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DISCLAIMER 
 
The findings, interpretations, and conclusions expressed in this document are entirely those of the 
authors and should not be attributed in any manner to the Qatar Central Securities Depository 
(QCSD). Qatar Central Securities Depository does not guarantee the accuracy of the data included in 
this document nor do they accept responsibility for any consequence of its use.  
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GLOSSARY OF ABBREVIATIONS 
 

CR Collateral Registry  
IT Information Technology 
MCR Moveable Collateral Registry 
NAS National Authentication System 
PIN  Personal Identification Number 
QCSD Qatar Central Securities Depository 
STR Secured Transactions Registry  
TIN Taxpayer Identification Numbers 
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EXECUTIVE SUMMARY  
 
The purpose of this document is to present the user and training manual for the Secured 
Transactions/ Moveable Collateral Registry System. This document provides a detailed description 
of the Collateral Registry System and covers fundamental elements of the operational and logistical 
components for the use of a modern secured transaction registry.    
 
The report presents overall structure of the product, which is defined from a functional viewpoint. It 
describes the basic steps to be followed by the users and Moveable Collateral Registry to enable them 
to efficiently use the system, thus ensuring Moveable Collateral Registry’s capacity to use, support 
and administer the system.   
 
The report outlines the following procedures:  
 

 Opening of a New Account in the Registry 
 Registration 
 Amendments 
 Search 
 My Registrations 
 Account Management  

 
The content of this document will assist to conduct an effective training program and to introduce 
users to the functions of the MCR ensuring successful implementation of the Moveable Collateral 
Registry System in Qatar.   
 
This document is being presented to the representatives of Qatar Central Securities Depository 
(QCSD) in order to obtain feedback on the user and operations manual and ensure smooth project 
implementation and effective communication between the counterparts and the IOS Team.    
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1. USE USER AND TRAINING MANUAL: OVERVIEW 
  

 
The purpose of this document is to present the user and training manual for the Secured 
Transactions / Moveable Collateral Registry System. This document provides a detailed 
description of the Moveable Collateral Registry System and covers fundamental elements of the 
operational and logistical components for the use of a modern secured transaction registry.    
 
The report presents overall structure of the product, which is defined from a functional 
viewpoint. It describes the basic steps to be followed by the users to enable them to efficiently 
use the system, thus ensuring capacity to use, support and administer the system.   
 
The report outlines the following procedures:  
 

 Opening of a New Account in the Registry 
 Registration 
 Amendments 
 Search 
 My Registrations 
 Account Management  
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1.1. Opening of a New Account in the Registry 
 
Introduction  
 
This function allows the user to enter the application and use the functionalities in accordance 
with the defined access authorization. Once the user has entered the application, he/she can do 
registrations, amendments and changes. 
 
New user wants to use the application, but has no user account opened and can only access the 
Moveable Collateral Registry (MCR) home page. User must enter personal data, necessary to 
open the user account. The account will be activated once it is verified by the authorized 
administrator. 
 
Procedure  
 
Follow the steps below to open a new account in the STR.  
 
STEP ACTION 
1. Opening the new account enables accessing the data in the Moveable Collateral Registry 

database in order to perform the registration and search functions. The account number 
must be a unique company number issued by the authorized institution. The unique 
number for an individual is a personal ID number from the ID card issued by the 
authorized body. Opening an account procedure should be conducted in a way that 
Registry application must strictly support the written process of account opening. A 
request for opening an account can only be submitted electronically using the Registry 
web application. 
 
The user will log in into the MCR home page and will select Register New User option.      
 

 
 

 

The user will click on button.  
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STEP ACTION 
 

2. The application provides general instructions for creating a new account.  
 

 
 

To go to the next step the user should select  
option.  
 

4. The application provides the option for further confirmation of the account opening 
process and displays the "General Terms and Conditions" of the use of Registry. 
 
Terms and conditions for the use of Registry 

 
5.  Accepting Terms and Conditions 

 
After General Terms and Conditions are displayed, the application shows options "Accept" 
and "Do Not Accept."   
 
In the case that user does not accept of selection the the user must click of the  

  option, the application returns the user to the home page of the 
application. In the case of acceptance of the General Terms and Conditions, the application 
displays the form to enter the data required to open an account.  
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STEP ACTION 

  ACCEPT GENERAL TERMS AND CONDITIONS 

 
6.  

