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Bahrain Tourlsm & Exhibitions Authority

GUIDE FOR HOTEL CLASSIFICATION OR NEW LICENSE SELF-INSPECTION
SERVICE

The Classification Self-Inspection Information User Manual provides official guidance for property owners and

w applicants on obtaining Classification self-inspection approval. This manual is designed to be your reliable guide,
making it easy for you to navigate the application process and secure the necessary approvals. With step-by-step
instructions and clear explanations, it ensures you meet all ministry requirements smo

othly and efficiently

. Use this manual as your guide to easily find your way around the Self-Inspection Service Portal and
complete your application with confidence.

. Look for the highlighted tips these provide quick reminders and important steps you’ll want to follow.

e  The examples and details shown are just samples, replace them with your own information as you go
through your application.
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INTRODUCTION

This user manual provides step-by-step instructions for using the Bahrain Tourism & Exhibitions Authority

w (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
comprehensive workflow for the 4Years - Classification self-inspection process, detailing the procedural
steps, responsibilities, and inter-departmental interactions.
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PROPERTY CLASSIFICATION SELF-INSPECTION MANUAL:

Self-Inspection Email Notification

SVR-019487 - Self-inspection | izl
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monitoring@btea bh 25 200 2 o #+973 17558573

Dear Sir / Madam
We would inform you that you can conduct a sel-ingpection of
the following tourism property:

Tourizm Property |D: HOT-0000
Towrizm Property Mame: HOTEL
Visit ID: SVR-019457
Visit Subject. 4 Years - classification

For further information or assistance, please contact the
Tourism Inspection Department at +973 17553873 or via
email at monitoring@btea_bh

The email notification includes all visit details, helping the applicant choose the appropriate

visit number.
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Login to BTEA online portal system

For @

—E (2.

1. Access the BTEA Portal:

o Navigate to https://portal.btea.bh

eusol al g Jgms J s
WA Single Simple Secure

eKey Login Page

Login

Personal Number

CPR

Password

.................

Caps Lock ON!
Forgot Password? New User? Register

SIGN IN

A. Enter eKey Credentials
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https://portal.btea.bh/

Guen s

Ok ¥
‘.‘
% b

Main Page Tutorials Contact Us ¥

Tourism Property Management Ovner v

-~ - ’

I

Inspection
(formerly Classification)

Inspections and classifications

Login as Property:

e On the portal homepage, select Inspection (Formerly Classification) system.

A. Portal Access:

e Upon successful login, select the Hotel which require for the classification.

HOTEL =

Welcome

HOTEL

Owner

Active

Access Restricted: Only Owners and Managers are authorized to use the inspection system.

Choose Your Property

w (Owners and Managers only are authorized to access inspection system)
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Select Related visit

e Select classification visit, the visit details will be shared with you by email.

Show 10 v|entries Search: SVR-019475
No. “  Classification Type Property Name Visit Status Visit Date Report
F 14 4 Years - classification HOTEL Pending 09-12-2024 08:00
Showing 110 1 of 1 entries (filtered from 6 total entries) Previous | 1 | Next

e Owner/Manager can find their related visit in classification section or search for the visit number
(Visit details will be provided by email)
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ESSENTIAL HOTEL SETUP

Key Guidelines and Fundamental Requirements for generating a Comprehensive
Inspection Checklist.

1. General

o Adding appropriate Designator(s)

HOTEL -
Visit Report Mo SVR-016766

e —

Hotel Details Designators

Hotel Information [ Bomch Hote - ol s | Boutique Hote - e 1 | Buminems Mot - 8o el s | esort ot - dmaial gt
:
.
Refurb
Address Date
Details
Flat
.

Make sure the Designator section is properly selected
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2. Rooms

o Adding or modifying Rooms by Rooms Types

Visit Report Mo SVR-016766

- B —

Current rooms added: 146

VIP bedrooms ROOMS

Type of Aooms Suite Type of Rooms

‘The Room Facilities ‘The Room Facilities

Total Number of 3 Total Number of

Rooms Rooms

ol numberof 3 Total Number of

Beds. Beds

Room size 122 ) Foom size 2 i)
Bathroom Size 2 am). Bathroom Size T )
rtarconnection (%) Interconnection (%) 10

Add New Room Category

Category Name
Type of Rooms

The foom Facilities Bathtub Private Swimming Poo
Total Number of Rooms

Total Number of Beds = Number of Type of flooms x Total Humber of Roams

Bathroom Size (sqm)

merconnection (%)

In 4Years-Classification, you'll need to update or add new room categories as part of the classification
process

Note : The system won’t allow proceed with creating a self-inspection without adding/modifying Rooms
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3. Outlets

o Adding or modifying outlets by Outlets Types

visit Report No.: SVR-016766

Lounge Outlet Shisha Qutlet

Name English) Hame (English)

