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Introduction
User Management is a suite of services that enables the Dubai Trade User and Admin User

manage their company’s account on Dubai Trade.

Navigation:

1. Login to Dubai Trade
2. Go to the Services Menu
3. Click on User Management

o
## LogiGate

Manage DDO/DNOC

£# MECRC

£ Mirsal Il

#¥ Payment Services

#F Process

¥ Quote

#¥ Renewal

#F Reports

#F Request

#¥ Summary Information
#¥ Training Center

L. Upload

@ User Management
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The below e-Services will be available

@ User Managemant

I

b

Change Password

i

Change Password Hint

Create User

»

Enable/Disable User

4

Medifications

A

Modify User

»

Resend Activation Mail

Ii

4

Reset Password

Update Profile

>

VAT Profile

4

Procedure:

1. Click on "Change Password":

@ User Management
DT Subscription

Change Password

Change Password Hint

Change Password New

Create User
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The below screen will be displayed
Change Password

Password Details

n + Password should be Minimum 8 characters with at least 1 Uppercase Alphabet,1 Special Character (#,@.$,&) and 1 Number. Space not allowed. x

Current Password *
New Password

Confirm New Password *

M

a. Enter the "Current Password", "New Password", and "Confirm New Password"
fields then click "Submit":

Change Password

Password Details

n + Password should be Minimum 8 characters with at least 1 Uppercase Alphabet,1 Special Character (#,@$,&) and 1 Number. Space not allowed. x

Current Password *

New Password *

Confirm New Password *

@ The "Reset" button will clear all the entered information on the screen.

2. Click on "Change Password Hint":

@ User Managemant

DT Subscription

Change Password

Change Password Hint

Change Password New

Create User
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The below screen will be displayed
Change Password Hint
Change Password Hint
Current Password *
Hint Question™

Hint Answer”

Confirm Hint Answer”

a. Enter the "Current Password":

Change Password Hint

Change Password Hint

Current Password *

Hint Question”

Select One ~

Hint Answer’

Confirm Hint Answer™

b. Select the "Hint Question" from the drop-down list:

Change Password Hint
Change Password Hint

Current Password *

Hint Question™

Select One v
Select One 1

What is your favorite color?

is your mother's maiden name?
is your favorite author?

Vhat is your dream vacation spot?

What s the name of the city in which you were bom?

c. Enter the "Hint Answer" and "Confirm Hint Answer" fields then click "Submit":

Change Password Hint
Change Password Hint
Current Password *

Hint Question”

What s your favorite color? v

Hint Answer”

Confirm Hint Answer*
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3. Click on "Reset Password":

Modify User

My Users

Resend Activation Mail

Reset Password

Update Profile

Update Profile

VAT Profile

The below screen will be displayed
Reset User Password

Search

User Name

User Name

Name

a. Enter the "User Name" and click "Submit" to reset the password of the entered
Username:

Reset User Password
Search

Lser Namo

Name

Submit | Reset

@ The "Reset" button will clear all the entered information on the screen.
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4. Click on "Resend Activation Mail":

Modify User

Resend Activation Mail

Reset Password

Update Profile

The below screen will be displayed

e

Resend Activation Link

User Details

First Name.

Jort
LastNamelM'
[ seacn |
a. Entered either one of the fields then click on "Search"
Resend Activation Link -

b. Click on "Resend" to resend the activation mail for the corresponding username

Resend Activation Link

User Details

iy Name First Hame Last Nama user Emai Action

wrFzE Fradeep Kumar amas pradespQutatra
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5. Click on "Update Profile":

Modify User

My Users

Resend Activation Mail

Reset Password

Update Profile

The below screen will be displayed

Update Profile

Title First Name® Middle Name
W v
Last Name * Nationality P.OBox "
INDIA -
Age Group Designation *

Contact Information

Email * Confirm Email * Company Telephone Number *
am - 2 - 1234567
Direct Telephone Number Mobile Number * Fax Number
an - 2 v 1234567 an - 50 v 1234567 am - 2 v 1234567

a. Enter/Amend the fields required then click on "Submit"