Form for the entry of the user information 

 

 

 
Upload of supporting documents in the system 
 

 

 

 
The suggested sequence for 
entry of the data required for 
opening an account is as 
follows: 
 
- *Entity type. 

o Individual or 
Business entity  

- *Business ID. 
o Company Name, or  
o  

- * National ID: 
o Name  
o Surname 

- * Address: 
- Zone/City 
- Country (Default Qatar) 
- * Telephone 
- * E-mail address 
- * Authorized 

representative: Name 
- * Authorized 

representative: Name  
- * Unique account 

Username (log in), 
- Username as registered at 

NAS 
- *PIN 
 
Note: * Mandatory fields of 
entry in the application 
 
Note: For two types of user 
accounts: for Business ID: the 
company name is mandatory; 
for National ID: the name and 
surname are mandatory. 
Validation algorithm will be 
run against the national or 
business ID.   
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STEP ACTION 
User uploads documents into the system required for electronic registration. In case 
user does not have all required files at hand and/or in format required (PDF), 
registration data will be saved and system will automatically send email to user with 
secure link where the user can upload data at later stage. 
 

 

 

7. Validation and confirmation of entered data 
 

The user validates the entered data and confirms by selecting the Next 
option.  

8. Validation and confirmation of user registration.  

 

Click  
 
NOTE: User will receive a notification on registration via email.  
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1.2. Registration 
 
Introduction  
 
This function allows the registered user to do the real-time registry searches of existing 
registrations, which in turn allows him/her seeing pledge priority order. User is given possibility 
to register the property and create registration document. 
 
User intends to register a pledge but first needs to check if the property is already pledged. It is 
necessary to provide user information on chosen property in real-time, with user entering all the 
necessary data. User must be given information of the costs at any given time, and cost must be 
evident on the user’s account. Registration document must be created and printed out, and it will 
serve as a basis for legal certification of the pledge.  
 
Procedure  
 
Follow the steps below to do the registration:  
 
STEP ACTION 
1. 1.  Process starts with the user deciding to register assets in the Moveable Collateral 

Registry 
2. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
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STEP ACTION 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password assigned by the NAS. User will select “Log in” to enter the 
registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  On the user home page, there is an info board, which shows summary functions and 
information dashboard.  
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STEP ACTION 

 
 

3  

 

 
 
 
Main menu functions  
Please note: Main menu functions will depend on user’s 
rights. If some rights are not assigned to the user, menu 
option will not be presented to user. 

 

 
 

 
Balance of funds available for user.  

 

 
 
 
 
The list of most recent fees and payment transactions  

 

 

 
Interactive Help Function  
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STEP ACTION 
 

 
 

Control Validation Follow up (automatic system 
messages) 
 

 
Internal Message 
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4. By clicking on the option Registration, user opens the registration menu.       

 
 
 

5.  With selection of the chosen values for each field, there is a drop-down menu in the form. 
On the right side of the field, the fee is shown for each parameter of registration, as well 
as the total registration fee, which is visible at the bottom of the form ("Total Fee").  

 

 
 

The user chooses duration of the pledge, number of creditors, data - if specific or general 
property is being pledged, and value of basic fee. 

 
On the page “Registrations”, user sees the table with following options: 

- Years - to choose how long the registration will last. Options are from 1 to 25 years 
and x for indefinite 

- Number of creditors, from 1 to 5  
- Number of debtors, from 1 to 5 
- Serial number collateral, from 1 to 20, or 0 when there is none to register 
- Collateral without serial number, Yes or No choice 

Below the options above, there is a Total fee field, which automatically shows the amount 
of fee for the registration of the chosen combination of property.  
 
Also, next to every registration category, user can see fee of that individual category for 
that specific registration, which changes depending of the chosen value.  (for now fees of 
new registration is fixed ) 
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If the user clicks the Back to main menu option, the system will  take the 
user to the main menu. 

If the user clicks Next  option, the system will first check if the PIN number is 
valid. If the PIN is not valid, the system will show the message Wrong PIN.  
 
If the PIN is valid, the system will generate a form for registration entry.  
 
The information on registration fees will be shown to the user.  Upon completion of the 
process, user is ready for next Step – registration entry form. 

6. The user enters the required information in the empty fields in sections from 1 to 7 of the 
form. 
 

1. Registration of Creditors  
2. Registration of Debtors  
3. Register Serial Collateral 
4. Register General Collateral  
5. Holder information 
6. Credit data 
7. Authorized person  
8. File Upload 

 
 Part 1 – Creditor – is where user enters the data about the creditor(s). In the title banner, 
there is a field Personal/Business ID to enter creditor ID number.  
 
Below the title, the form starts with two sections:  

- Individual  
- Company   

 
User needs to enter data in one of these sections, depending if creditor(s) is a company or 
an individual. 
 