Name {Arabic) Hame (Arabic)
Outlst Type Outlst Typs
Location Loeation

Add New Outlet

Name (Englishy
Nams (Arabic)

Type of Rooms

Capacity
15P0S exist ?
POS Name
BOS Integrated

PMS 1D

Management

Management Type

Manager Name

Manager Phone

Manager Emai

The system won't allow proceed with creating a self-inspection without adding/modifying Outlets.
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Creating Self-Inspection

HOTEL ~

Visit Report No.: SVR-019475

88 Dashboard General  Rooms  Outlets  Staff

@ New License

Download Self-Inspection Submission Manual

create an inspection, you will not be able to change the follawing

« Outlets

ta unlock, request from BTEA inspector.

Create a Self Inspection

4. Create Inspection: Click the "Create a Self-Inspection" green button to initiate a new
inspection process.

w After creating the inspection, the system won't allow you to modify or add designator, rooms and outlets.

Start for Classification Self-inspection

Visit Report No.: SVR-019475

g8 Dashboard General  Rooms  Outlets  Staff

@ New License

Download Self-Inspection Submission Manual

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

5. To answer visit checklist for the self-inspection, click View Inspection
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HOTEL =

[ - [ER——

Hotel Star Rating 4
Date Created Designators Besch Hotel - bl g4 Resort
Shaw Arabic Scoring 07158 Minmam 151

Rating

Baach to be cleaned and raked by sunrise.
wsnil] Ggpl A abapdhaly il il Lo

HOTEL =

B e s > sp-tosaon

Hotel HOTEL Star Rating 4
Date Crested Designators Besch Hatel - lblall 1 Resort Hotel - Cilaaiall §21is Boutique Hotel - s §2ib
Show Arablc Scoring D715 i 755

e o1 s

sorn. Breakfast served up to atleast 10:30 am.

¢ b alitms L lsl saiy

i pabn Rest 57 [Rest 5P (no 1]

piadian 10 Culiy| outiet 105ept [Speciaity Restaurant (Rest_SP]]
GlasUl 5 azbia Al Bay Dining [Main Restaurant]
sig) Launge [Lounge]

7l sk Fine Dining [Fine Dining]

s 5it Down Cate [Beach (ald)]

Make sure to answer all checklist under the categories & sub-categories (Outlets checklists)

Minimum Mandatory Reqs - dolp¥l julsall go iUl 1=l

1.1.1 General Requirements - dolsl Slilhiall

Hotel staff are available to guests 24 hours a day, 7 days a week

il g8 abi 7g pgall 8 Aclu 24 jlan e ogunll §1ill giliga yoghs

Maintain accounting books, records and data related to the business for a minimum of five years.

Sy puas e JE5 Y 8aal JlacHl dilsiall SUllly SMaally A laall 5ol BlazYI

Y/N for the Question Checklist: Select Yes (Y) or No (N) to answer to each question
in the checklist

Minimum Mandatory Regs - @}yl julzall Go idil 1=l1

1.1.1 General Requirements - sl Slyligall

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

ol o oL Ty paall s dclu 24 lao ole oguall §uiall gabgn yigis

To attach unlimited Documents/Pictures under Note section, Click on Notes
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Notes

Notes:

Choose File | No file chosen

Images:

Checklist attachment (pdf file and pictures are accepted)

w (The system will allow you to create one self-inspection only)
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Submission of Self-Inspection

Inspection Status | Submit Self Inspection

Actions:

Approvals Confirmation X

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

portal.stg.btea.bh says

Ri

w (The system won’t allow to submit the inspection if one of checklist isn’t answer)

HOTEL ~

Visit Report No- SVR-019483

Genersl  Rooms  Outlets  Staff  Inspections
Download Self-Inspection Submission Manual

NSPODIS  HOTEL 09220241183 Peding X T [ o

Status of Self-inspection after submitting
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Download/View the Reports:

Report X
(A)

O Difficencies Report - aslgill 4 485

(B)
Report with No Pictures

350l g3 Alzall pe gl Y gl amiy Aslzall clgw dlslS aliwll gr=]r-

Full Report with all the answer with pictures

yguall go Gilzall g gl ¥ gl amis @ilzall g @l dliwill o,

C
) g e

1. Select Report Type:

e (A) Deficiencies Report
e (B) No Pictures: Shows all questions without images
e (C) With Pictures: Displays all questions with answers and images

3. View or Download

P : :
% Bahrain Tourism & Exhil 5
"

Authority

Hotel Classification

Inspection Report

This is a Full Report with all the answer

HOTEL HOTEL
RATING 4 5t
DESIGNATORS F©

INSPECTORS
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General Requirements

Ii

f

i
|
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