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Visit QCC-UAC Portal at www.qcc.uacuae.com 

  

1. Collaborator User Manual

1.1. QCC-UAC Portal URL

1.1.1. Visit QCC-UAC Portal at 'www.qcc.uacuae.com'

From QCC-UAC Portal, Candidate can Register & login to access or reset the password  
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1. Collaborator User Manual

1.2. Collaborator Portal Registration
1.2.1. Click 'Registration' on top right & Select 
'Collaborator'

From QCC-UAC Portal, Collaborator can Click on ‘Register’ on top right corner & then click on 
‘Collaborator’ from the dropdown to register for the first time. 

Collaborator need to have email ID and Phone Number to register. OTP will be sent to the email 
address for authentication. 
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1. Collaborator User Manual

1.2. Collaborator Portal Registration
1.2.2. Fill in the details, Upload Documents & click 
'Submit'

Collaborator can fill the detail in the required fields and also attach the required documents & 
acknowledge the terms & conditions, enter Captcha & click on ‘Submit’ & check for OTP on the 
provided email address. 
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1. Collaborator User Manual

1.2. Collaborator Portal Registration

1.2.3. OTP Verification Via Email

OTP will be sent to the registered email address. Verify the OTP on the Portal to Complete the 
Registration Process. 



 

UAC – UNION ASSESSMENT & CERTIFICATION | 1st Floor, Block A, Tamouh Business Hub, Reem Island Abu Dhabi, UAE 

6 

 

 

1. Collaborator User Manual

1.2. Collaborator Portal Registration

1.2.4. Login Credentials Shared Via Email

Credentials will be sent via email with Username as the email address used during registration 
along with password. Collaborator can reset the password after login using the same credentials 
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1. Collaborator User Manual

1.3. Collaborator Login

1.3.1. Login with Credentials Via Email

Visit the QCC-UAC Portal at www.qcc.uacuae.com & Login by username (email ID) & the 
password received in the email after registration process along with Captcha to access the 
Collaborator Dashboard. 

You can also retrieve password by clicking on ‘forget password’ 
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1. Collaborator User Manual

1.4. Candidate Registration
1.4.1. Individual candidate Registration - Click 'Candidate 
List' from Dashboard Menu & click on '+ Add Candidate' 

Candidate Can be Registered as Bulk or Individual. To register a Candidate, click on ‘CANDIDATE’ 
tab on the left side Menu of the Dashboard & click ‘+ Add Candidate’ button to add a single 
candidate. 

Also, you can update the candidate details from the same section. 
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1. Collaborator User Manual

1.4. Candidate Registration
1.4.2. Individual candidate Registration - Fill In 
Candidate Details, Upload Documents & Click ‘Submit’

Fill In the required Candidate details with unique email ID of the candidate, required documents 
for the selected job role & check and confirm the terms & click Submit to Add a Candidate. 

Image of the candidate, Documents required by the Job role needs to be uploaded before Submit. 
you can also verify the details / documents and if required edit the details or reupload the 
documents by View/Edit from Action section in the same list. 

Candidates will receive their own Login Credentials on the provided email ID to access Candidate 
Dashboard Individually. 
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1. Collaborator User Manual

1.4. Candidate Registration
1.4.3. Bulk Candidate Registration - click on 'Bulk 
Upload' 

Candidate Can be Registered as Bulk or Individual. To register multiple Candidate in bulk, click on 
‘CANDIDATE’ tab on the left side Menu of the Dashboard & click ‘Bulk Upload’ button. 

P.S: If you do not want to Bulk Upload and only upload individual candidates then Skip to next 
section i.e.,’1.5. Candidate Booking’ 
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1. Collaborator User Manual

1.4. Candidate Registration
1.4.4. Bulk Upload - Download the sample CSV, Fill 
required details & Upload as CSV file & click 'Upload'

- Click on ‘Download Sample’ and referring the sample CSV Add the Candidates required 
details. Also, delete the old sample data after adding the new data. 

- Save the File in CSV format & click ‘Choose File’ option and select the saved file with bulk 
candidate registration data 

- Click ‘Upload’ 
- Wait for Successful Candidate Registration Message or required corrections messages for 

the input data 
- Images need to uploaded individually for the candidates registered through bulk upload 

in the same ‘Candidate List Section’ by clicking on edit icon in the Action Colum. 
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1. Collaborator User Manual

1.5. Candidate Booking
1.5.1. Click 'Booking' Tab from Dashboard menu & Select 
'Onsite Program'

To Book / Enroll Candidates to a Batch, Go to Booking Tab Section on the left side Menu options 
of the Dashboard & select type of program as Onsite program 
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1. Collaborator User Manual

1.5. Candidate Booking

1.5.2. Select the desired Program & click ‘Next’

Select the desired Program for the Candidates, who all need to be booked to a batch by check 
boxing against the Program/Regulator name & click ‘Next’ for next steps 



 

UAC – UNION ASSESSMENT & CERTIFICATION | 1st Floor, Block A, Tamouh Business Hub, Reem Island Abu Dhabi, UAE 

14 

 

   

1. Collaborator User Manual

1.5. Candidate Booking

1.5.3. Select desired Job Role & click 'Next'

Select ‘desired Job Role’ & click 'Next' for next steps 
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1. Collaborator User Manual

1.5. Candidate Booking
1.5.4. Check and select the suitable batch & click 'Book 
Now'

In this section you will see list of upcoming scheduled batches for the selected Program & Job 
role. You can see the Location, Date and Time along with some more details like the number of 
seats left in that batch, type of assessment (Theory only / Practical only / Theory and Practical), 

To select the suitable batch, click on ‘Book Now’ and wait for the next step where you can select 
the candidates for this batch to be enrolled.  
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1. Collaborator User Manual

1.5. Candidate Booking

1.5.5. Select Candidates & cick ‘Enroll’

Select the Candidates, who you want to enroll in this batch. 