Below there are fields for the address and various contact options, city, country, phone, 
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fax & email (the last two are not mandatory fields). 
 
Part 2 – Debtor – is where user enters the data about the debtor(s). In the title banner, 
there is the field Personal/Business ID to enter debtor ID number.  
 
Below the title, the form starts with two sections:  

- Individual  
- Company   

 
User needs to enter data in one of these sections, depending if debtor(s) is a company or 
an individual. 
 
Down below are fields for the address and various contact options, city, country, phone, 
fax & email (the last two are not mandatory fields). 
 
Part 3 – Register Serial Collateral. This section has one part:  

- Specific property sections – the users will see the following three fields here:  
o “Serial number”- to be entered as written on the specific property 
o “Manufacturer”  
o “Year” of production fields 
o Type of collateral drop down menu 

 
Part 4 – Register General Collateral. This section has one part:  

- General property – to enter description or any other relevant data referring to 
the general property being pledged.  Below the text box, there is “Number of 
characters” field counting the used number of characters as user types. There will 
be no fee charged for number of characters entered.  

- Type of collateral drop down menu 
 

Part 5 – Holders information Upload section has three fields: 
The user has the option to upload one pdf document with information of Holders 
to the registration. The system accepts documents only in pdf format and the 
maximum size of document is 5MB.  
 

Part 6 – Credit Data information  
                 The user will see the following fields : 
                   Credit  
                   Credit Maximum    
 
Part 7 – Authorized person section has three fields: 

- “Name” of the authorized person 
- “Account number” automatically filled in by the system to display on user’s 

account 
- “Reference number/Court Order Number” field  

 
Part 8 – File Upload section has three fields: 

The user has the option to upload pdf document as a supporting document to the 
registration. The system accepts documents only in pdf format and the maximum 
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size of document is 5MB.  
- “File Description” Detail or name of the document will be uploaded into the 

registration.  
- Choose the library that document will be uploaded. 

At the bottom of the form there are two buttons: 
 

 

- “Back” that takes user back to the home page  

-  “Next”  takes the user to the next step     
7. To double check the data entered into the system, it shows the user the form filled out 

with user’s data.  

 
User confirms everything is correct and registration is archived in the database. 
 
If everything is correct, user can continue with the registration by selecting “Next” option 
and registration is entered into database.  User has the option to make correction to this 
document by clicking “Corrections” button at the bottom of the page, or to cancel the 
entire registration process by clicking the button “Exit”, on the left side at the bottom of 
the page. 

8. System will display a success message of successfully completion  

 

9. At the moment data is saved in the database, a registration document is generated (user 
should print it out) and the fees are collected from the user account. 
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System automatically generates/saves the PDF document (as user sees it). It will remain 
available in the Registry. In addition to the registration data archived in the database, the 
original document created at the time of registration is also being archived. 
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1.3. Amendments 
 
Introduction  
 
This function allows the registered users to amend the registration, and every amendment to be 
registered and associated with the existing registration. Amendments must be valid and in the 
order of established priorities. 
 
User wants to amend the data of existing registration, either if it is the registration that contains 
wrong information or if the update of registration data is required. The possibility to make these 
changes must be provided to the users. Registration amendment must be created and printed 
out, and it will serve as a basis for legal certification of the pledge.  
 
Procedure  
 
Follow the steps below to do the amendment:  
 
STEP ACTION 
1. 1. Process starts with the user deciding to register assets in the Moveable Collateral 

Registry 
2. User needs to enter the application portal.  
 

 
 

The user will log in into the MCR home page and will select Login registered user 

  option.         
 
When Login registered user option is selected pop up window opens, where user enters 
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STEP ACTION 
the user ID and password assigned by NAS. User will select “Log in” to enter the registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  At initial user screen, user chooses “Amendment” option from the main menu on the left 

side.       
 

3. The first step is to validate the ownership of the registration that should be amended. The 
software application has to do it in the following way: the user has to enter the following 
information on the basis of which the application will approve the options for different 
amendments:   
 

 Registration number of the previous registration entry (unique registration 
number) 

 Identification number of one of the debtors from required registration 
 PIN security code of the logged on user 

 
Only in the case of a positive response to all three processes described above, the 
application can allow the user continuing to the next level for amendments of registration.  
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STEP ACTION 

 
This option allows the user to preview the registration that is being amended. 
 
 
 
 

 
 

 
 
 

User enters the required data and clicks “Next”  option to find and double 
check the registration user wants to amend. 

