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1 Introduction

1.1 Registration with Dubai Customs

All companies that wish to declare Customs declarations for themselves or their clients for the import, export or
transshipment of goods or handling of the same in Dubai are required to be registered with Dubai Customs.

Dubai Customs now provides complete registration services online. The companies intending to get registered with
Dubai Customs; need to apply online and receive the approval electronically after review of application and payment
collection by the Customs authorities.

This document covers detailed steps to register different types of requests for any change/modification in registered
and approved company details such as change in user/facility/company address, new company associations etc

1.2 Document Organization

This document is organized into 2 chapters/sections.
e About User Interface: This chapter explains commonly used buttons and link during the registration
process.
o Next chapters explain the steps to use different types of requests (Amend Business Profile, New/Amend
Facility, New/Amen User, Manage Services, Change Authorized Person, New Association, Remove
Association, Renew Business Code)

1.3 Reference Documents

DOCUMENT LOCATION

1.4 Abbreviations and Synonyms

Client Registered and Approved Company

Users Registered or Unregistered User

CR Officer Client Registration Officer

Sr. CR Officer Senior Client Registration Officer

Customs Officer Either CR Officer OR Sr. CR Officer

ECR Enterprise Client Registration

DTP Dubai Trade Portal

Forms Set of user input fields used for entering the data by
Users.

Screens Set of forms, links and user interface elements
generally dealing with specific system functionality.
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2 About User Interface

The following table provides the detail of common buttons or links and illustrates how to use them during the

registration process.

Button Description

New Creates a new record

Delete Deletes the specified record(s)

Cancel Cancels the previous operation

Query Turns the user interface into query mode

Go Proceeds with the execution of a specified operation

Submit Saves and submits the specified record to the next step in the process
Withdraw Withdraws the suspended request

Continue 1. Proceeds to the next screen

2. Allows the client the continue submitting the request whether it’s a draft

request or a suspended one

Make Payment

Allows the client to make a payment for an approved request. It will direct the

client to a new page for ePayment to make the payment

Recheck

Rechecks the Status of the Payment made using the above option

Go to Homepage

Takes the client to the Homepage of the application. Applicable only for logged

in Users

[ agree Indicates that the client have read and understood the Terms & Conditions
and wants to proceed with the submission of the request

[ disagree Indicates that the client have read and understood the Terms & Conditions

and DO NOT want to proceed with the submission of the request

Print Request

Prints the submitted request with all the details entered

4

Navigates to next record

1

Navigates to the previous record
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2.1 LogIn

Only registered clients who have valid User Id and Password can access the application.
To login-

1. Open the web browser and type the URL www.dubaitrade.ae

% Tip: Save the shortcuts in your Browser’s Favorites for easy access in the future.

[EXPLORE RAIN 3 OUNCEMENTS HELP

UAE's Premier Digital

Platform

Tell Us Who You Are To See'

& - A <V

ooo = J
& @@@7@3‘ 3 T & €0}

Freight Haulier Free Zone Clearing Airline Shipping Cargo
Forwarder Compan Agent Agent Agent Owner

2. On The Top Right Corner Click on Login

The below login screen will be displayed

D

aylaill Sum
DUBAI TRADE

User Name
Password

Forgot Password?

. & - w
Bpollcll,_nyanilgo -
DP WORLD “Jafza 3 &


http://www.dubaitrade.ae/
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3. Enter your Username and Password and then Click on Sign In

% Tip: Click ‘Enter’ button instead of the Sign In button.

The system validates the User Id and the Password.