Update Profile

Personal Information

Title First Name" Middle Name
Mr v
Last Name * Nationality P.OBox*
INDIA -
Age Group Designation *
26-35 v QA

Contact Information

Email Confirm Email * Company Telephone Number *
971 - 2 ~ 1234567
Direct Telephone Number Mobile Number * Fax Number
971 v 2 v 1234567 971 v 50 v 1234567 971 v 2 v 1234567

@ The "Reset" button will clear all the entered information on the screen.
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6. Click on "My User":

Modify User

Resend Activation Mail

Reset Password

Update Profile

The below screen will be displayed

My Users

My Users

User Name

sonyquif

djisony

leema
kunalfreezonecompany
fzuser

mazenh
dpworld_f7100

dtuxfze

W 4[T__Jof1 » MShowing 1-80f8

a.

My Users

My Users

User Name
sonygulf

dijsony

leema
kunalfreezonecompany
fzuser

mazenh

dpworld_f7100

diuxfze

o1 » p1 Showing 1-8 0f 8
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First Name
Pradeep
djisony
Pradeep
Kunal
Pradeep
Inayathullzh
Inayathullzh

DTUXFZE

Click on the

First Name
Pradeep
djisony
Pradeep
Kunal
Pradeep
Inayathullzh
Inayathullzh

DTUXFZE

Mobile Number

971-50-1234567

971-50-1234567

971-50-1234567

971-52-1234567

971-50-1234567

Email

User Type
ADMIN

SUBUSER
SUBUSER
SUBUSER
SUBUSER
SUBUSER
SUBUSER

SUBUSER

icon to download the users list in excel format

Mobile Number

971-50-1234567

971-50-1234567

971-50-1234567

971-52-1234567

971-50-1234567

Email

User Type
ADMIN

SUBUSER
SUBUSER
SUBUSER
SUBUSER
SUBUSER
SUBUSER

SUBUSER

User Status

ENABLED

DISABLED

ENABLED

DISABLED

ENABLED

DISABLED

DISABLED

ENABLED

User Status

ENABLED

DISABLED

ENABLED

DISABLED

ENABLED

DISABLED

DISABLED

ENABLED




7. Click on "Create User":

Dummy eMirsal U2

Enable/Disable User

The below screen will be displayed

Create User

* Indicates a required field
Personal Information

Title| Select Onel
First Name*
Widdle Name
Last Name*
Designation*
Nationaity | Select One

Age Group| Select One

Assign Services
J-pusaicusToms

[JF7100- Freezone Lizsncee
[J80117 - Clearing Agent

Available Services

Gontact Information
Company Name Sony Guif FZE
E-mail®
Confrm Email*
Teiepnone Mo [o71 {3 [— @
Direct Telephone No.|— @
Mobile No.*| 071 -8B
FaxNo|— k@

O-opwoRLD
(114285 - Shipping Agent

O- pubai Trade

[1C0000130 - Cargs Owiner a
(CJINS0B0068 - Insurance Company Agent Type

[JFc000004 - Garge Oviner for FTMIS

[JFG0000074 - Gargo Oviner for FTMS
[CJFC0000072 - Cargo Oviner for FTMS
[CJFC0000073 - Cargo Oviner for FTMS

Search By~ xp

Agent Gode + AgentType | Role Name

a. Enter the "Personal Information" and "Contact Information" of the user

Create User

Senvice Name

* Indicates a required field

Nationaity | Select One

Personal Information Contact Information
Tite| Select One -] Company Name Sony Gult FZE
First Name * Email*
Middie Name: Confirm Email*
Last Name * Telephone No.*[971
Designation* Direct Telephone No.|— i@

Mobie No # 971 @

©

B
B racrio/—

Age Group| Select One

b. Select the services from the list

Assign Services
O-pusaicusToms - opwoRLD - pubai Trade
(CJF7100 - Freezone Licencee (] 4295 - Shipping Agent ()c0000130 - Cargo Owner
- Clearing Agent - Insurance Company Agent Type