4. A window opens up where users can choose the edit that will like to make to the 
registration.  
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STEP ACTION 

  
With the registration confirmed, system displays menu with possible change(s) to the 
registration: 
 
- Continuation of notice 
- Delete registration 
- Delete creditor 
- Delete debtor 
- Delete specific collateral 
- Delete general collateral 
- Adding creditor 
- Edit creditor information 
- Edit debtor information 
 
User needs to mark the changes he/she wants to make by selecting check mark “√” next 
to the change category.  
 
If changes are done to creditor, debtor or collateral, user must also enter the identification 
number for that specific item. 
 
 
There is also a field to enter the name of the authorized person at the bottom left corner. 
 
User can cancel process by clicking on back or go to the next step by pressing Next” 

  
 



USER AND OPERATIONS MANUAL MAY 2022 

 

 

 
IOS PARTNERS, INC.       PAGE | 25  

 

 

STEP ACTION 

  
5. A window opens up displaying entered data for double checking. 

 

 
 
When confirmation is made, amendment process will be finalized and amendment will 
wait for approval. 
 
Important Note: Until amendment is approved by another user of the same account, 
amendment is not active and it will not be shown in registration certificate. Only after 
amendment is approved, changes will be recorded in registration certificate and 
amendment will become effective. 
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STEP ACTION 
 

6.  

 
 
 

7. Upon completion of amendment, Collateral Registry system will post a notification to 
authorized users of the same account that there is a pending amendment waiting for 
review.     

 

 
 
 

8. Only authorized users will be able to see, review and accept or reject amendment. The 
user which performed initial amendment cannot approve same amendment and will not 
be able to see that this specific amendment approval is pending.  
 
By clicking on “Amendment Preview” authorized user will be able to review amendment. 
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STEP ACTION 

 
  

9. Upon reviewing amendment user can  
1. Leave amendment pending by closing review window 
2. Confirm amendment 
3. Reject amendment 

 
 
In order to Confirm or Reject amendment user need first to enter his/her PIN 
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STEP ACTION 
If wrong PIN is entered preview window will close and user will receive error notification 
 

 
 
 

9. 
By clicking on  button, amendment will be confirmed, user account will be 
charged for amendment, PDF certificate updated and amendment will become active. 
 
System will close review window and display message to the user that amendment is 
successfully approved. 

 

 
 
User which initially performed the amendment will receive system message that 
amendment is accepted with name of user that accepted amendment. 
 

 
 

 
 

10. 
By clicking on  button amendment will be rejected/discarded. There will 
be no charge to user account and there will be no change in original PDF certificate. 
 
System will close review window and display message to the user that amendment is 
successfully rejected. 
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STEP ACTION 
 

 
 
User which initially performed amendment will receive system message that amendment 
is rejected with name of user that rejected amendment. 
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1.4. Search  
 

Introduction  
 
This function allows the registered users to conduct real-time searches of existing registrations 
for the chosen assets, and also to find the information on the current order of priorities that those 
registrations hold.  
 
User is looking for the information on the client or specific property. In order to see this data, 
user will have to conduct a search in the Moveable Collateral Registry database. User must be 
provided real-time information on existing pledges. Cost must be evident at all times, and 
charges have to be displayed on user accounts (currently search is free ). For each search, there 
must be a document created and archived. 
 
Procedure  
 
Follow the steps below to do the search: 
 
STEP ACTION 
1. 1. Process starts with the user deciding to register assets in the Moveable Collateral 

Registry 
2. User needs to enter the application portal.  
 

 
 

The user will log in into the STR home page and will select Login registered user 

  option.         
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STEP ACTION 
When Login registered user option is selected pop up window opens, where user enters 
the user ID and password assigned by the NAS. User will select “Log in” to enter the 
registry. 
 

  
If no user or password is entered at the top corner of the page, Incorrect User or 
Password message will appear. 

2.  
Once the user has entered the application and opened click at the the 
search screen, there are four search options available: 

 Search by ID/Passport No. / CR No. 
 Search by serial number   
 Search by Registration ID or Search ID 

 

 
 
 
All options allow user to check the existing priority registrations against the property. 
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STEP ACTION 
On the main menu, the user will click on the criteria user wishes to search, choosing from:  

 Search by ID/Passport No. / CR No. 
 Search by serial number 
 Search by registration ID or search ID 

 
3. The user will click on the search option he/she wants to use. A window will open requiring 

user to enter the search parameter.  
4.  Search based on the National ID/Passport No. / CR No. – is used to find the registration 

of any property that in accordance with the Regulations/Rulebook on the Secured 
Transactions Registry is not a specific property. 

5. The user will click on the search option he/she wants to use. A window will open requiring 
user to enter the search parameter.  
 

