

 

 

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

 

⚠ 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. 

ⓘ Note:  The system only allows you to create one self-inspection per visit. 

 

 

 

 

 

 

 



4-Years Classification Self-Inspection   •   BTEA User Guide 

Bahrain Tourism & Exhibitions Authority   •   Page 10 

 

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. 
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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. 

 

 

Answer Yes / No questions 

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

 

 

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 

 

 

 

 

 

⚠ 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. 

 

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 

 

 

• (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. 

 

 


