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1. Introduction

Adding Third Party User Manual

Tawazun Industrial Park is a high secure area and it is so because of the nature of business
within. The Park can be accessed only through gates passes, short and long term. The gate
pass process is indeed a complex process, again due to the nature of the business here.
Nevertheless, our studies over the last year have revealed scope of improvement in the
procedure majority because of the challenges with the existing process being manual.

In our continuous effort to improve all services and facilities inside the park, an automated Gate
Pass Management System, Hayakum, has been developed.
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2. Adding Third Party New User

To add Third-Party new user to the account, the company account must be approved by TIP
security which also will be at the approval of the new company administrator.

Select Any of the Tenant company
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HAYAKUM

Visitor Management System

FoS

Harrs Intemational
DFW Clink:

Figure A

Click the button New Hayakum to login.

Tawazun Industrial Park is happy to announce a new Visitor Management System (Hayakumlaoadyo
are hereby requested to register your company (one-time) and update your profile
successful registration. please use the same link to apply for your Gate Pass or VisitH®

TIP Tenants are not required to register. Hayakum Support Team will contact you for your login accounts.

To process a gate pass using the old Hayakum. please click on Button | Ol Hayakun

For any support and assistance, please contact:

Email: hayakumsupport@tip.ae
Phone: +9712-5069999

Figure B
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Adding Third Party User Manual
As the Administrator, type the username and password and press login button (refer figure 1),
you will be redirected to the account once he/ she agree with the terms and conditions as
shown as figure 2.

Thurscay U At 2021
"5 s
AL YASLY
INDUSTRIAL
PARK
O
! ! 4 Ujlg—
wclindl
Login
Usernome
matthew.paul Znorthportholdings.ne{
Password
Remembar me
Forgot your password? | Register
TIPAE Versiont 0 TIPAE LN
Figure 1

2.1 User’s name already listed

Go to Visitor’s tab in the menu. A page will be appeared as shown in figure 2. Select Third
party Visitors Tab.

“Thaursday 05 August 2021
o s [ oomons |

Legged User : Matthew Poul - Energy Star LLC

Third Party Users

 NoEmail  Third Party FirstNome Last Nome: Active.

No data available in toble

TIPAE Nl NorTHeoRT DaTA

Figure 2
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Click “Add New Third-Party User” as shown in figure 2. Search using First Name, Last Name or
Document Number then click Search. (refer figure 3)

Search User

[ ]
-

mPAE 1L NowrwponT DaTA

Figure 3

After clicking search button, the page will update base to the Name or document number you
entered. (Refer figure 3)

Make sure that you found the right person’s name by viewing the details of the user before
adding to your third-party list. (Refer figure 4 & 5)

Search User

(T T ]
"

Showing 101 of 1 entries

Toggle Column Al - ID - Stotus - Ne Email - Third Party - Type - Company - Email - First N

Figure 4

Data Classification : PUBLIC - ple
VMS Page 6 of 19



Data Classification : PUBLIC - ple

TAWAZUN
INDUSTRIAL
PARK

& A—0
ujlg—no0udi
uiclinll

Adding Third Party User Manual

Search User

— :

First Name

Warren

Showing 1 10 1 of 1 entries.
Toggle Colurmn Al - I

Figure 5

After clicking “View User” (refer figure 6)

User Details

SECTION : User Detais Passport Details
Emai . Profie Pcture

warren edmunds@mytestview o . um‘
FirstName + LostHome +
Warren Edmunds
Mobile Number * Residency Type * 04-Apr-2015
[S- smmms | Residem [E—
Dos + Ploce Of Birth * Emirotes Document * [[TR

2-Mar- F "
02-Mar-1990 rankfurt Emirates Id

Visa Deails:

visaExpot porty [

UID Numbar *

Figure 6 - Third-Party User Details

After cross checked, you may add the users name to your company as a third-party user click
“Add user to Company” (refer figure 7)
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Search User
Ermanl

Showing 1 1o 1 of 1 entries.

