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1 JHAH Members’ portal Guide 

1.1 Introduction 

the member’s Portal enables the members to track their insurance information in an organized and 

integrated way, by centralizing the needed functions in one integrated portal. 

Note: Background is used for demonstration purposes 

1.2 Log in 

To access the Members’ portal type the links https://MTimeNetworkPlus.btpa.com.sa  on your 

browser. The following page should be displayed 

Figure 1 Landing page 

Click on the Member log in Box as shown below 

https://mtimenetworkplus.btpa.com.sa/


 JHAH-NetworkPlus Members’ portal Guide 

4 

Figure 2 Landing page members' login 

The below page will be displayed. 

Figure 3 login 

Guide 

fill out the log in fields as shown below and click on the login button. 
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Figure 4 log in 

1.3 Details screen 

After the user logs in, the below screen should be displayed, click on the details button 

Figure 5 Main Page - Details button 
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The below page should be displayed 

Figure 6 Details Page 

1.3.1 Dependents Dropdown list 

The user can select the dependent from the drop-down list highlighted in the figure below to 

show their details  

Note: if there’s dependents. 
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Figure 7 Dependent’s dropdown list 
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1.4 Top bar details 

The functions of the top bar highlighted of the screen below will be detailed in the following titles 

Figure 8 details page top bar 
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1.4.1.1 Arabic  

To change the page to Arabic click on “عربي” button as shown below 

Figure 9 Arabic version 

Once clicked the Arabic version of the website should be displayed as depicted below 
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Figure 10 Arabic Version 

If the user wants to change it back to the English version the below button should be clicked as 

shown below 

Figure 11 English Version 
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1.4.2 Edit Profile  
the user can edit the profile by clicking on the button highlighted in the red box below 

Figure 12 Edit profile button 
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The below page should be displayed 

Figure 13 edit profile button 

 Edit the email and/or phone number then click on the “update” button 

Figure 14 Edit Profile 

Once the user clicks on the Update button the below OTP page will be displayed as depicted 

below, an OTP message will be sent to the registered phone number, fill out the fields with the 

password in the message.  
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Figure 15 OTP 

1.4.3 Change password 

To change the password, click on the button highlighted in the red box depicted in the image 

below  



 JHAH-NetworkPlus Members’ portal Guide 

14 

Figure 16 change password 

The below page should be displayed once the “change password “button is clicked 

Figure 17 change password 
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The highlighted fields should be filled and then click on the save button as depicted below 

Figure 18 change password fields 

1.4.4 Back to JHAH.COM 
If the user clicks on the back to JHAH.COM button highlighted below 
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Figure 19 Back to JHAH.COM 

The following page should be displayed as shown below 

Figure 20JHAH.COM 
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1.5 Approvals 

To access the approvals, click on the logo highlighted below 

Figure 21 Approvals 
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The below page will be displayed 

Figure 22 Approvals 

To view the dependents details, select the dependent from the list highlighted in the red box 

below  

Figure 23 Dependents approvals 
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1.6 Coverage 

Under coverage members will get to view their Table of Benefits (ToB) which details all the 

benefits that member is eligible for at their Designated Facility (DF) and the limit attached to 

each benefit   

To access the coverage page click on the coverage icon below highlighted below 

Figure 24 Coverage 

The below will be displayed 
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Figure 25 coverage screen 
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Member Sick-leave History 

M-Time Front End
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2 Member Sick-leave functionality 

2.1 Member Sick-Live History 

If the user wants to navigate back to the history page, click on the back to history button as 

shown below   

Figure 26 Back to leave history 

Leave history screen looks as below 
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Figure 27Leave Requests 
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2.2 Leave request submission (optional section) 

To access the leave requests page, click on the “Leave Requests” icon on the main page as 

shown below  

Figure 28 Leave Requests 
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Once the icon is clicked, the below page will be displayed 

Figure 29 Leave Requests 
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To create a new request click the button below 

Figure  30  New Leave Requests  button 
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Figure  31  Leave Request Submit form 

Select the hospital or clinic name as show below 
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Figure  32 Select hospital or clinic name 
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Chose specialty as depicted below 

Figure  33  Specialty 

After that select the “sick leave date from” and the “sick leave date to” as depicted in the 

images below  
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Figure 34  sick leave date from 
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Figure 35  sick leave date to 

Any notes can be left in the note field as shown below 

Upload the required supportive document 
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Figure 36 28 submit leave request form 

This pop-up window will be displayed select your document, it must be in one of the following 

forms (.pdf, .jpg, .jpeg, .gif, .png, .bmp) with a 5MB limit per file, other wise an error message 

will be displayed.  
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Figure 37  select document 

Click on upload button as depicted below 

After uploading the documents, they will be displayed in a table as shown below 
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Figure  39  upload file 

If the user want to remove the document, click on the delete button adjacent to the document as 

highlighted in the red box below  

Figure  40  delete document 
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After that click on the “Submit Request” button 

Figure  41  Submit Request button 

After submitting the medical sick-leave it follows the work flow. 
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