
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

A Practical Toolkit for Student Coordinator Staff 
 

 

For more information, 

please visit our website: 

https://tam.spea.ae/ 
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1. Introduction 
Sharjah Private Education Authority (SPEA) was established in accordance with 

the Amiri decree (45) of 2018 by  

H.H Sheikh Dr. Sultan bin Mohammed Al Qasimi 
Member of the Supreme Council and Ruler of Sharjah 
 
SPEA is a local government entity mandated to regulate the private education 

institutions (Schools, Nurseries, Training Centers and Institutes) 

Goals: 

 Organize private education in the emirate 

 Raise the quality of private education through the application of best 

educational practices and distinguished services in the field of private 

education 

 Attract investment in the private education sector 

The Nurseries Staff Information System is the system for all nursery staff in 

Sharjah Private and is aligned with the licensing of Teachers and Educational 

Leaders project. 

This document is to guide teachers in the process of creating and submitting a 

profile on the Nurseries Staff Information System. 

2. General Information 
 Attach/Upload clear documents to their designated locations. 

 Submitted profiles cannot be edited. Ensure you review the staff profile before 

submitting it. 

 Only sections/fields for which you have a “Request to update Profile” will be 

open for editing on a submitted profile. 

 Only documents in Arabic or English will be accepted. Upload legal translations 

of documents not originally in Arabic or English. 

 Means that the field is mandatory and must be filled. 

 (!) Means that there is specific instructions/information for the field. Point your 

mouse on the symbol to display the information. 
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3. About the Feature: 

Learners Affairs Request is an e-Service which will facilitate a Student Coordinator to 

submit a request letter of a student for getting it attested from SPEA.   

4. Preconditions: 
This feature is available for a user having the role of a Student Coordinator 

 

To create a Student Coordinator role, follow the steps below: 

a) User having the role of a Principal needs to Login to TAMAM as shown below: 

 

 

b) Goto User Management>>School Staff>> Select the staff who should be 

given the role of a Student Co-ordinator. 

 

Precondition: The staff should have the status as Appointment Letter Issued 

c) Under the action section, click on the button Add/Remove roles as shown 

below: 

 

d) In the pop up window that opens, select the role “Student Coordinator” from 

the drop down and click submit 

 

e) In this way, the selected staff will have the role assigned as a “Student 

Coordinator”. 
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5. Accessing Student E- Services (Learner Affairs Request): 
a) A user with the role of Student Coordinator can access, Student E- 

Services. 

b) Below are the steps to be followed for accessing the same 

i) User needs to login as “Student Coordinator” as shown below: 

 
ii) Go to Student- E- Service section>>Learner Affairs 

Request>>Add New and an application form opens as shown 

below: 
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iii) After filling all the mandatory and the required information, attach 

the letter that needs to be attested and click Pay as shown above 

Note: The email address entered will be used for sending the 

attested copy of the letter 

iv) The page will lead to the Tahseel website, where the user need to 

choose between Tahseel Account and Credit Card as shown 

below: 

 
v) Upon selecting the Credit Card option and clicking on Proceed 

button as shown in the above screen shot, a new page opens for 

entering the card details as shown below: 
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vi) Upon entering the details of the card, click on Pay now button as 

shown above. A new page open for confirmation and click on 

Submit button as shown below: 
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vii) A confirmation message will be displayed as shown below: 

 
viii) After 5 seconds the page will be redirected to the home page 

displaying the invoice for the order as shown below: 

 
 

ix) In the main home page of Student Coordinator this application will 

be displayed as Pending for SPEA Approval as shown below: 
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x) The same application will be seen in the SPEA Admin page 

having the role of a Learns Affairs Verifier. 

xi) Upon approval, an email will be received to the registered email 

ID entered in the application form, with an option to download the 

attested letter. 

xii) The attested letter will have a stamp and reference number of the 

invoice as shown below 

 

 
 

xiii) Alternatively they will be allowed to download from the Student 

Coordinators login page 

xiv) The status of the application will be displayed as below: 
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