Toggle Column Al - ID - Stastus - No Emoil - Thind Party - Type - Company - Email - First Nome - Last Nome - Roles -

1920+ 1080 TeAE Nl NormHroRT DATA

Figure 7
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After Adding the user’s name to your company, you are now able to be seen the user's name in
your Third-Party Users List as an APPROVE status. (refer figure 8)

“Thirsday 05 August 2021

-5 | osmons |
[Eer—
Third Party Visitors
Third Party Users
R
~ NoEmail “Third Party First Name Last Name Active
AponOuED o es Worn P
s s

You can view, edit or deactivate the details of your third-party user by clicking any of the
button. (Refer figure 9)

ol

Visitors. " Expiring Documents Guidelines

Third Party Visitors

Thursday 05 August 2021

"% [ oprions ]

Logged User : Matthew Pou - Energy Star LLC

) Third Party Users
Show 35 v entries T
Stotus. ~ NoEmoil  Third Party First Nome Last Nome Active

spproven o (% Waren Edmunce e
Togge

4820 1080 TIPAE Jul NorTHPORT DATA
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Note: All documents that saved from the company of Third-party user will be visible by the

requester or Administrator as shown in figure 10.

User Details

SECTION : User Detaits Paszport Dtais

o ]

Possport Number *

we imunds Remytestview e

First Nama * Lest Name *

Warren Edmunds Issun Dote *

Mobile Mumber * Residency Type *

571 54433 824 Resident

DoB* Piace OF Birth *
02-Mar-1990 Frankfurt

15201080 TIPAE Nyl Nowrwrort DaTA

Figure 10

2.2 User’s name is not listed

From Users tab in the menu. Click “Add New Third Party User” as shown in figure 11.

“Thursday 05 August 2021
15

PRy

HAYAKUM

Logged User : Matthew Poul - Energy Star LLC

‘dd New Third Party User Third Party Users

No data ovailable in table

Showing 0100 of 0 entries

Togghe Column All - 11 -

TP.AE Il NorTHeoRT DATA

Figure 11
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If the person’s name is not available in list you can now click “Add New User” as shown in

figure 12.

Search User

<=
Email =

PassportEmirates ID Number -

No dato available in table

Showing 0 1o 0 of 0 entries.
Toggle Cohumn All - D - Status -

1920 1080 TPAE I\l NowmHroRT DaTA

Figure 12

Continue the registration by filling all other mandatory fields in adding new third party user.

All other required information under each mandatory field (symbolized by red asterisk *) refer
figure 13

Add New User (0% )

S—
e rmeianrmg

SECTION : User Detais

Prosie Picture

Ermad * + , - b Up‘wul'm

Figure 13
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Click Upload to upload the photo of your new user. (Refer figure 13)

‘+’ button used to zoom in the uploaded image and ‘-‘button used to zoom out the image. Once
finalize the size of image click “Save”. (Refer figure 14)

190" 1080 TIPAE 1\ji| NowmwonT DATA

Figure 14

Click on “Choose file” button to upload the required documents such as Passport Copy
Emirates ID/ National ID Copy and Visa Copy. (Refer figure 15)

Note: Press SAVE button to see the save fields Progress

Add New User (90.44% )

Saved Fields Progress

e e e conrea s

SECTION : User Detais R Profis Ficts
— el |
: Mo Emal Upload - [
chice daniel Zmytestyiew co Passport Number * issue Praca * [r—

First Name * Lest Name * Gender + P bt

Clhios Edmunds Female > Issue Date * Expiry Date *
Mabie Number * Residency Type * Nationaiity * e

T Resident United Kingdom of Great Brit_ v " n
Eminaes Detis

DoB ¢ Piace OF Birth *

1520" 10 TIR.AE I\l NowrronrT DaTA

Figure 15
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After clicking on “choose file” button you may now upload the documents that are required to
each field and click Save. (Refer in figure 16)

Passport

First Name *

N
n
(3]
2
o
o
-
o

INTERNATIONAL PASSPORT

1920 1080 A Dted 05.07-2021 pdf - Adobe Acrobat Pro | TIPAE Nl NorTwroRT DATA

Figure 16

Once the New third-party User’s details are completed or 100% the Submit button will be
activated as shown in figure 17.