[J80117 - Clearing Agent [JINS000085 - I [~ Agent T,
[JFCO000043 - Gargo Ovmer for FTMS
[[JFCO000074 - Cargo Ovner for FTMS
[JFGo000072 - Gargo Ovmer for FTMS
[JFCO000073 - Gargo Ovner for FTMS

c. Select the service/s for the user from the "Available Services" and click "Add"

12 |Page



Assign Services
- puBAl cusTOMS
EAF7100 - Freezone Licencee
(50117 - Clearing Agent

O-pPWORLD
([]4285 - Sripping Agent

- Dubai Trade

[EAFc0000074 - Cargo Owner for FTMS
[JFc0000072 - Cargo Owner for FTMS
[EAFCO000073 - Gargo Owner for FTMIS

[JFC0000112- Gargo Ouimer for FTMS '

[JFCO000113 - Gargo Owner for FTMS
[OFco000114 - Cargo Owner for FTMS v

Available Services

Search By~ x[p

Agent Code + AgentType  Role Name Service Name

F7100 F Customs admin Change Password a

F7100 F Customs Admin Enable/Disable User []

F7100 F Customs-FZ Account Opening Amend U2

F7100 F Customs-FZ Account Opening Enguiry U2

F7100 3 Custome£7 Lerount Cnaninn Rensst 117 N

< »

naa Add A1
Selected Services

Search By~ |2

Agent Code ~ AgentType  Role Name Servics Name

7100 F Custams Admin Bil Advanced Enquiry

FTi00 F Customs Admin Update Profie

d. Click on "Submit" to create the user

Assign Services
- pbusai cusToms

[EF7100 - Froszons Licencee:
[J50117 - Glearing Agent

O-pp worLD
[[14295 - Shipping Agent

- Dubai Trade

FCO000074 - Cargo Owner for FTMS
[JFCO000072 - Cargo Ovner for FTMS.
FCO000073 - Cargo Ouner for FTHS

(JFCo000112 - Cargo Ouner for TS '
(JFC0000113 - Gargo Owner for FTMS
[JFC0000114 - Cargo Ouner for FTMS. v

Available Services

Ssarch By~ xp

Agent Code < AgentType  Role Name Senice Name

£7100 £ Customs Admin Change Passiword -
FT100 F Customs Admin Enable/Disable User .
F7100 F Customs 2 Account Opening Amend U2

F7100 £ Gustoms-FZ Account Opening Enauiry U2

71 : e

Bt Ananinn Daniast 115

Add Add Al

Selected Services

Search By~ x|o

Agent Code +. AgentType  Role Name Service Name

FT100 F Customs Admin Bill Advanced Enquiry
FT100 F Gustoms Admin Update Profile

The below confirmation screen will be displayed

Confirmation Details

Q User account created successfully.
Activation email has been sent to

The activation email will be sent to the registered email of the user. Follow the instruction of
the email to activate the user.
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8. Click on "Modify User":

Resend Activation Mail

Reset Password

Update Profile

The below screen will be displayed

»Home » Modify User

Modify User

* Indicates a required field
Select User

verame [

a. Select the specific username from the drop-down list

Modify User

* Indicates a required field
Select User

verand

druxfze
leema

fauser leem

b. Modify as required then click on "Submit"

14| Page



Available Services

Search By~ x| Qo

Agent Code ~ Agent Type Role Name Service Name

A295 A Customs-ClearingAgent Account Opening Amend U2 -
A295 A Customs-ClearingAgent Account Opening Enquiry U2 .
A295 A Custems-ClearingAgent Account Opening Request U2

A295 A Customs-ClearingAgent Account Transactions

A295 A Customs-ClearingAgent Account Transactions U2

Add Add All

Selected Services

Search By~ x P

Agent Code AgentType  Role Name Service Name

A295 A DELIVERY_ORDER_COUNTER Registration in DDO -
F7100 F Customs Admin Bill Advanced Enquiry []
F7100 F Customs Admin Change Password

F7100 F Customs Admin Enable/Disable User

F7100 F ‘Customs Admin Update Profile -

<

»