 

The user will enter the data and press “Search” . 
6. Search result report will appear based on the required search result criteria and will list 

all the existing registrations for the specific business or national ID number.  

 
 
On the menu on the left side are listed all registrations found for the specific business or 
national ID number listed per the specific registration number for e.g. A-20130623-450. 
The user can open any registration from the tree menu from the search result list.   

 
 

7.  After the user selects the registration from the menu on the left side he/she wants to see 
that specific registration certificate will be opened.  
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STEP ACTION 

 
8. Search based on the serial number of collateral – is used to find the registration of any 

property that in accordance with the Regulations/Rulebook on the Secured Transactions 
Registry is a specific property. 

 
The user will click on the search option he/she wants to use. A window will open up 
requiring user to enter the search parameter.  

The user will enter the data and press “Search” . 
9. Search based on the registration or the serial number  – is used to find the original 

Certificate of registration or Search results. 

 
The user will click on the search option that wants to be used. A window will open 
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STEP ACTION 
requiring user to enter the search parameter.  

 

The user will enter the data and press “Search” . 
10 

If user would like to order certificate he/she would need to click on .  
 
A pop up window opens and search results can be seen on the main window. The user can 
select the certificates to be delivered.  
 

 Mail 
 DHL  

 

 
 

User will receive a notification e-mail.   
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1.5. My Registrations   
 

Introduction  
 
This function allows to display a chronological list of all registrations and amendments executed 
by the users of the account.  
 

 
STEP ACTION 

1 1. My registration this provide chronological display of all registrations and 
amendments made by the user of the account.  Click in Main Menu 

 
 

2. Depending on user access rights My registration will display following options: 
 

 
 

3. By selecting Registration option the system will display the following information. At 
the bottom right side the system has navigational control of pages for the display. 

 
 

Info on previous registrations and holder’s info. 
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 For registrations and holder’s information presented are: 
 

 Registration number,  
 Registration date, 
 Registration time 
 User name of user that performed registration,  
 Option to open and review additional uploaded files 
 Option to open, review and change information on holder 
 Ability to open original registration.  

 

By clicking on  button user can open original PDF registration certificate. 

By clicking on  button in  “Holder File” option user can open uploaded 
information on holder or review supporting documents uploaded with registration.  
 
 
4. By selecting Amendments option the system will display the following information: 
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For Amendments information presented are: 

 Amendment number 
 Registration number 
 Who performed amendment  
 Who approved amendment,  
 Status of amendment1 
 Date and time  
 Short description of amendment – type of amendment.  

 
Every user of account can always review the data in “My registration”. Search option is 
built so users can quickly search for specific registration, specific user, specific date, time 
or any other information presented in “My registration”. 
 
Search will filter results as user is typing. 
 
There is no option to list or review/view registrations and amendments that does not 
belong to user account. Users can only see registrations under their main account. 
 
5. By selecting Holders option the system will display the information on Holders. User 

has an option to open uploaded information on holder and also to replace/amend 
information on holder. 

 
 
 

 

                                                 
1 Amendments can have 1 of the following 3 statuses: Pending, Approved and Rejected. 
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1.6. Account Management   
 

Introduction  
 
This function allows the users manage certain aspects of their account. 
 

 
 
In the upper right corner user can click on arrow to display options to manage his/her account. 
 

 
 
Procedure  
 
Follow the steps by function:  
 
STEP ACTION 
1. 1. Change PIN function enables the user to change his/her PIN. To change his/her PIN 

the user will need to enter current PIN, enter new PIN and confirm new PIN,  

 
2. To confirm the change of the PIN the user will need to select “Change PIN” option.  

 
 
 

End of process 
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STEP ACTION 
2 1. User Profile. the system allows to change some info from the user’s profile: 

 

 
2. This option allows image to be tied to the profile and edit elements of information 

from the profile.  
3. Once all info is entered the process ends.  

STEP ACTION 
3 1. Change Application User Settings - function enables the user to change Application 

User Settings.  

 
 

2. Settings that can be changed are the following: 
a. OTP = One-time Passwords (OTP) is an extra secure than a static 

password, especially a user-created password, which is typically weak. 
OTPs may replace authentication login information or with the another 
layer of security.  

b. Language = Allows the change of language that is used in the account 
profile from Arabic to English.  

c. MCR Notification = These are internal notifications and messages 
exchanged internally between the system administrator and end user. 
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STEP ACTION 
d. Email Notification = Allows to receive email from the MCR to the external 

email system of the client profile. 
3. Once all info is entered the process ends.  

 
 
 
 

 
 
 