After successful validation of login credentials, the below screen appears with all the available services for the

logged-in user on the left side of the screen

[« -
FREQUENTLY USED SERVICES
W Declorotion - Draft

¥ Declarotion - Print

W Claims - Track Requests

W Mirsal Il - Bill Poymer

@ w ending Gate Pass CU
W0 pection s - Tk

# Claims - Declaration Expiry Status
W nspe equest R
D Delivery O Track Delivery Ord
LOAD MORE

FAVOURITE SERVICES

#4 Doclaration - Draf
8 Decloration - New

4 Reports - Account Transactions

& Request - e-GatePass Request CU

W Declaration - Search

W Declaration - Track Document Submission

@ Request - P World Payment

A Portal Tour @ Inbox 4 O3 -

Last Login - 19-Jan-202113:13:12

‘CERTIFIED TRAINING CALENDAR
‘D Certified Trade & Logistics Professionol - (English

Sun, Jan 24, 2021 - 8:00 AM

‘D Certified Customs Expert - (English]
Tue, Feb 16, 2021 - B:00 AM

D Certified Trade & Logistics Professional - [English
Fri, Mar 12, 2021 - 2:00 PM

D Certified Trade & Lagistics Professional - (English
Sun, May 30, 2021 - 8:00 AM

ESERVICES TRAINING CALENDAR
3 | pandemic, Dubal Trade eSe: ainings are now avallable only

JOIN DISTANCE TRAINING

4. Click EMenu on the left

% Tip: ‘Search’ the service instead of navigating through the Service menu.

All Services v

5. Under Mirsal II, Go to Client Registration then Click on Client Profile Management

Client Registration

The list of services will be displayed

Client Profile Management
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Client Registration Home

My Services

Business Code: AE-1051144 Business Name: xcrn business new01

Track Request
View/Amend Business Profile

Manage Contact Details

Renew Business Code

v 187D

New Association

-,
¢)
-

Remove Association

View/Amend Facility

New Facility

View/Amend User

New User

Change of Authorized Person

Manage Services

Manage Representative Card

fESTY ¢
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3 List of Services

This section illustrates the set of Amendment services. These services can be used by a registered user as per the
access rights assigned to him/her while registering a new registration request.

1. Track Request

Track Request

0

2. View/Amend Business Profile

View/Amend Business Profile

#v

3. Renew Business Code

Renew Business Code

#e

4. New Association

New Association

v

5. Remove Association

Remove Association

%

6. View/Amend Facility

|i ) View/Amend Facility

7. New Facility

“ H New Facility

8. View/Amend User

~

-~ View/Amend User

9. New User

H
-

10. Change Authorized Person

‘i Change of Authorized Person

11. Manage Services

New User

B Manage Services
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4 Track Request

This service is used to search and track any request created by the registered us

1. Click on Track Request under My Services

\ Track Request
2. Asearch page will open to find / track request(s)
Track Request

Request Id Request Type [Please Select]

Request Status [Plzase Select] |z| Request Date

3. Enter atleast one or all of the search criteria to Find a request

RequestID: Enter the Request ID

(This is a Reference number which is created when a request is made and saved)

Request Type: Select the Request Type from the drop down menu
(This is the type of request which has been created)
Request Status: Select the Status of the request from the drop dow

(This is the current status of the request)

er.

n menu

10

A

Request Date: Enter the Date in the Correct Format DD-MM-YYYY or Select the Date from the

Calender

(This is the Date when the request was created)

4. After entering or selecting the information click on Find to find the

request

The below screen will be displayed with the request based on your search criteria

Track Request

Request Number = Request Type > Request Status = Req dBy =
1-109310063 Amend Renew Business Code Draft Amer Qarmaoshi
1-109310069 Amend Renew Business Code Draft Amer Qarmaoshi
1-109310075 Amend Renew Business Code Draft Amer Qarmoshi
1-109310081 Amend Renew Business Code Draft Amer Qarmoshi
1-109310051 Amend Renew Business Code Draft Amer Qarmoshi
1-109310057 Amend Renew Business Code Draft Amer Qarmoshi
1-134810362 Amend User Senices Draft Amer Qarmoshi
1-134810370 Amend User Senices Draft Amer Qarmoshi
1-140905735 Amend User Draft Amer Qarmoshi
1-140905823 Amend User Draft Amer Qarmoshi
2
Notes

Note Note Type Created By Created Date

# Go to Home Page

Request Date
06-07-2011
06-07-2011
06-07-2011
06-07-2011
06-07-2011
06-07-2011
11-10-2011
11-10-2011
02-11-2011
02-11-2011

5 9 ’ »
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10.