You will be able to see the list of the candidates who had a selection of job role during candidate 
registration as the same selected job role and have completed document upload required for this 
job role. 

After selecting, click on ‘Enroll’ 
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1. Collaborator User Manual

1.5. Candidate Booking

1.5.6. Booking Confirmation & click 'Complete Booking'

Review candidate details and click on ‘complete booking’ 
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1. Collaborator User Manual

1.5. Candidate Booking

1.5.7. Complete the Payment

Complete the Payment for booking selected assessment with Available Payment Options and 
Continue. 
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1. Collaborator User Manual

1.5. Candidate Booking
1.5.8. Click on ‘View My Batches’, To view booked 
Assessments 

Once the payment is successful, you will see the message booking completed as shown above, to 
view booked assessment, click on ‘view my batches’. Alternatively, you can click on ‘My Batch 
Details’ from the Dashboard Menu and select ‘Onsite’ and select the booked batch and visit the 
same options. 

Candidates will receive email confirmation for the booking on the registered email IDs  
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1. Collaborator User Manual

1.5. Candidate Booking
1.5.9. Click on 'My Batches Details', Select Batch to View 
booked Assesment details

Click on ‘My Batch details’, Select the batch by clicking ‘view candidates’ and you can download 
admit card, cancel or schedule the assessment booked if required from these options 
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1. Collaborator User Manual

1.6. Admit Card Download

1.6.1. Click on ‘Download'

Click on ‘download’ to download the admit card for each candidate booked under the same 
batch.  
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1. Collaborator User Manual

1.6. Admit Card Download

1.6.2. Admit Card Verify & Handover to Candidates

Verify the details on the admit card and hand it over to the candidate. 

Also, Candidate will receive the admit card to their registered email ID. 

Candidates need to printout and bring a copy to the assessment center. 

Candidate can also access the Learning Center with video tutorials, mock test, documents related 
to assessment booked. 
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1. Collaborator User Manual

1.7. Track Progress
1.7.1. Click 'Track Progress' on Dashboard left Menu to 
track the progress of the Registered Candidates

 Collaborator can track the progress for the candidates registered for the status in the Candidate 
Assessment Journey Lifecycle Management by clicking ‘Track Progress’ from the Dashboard left 
Menu tab.  
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1. Collaborator User Manual

1.8. Result View
1.8.1. Go to 'Result' Tab & click 'Onsite' & click 'View 
Candidat'

 Collaborator can result for the candidates who have given the assessment once all the required 
approvals are completed for the assessment for the candidates. To check the result you can go to 
‘Results’ from the dashboard left menu tab and select ‘onsite’ and select the batch you want to 
view the result for and check the result of the candidates.  
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1. Collaborator User Manual

1.9. Certificate Download

1.9.1. Go to 'Certificate' Tab & click 'Onsite'

 Once the email for the assessment result is announced then go to the ‘Certificate’ Tab from the 
left side Menu of the Dashboard & click ‘onsite’  
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1. Collaborator User Manual

1.9. Certificate Download
1.9.2. Select the particular Batch by clicking on 'View 
Candidates'

 Select the batch of the candidates by BatchID for which the certificates need to be downloaded 
and click ‘view candidate’  
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1. Collaborator User Manual

1.9. Certificate Download
1.9.3. Select the particular Batch by clicking on 'View 
Candidates'

 Select the batch of the candidates by BatchID for which the certificates need to be downloaded 
and click ‘view candidate’  
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1. Collaborator User Manual

1.9. Certificate Download
1.9.4. Select the particular candidate & click ' Payment 
for Confirmity Certificate' 

 Select all the candidates or the particular candidate to make the payment for the certificate 

click on the ‘Payment for Conformity Certificate’ and make the fee payment for the certificate to 
download Certificate and Marksheet.  
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1. Collaborator User Manual

1.9. Certificate Download
1.9.5. Verify the payment details & click 'Complete 
Certificate Payment'

 Verify the details of the candidates and payment fee details, click the checkbox to read & accept 
terms & conditions and click ‘Complete Certificate Payment’ and complete the payment via 
banking gateway through available options  
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1. Collaborator User Manual

1.9. Certificate Download

1.9.6. Complete the Payment

 Complete the payment via banking gateway through available options and wait for the 
transaction to complete and wait till the wait sign message disappears.   
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1. Collaborator User Manual

1.9. Certificate Download
1.9.7. Click 'Generate Certificate' & Click 'Conformity 
Certificate' to get the Certificate 

 Click Generate the certificate and Click Conformity Certificate to Download the certificate 


