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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. 

  



OSL Profile Renewal  Page 4 of 11 

 

3. About the Feature: 

OSL profile license renewal feature allows the users (OSL Coordinator) to renew their 

school license using TAMAM and also make their payments online 

4. Preconditions: 

This feature is available for a user having the role of a OSL Coordinator. 

To create a OSL Coordinator role, contact TAMAM team. 

 

5. How to Renew the OSL profile License: 

 

a) How to create a license renewal application and submit it to SPEA? 

 

1. The user with the role of an OSL Coordinator logs into TAMAM 

2. Upon logging in, he will be able to view his School Profile 

3. Click on Review Profile button as shown below 

 

 
 

4. After clicking on the Review profile button, a new profile will be created 

5. To view the profile history of the school, user need to click on the View 

History button as shown below 
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6. To submit the profile for the Review, click on the Submit for Review button 

as shown below 

7. A pop up window pops up. Enter a comment and check the I agree to all 

statements and click on Submit button 

 

 

8. The message for the successful submission will be displayed and user 

needs to click on Ok as below 
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9. After the confirmation message, the status of the profile will be updated to 

Pending OSL Verifier Approval and the profile will be sent to SPEA for 

further review. 

10. After the Approval of the SPEA (OSL Lead Verifier), profile will be updated with 

the status as Waiting to Pay the License Renewal Fee and will be available 

for the OSL-Coordinator for proceeding further for making the payment.    

 

b) How an OSL-Coordinator can make the online payment? 

 

1. When the OSL coordinator logs in, he views the application with the 

status “Waiting to Pay the License Renewal Fee” as shown below: 

 
2.  OSL Coordinator needs to review the application and go to the 

License Fee Payment section as shown below, and click on the Pay 

button: 
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3. The page will lead to the TAHSEEL as shown below 

4. After verifying the details the user needs to click on the Credit Card 

option as shown below and Proceed with the payments 

 
       

5. The following page for entering the Credit Card details will be 

displayed as shown below and click Pay Now button 
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6. The following page below will be displayed and click Submit button 

 
 

7. If the payment is successfully made, the following message below will 

be displayed 

 

 
 

 

8. After 5 seconds, a new page will open, displaying the invoice of the 

payment made as shown below 
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9. A download option is also provided for the user to download the 

invoice. 

10. The status of the school profile will be updated as “Renewal Fees 

Paid” as shown below: 

11. The same profile will be automatically sent to the OSL Case Manager 

for reviewing and issuing the license. 
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c) How to download the issued License from TAMAM? 

 

1. After Issuing the License by SPEA, the status of the application will be 

changed to License Letter Issued and an option to Download will be 

available for the OSL coordinators in the school profile page as shown 

below 
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2. Upon downloading the License, it will be displayed as below 

 