Remove Remove All

The below confirmation screen will be displayed

Confirmation Details

U User account amended successfully

9. Click on "Enable/Disable User":

Enable/Disable User
Modifications

Modifications U2

Meodify DPWorld Company Profile

Modify User

Resend Activation Mail

Reset Password

Update Profile
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The below screen will be displayed

Enable/Disable User

User Name
First Name
Middle Name
Last Name
E-mail

User Status

Remarks *

a. Enter the "User Name" and "Remarks" then click "Disable"

Enable/Disable User

Search

| leemd

First Name

Pradeep

Middle Name

Last Name

Kumar

E-mail

mohdayaz.nagori@dubaitrade.ae

User Status

ENABLED

Remarks ~

DISABLE

The enable a disabled username, you may follow the same steps and "Enable" will be display
instead of "Disable".
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10. Click on "Modify DPWorld Company Profile":

Modify DPWorld Company Profile

Modify User

Resend Activation Mail

Reset Password

Update Profile

The below screen will be displayed
NModity Company Registration

=1 . e 5 * o T >

- = -— -~ -
COMPANY DETAILS TRADE LICENSE ROLES CONTACT PERSOMN ADRIN DETAILS REQUIRED DOCUMENTS

“Indicates a required field
Company/Organisation Details

Company Code:

Company Name * |

Branch Company @ Yes © No

Address Line 17 [test ]
Street address

Address Line2 | ]
Building, apartment, floor, etc.

Select Country " [ UAE v]

(For UAE PO Box is mandatory, for other countries either P.0.Box or Zip Code is mandatory.)

Emirate/City * | JEBEL ALI e

P.O. Box " [16871
tord

L —
10 [o71_w][0a  v|[1112223 ]

Telephone 2 [971  ~[[04 v ]

Fax [o71 ][04 v|[3334445 |
e —
websio [ |

Brief about your

Buness ]
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a. Edit the required fields then click on "Next"

* Indicates a required field
Company/Organisation Details

Company Code:
Company Name * |

Branch Company @ Yes © No

Address Line 1 [test ]
Street address

Address Line2 | ]
Building, apartment, floor, etc.

Select Country * [UAE. v]

(For UAE P.0.Box is mandatory, for other countries either P.0.Box or Zip Code is mandatory.)

Emirate/City * je
PO, Box”
tord
N —

17 [o71_ ~|[04  v|[1112223 ]

Telephone2 [071  w|[04 v ]

Fax [071 w|[04  v|[3334445 |
N —
L E—

Brief about your

Business [

11. Click on "VAT Profile":

Resend Activation Mail

Reset Password

Update Profile

Update Profile

VAT Profile
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The below screen will be displayed
Update Trade License / VAT Profile

Update Trade License Details

Agent Type

N elected

Trade License Number Issuing Authority * Trade License Expiry Date
Please Select E
Trade License Copy *
Accepted File types(jpg/jpeg/png/pdf) and max upload size is 500KB
[ Choose File | No file chosen
VAT Profile Details
VAT Applicable VAT Registration Country VAT Number/TAX Registration Number
O Please Select
VAT Registration Date VAT Certificate
o= Accepted File types{jpg/ipeg/png/pdf) and max upload size is S00KB
Choose File | No file chosen
Address of Establishment
Country * Address
Please Select v

O You hereby confirm that the information you are providing is accurate and complete

a. Enter/Edit the required fields then click "Submit"

Update Trade License / VAT Profile

Update Trade License Details

Agent Type *
Nothing selected -

Trade License Number * Issuing Authority * Trade License Expiry Date *

Please Selact ~ =

Trade License Copy *
Accepted File types(jpg/jpeg/png/pdf) and max upload size is S00KB

Choose File |No file chosen

VAT Profile Details

VAT Applicable VAT Registration Country VAT Number/TAX Registration Number

[} Please Select v

VAT Registration Date VAT Certificate

Accepted File types(ipg/ipeg/png/pdf) and max upload size is SO0KB

Choose File |No file chosen

Address of Establishment

Country * Address *

Please Select v

O You hereby confirm that the information you are providing is accurate and complete

The below confirmation screen will be displayed

Confirmation

« VAT saved with number and is pending approval
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