Press submits, the new third-party user will receive an email confirmation and password link for
verification.

Edit User ( 100% )

Saved Pl Frograss

Changed Fiskds Progre=s

-
s

Gandar©
Prssport Numbar *

Femae
iz
Nationaity *
w Issus Dats
Unitad Arab Emiratas

— TeAE il MomrimonT BaTA

Figure 17
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An Email notification will be sent to the registered Email Address of the New third-party user.
Click the link for updating password. (refer figure 18)

Hayakum Account Process - Set Password

Dear Olivia Noah,

[ |

Thanks

d

your sexount password. After you s d, yeu will be directed 1o the lag
acco

Hayakum Administration
Figure 18

After clicking the link, create own password and click Update. (refer figure 19)

Tussd: por 2023

TAWAZUN
INDUSTRIAL
PARK
o9l o
. Ujlg——
yclin

@yl ajlgil oLy syl
A Tawazun Holding Company

Set new password

Teas

Figure 19
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Once done creating the password, pop-up message will appear and will direct your user in the
Login page. The New third-party user may Login to his/her account.

Once your New third-party user is done updating his/her password, the new registered third-
party users name will be shown in the third-party users list as shown in the figure 20.

Third Party Users [

searen:
 NeEmal  ThirdRarty First Nore Lot Neme
3 Yes o

Note: If the New third-party users will not update his/her password, his/her name will not be

able to be seen from the list of third-party users and not able to create a visit request under
Administrator page.

Data Classification : PUBLIC - ple
VMS Page 15 of 19



Data Classification : PUBLIC - ple
TAWAZUN ﬂ

INDUSTRIAL

PARK

L s
ujlg—no0udi
wclindl
Adding Third Party User Manual
3. Adding third-party user without email

From Users tab in the menu. Click “Add New Third Party User” as shown in figure 21.

1 —
HAYAKUM

Add New Third Party User

Third Party Users

No data ovailable in table

Active.
Showing 0100 of ) entries
Togge Columin All 1 -

Lagend

TIRAE [\jul NosTHRoRT DATA

Figure 21
Administrator can search using First Name, Last Name or Document Number then click
Search.

If the person’s name is not available in list you can now click “Add New User” as shown in
figure 22.

Search User

G

No dota ovailable in table

e il pesrmo Bara

Figure 22
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Click “No Email’ box and continue the registration by filling all other mandatory fields in adding
new third party user.

All other required information under each mandatory field (symbolized by red asterisk *) (refer
figure 23)

Add New User (0% )

,,,,, o hjul Norrserorer Dara

Figure 23

Click Upload to upload the photo of your new user. (Refer figure 23)

‘+’ button used to zoom in the uploaded image and ‘-‘button used to zoom out the image. Once
finalize the size of image click “Save”. (Refer figure 24)

2500 100 TPAE il NorrHroRT DATA

Figure 24

Data Classification : PUBLIC - ple
VMS Page 17 of 19



Data Classification : PUBLIC - ple

TAWAZUN
INDUSTRIAL
PARK

L 5
ujlg—7
wclindl

Adding Third Party User Manual
Choose “Residency Type” to see the required documents. Click on “Choose file” button to
upload the required documents such as Passport Copy Emirates ID/ National ID Copy and Visa
Copy. (Refer figure 25)

Note: Press SAVE button to see the save fields Progress

Add New User (0% )

s ot TRAE Nl NammirorT oaTa

Figure 25

After clicking on “choose file” button you may now upload the documents that required to each
field and click Save. (refer in figure 26)

i P10R2538 J

INTERNATIONAL PASSPORT

2500 1440 TPAE Nl NowmirorT DATA

Figure 26
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Once the New third-party User’s details are completed or 100% the Submit button will be
activated as shown in figure 27.

Edit User ( 100% )

TIpaE I\l MowmrorTDATA

Figure 27

The Administrator will submit, the new third-party user will be approved by default when Admin
submit profile. (Refer in figure 28).

Lo
HAYAKUM
BRI, v v

Third Party Users

0 1440

TRAE INig] Momrmomy oara

Figure 28
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