Click on Query to go back to the previous search Page

Click on Withdraw after selecting a request to withdraw the request

NOTE: Only requests which are under Suspended Status can be withdrawn

Click on Continue after selecting a request to continue the request

NOTE: Only requests in Draft and Suspended Status can be Continued

Click on Make Payment after selecting a request to make payment for the request

NOTE: Only Business Code renewal requests which are approved can be paid for

Click on View Payment Details after selecting a request to view payment details for the request

NOTE: Only Business Code renewal requests which are approved and paid for can view the details

Click on Go to Home Page to go back to logged in Home Page displaying the list of services under

Amend Profile



Dubai Customs Registration Amendment

5 View/Amend Business Profile

This service is used to view /modify the Business Profile details.

1. Click on View/Amend Business Profile under My Services

N
~

View/Amend Business Profile

2. Business profile details will be displayed in read only format

View Business Profile

Business Profile Details
Business Details
Business Code: AE10 75
Business Mame(Arabic):

MNo. of Employee:

License Details
License Number: 2 B
Issuing Authority: Jebel Ali Free zone Authority

Expiry Date: 30-06-2015

Business Contact Details
Phone [Country - Area -
I-Kluml::er]: 743 n
Email:  _ ws@yahoo.com
Website:

Chartered Flight Handler: [~

# Goto Home Page

Business Name:

Registration Category:

3. Restof sub-sections are displayed in below screen shot

Business Addresses

Address Line 1 Country

Business Types

Business Type Mirsal Type

Broker Clearing Agent
CH (Cargo Handler)

Courier

Carrier Codes

Carrier Code

License Activities

License Activity

Access Cradles Manufacturing

couc SFi

Dubai based companies

License Type: Freezone
Issue Date: 01-01-2002
Renewal Date: 10-06-2014
Fax [Country - Area -
I-Kluml::er]: 743 0
Operational Email: Cust. @D oms.ae
NOC Mumber:
City P.0.Box
Mirsal Code Status
T0088 On Hold
Active
Active

12
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Facility Details

Facility Code Facility Name Facility Type
PR-00096 PR-VIKRAM Premises

001 wer Branch
PR-00079 TIG Inter Premisies2 Premises
PR-00072 TIG Premises Premises

User Registration

User ID First Name Middle Name Last Name
VIKRAMO1 VIKRAM SINGH DHALIWAL
MOBILE15 asfd asdf

Business Associations

Associated Business Association Type

Group Information

Related Business Name Related Business UCID

All Approved Documents

File Name Document Title Document Type

image002 passport copy Passport Copy

4. Clickon

a. Amend to create a request for Amending the Business Profile

Relationship to the Business

13

Status
Active
Active
Active

Active

Status

Active

Active

b. Go to Home Page to go back to logged in Home Page displaying the list of services under

Amend Profile
5. After clicking on Amend, following screen is displayed.

Amend Business Profile

Amendment Request

B Save Draft B Submit ® Cancel Request #& Go to Home Page

Request Id- 1.241 7823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

Request Details

Business Details

Business Code AE-10 5 *Business Name | G F2
Business Name(Arabic) *Registration Category
No. of Employee | [Please Select] =
License Details
*License Number *License Type
*lssuing Authority *lssue Date

Expiry Date Renewal Date
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6. Rest of sub-sections are displayed in below screen shot

Business Contact Details

*Phone [Country - Area - ;- , - -
Number] T
*Email cog

Website

Business Addresses
Add

Address Line 1 Country

DL United Arab Emirates

Business Types

Business Type

Free zone

License Activities

License Activity

Used Automobile Trading

Attachments

Add +

Document Title Document Type

Group Infermation

Group Business Name

Document Templates

Templates

*Fax [Country - Area -
Mumber] =

*Operational Email | CustLicensing DubaiCustoms.ae

NOC Number
City P.0.Box
Dubai 79
File Name File Type File Size(Bytes)
Relationship Type Edit

Download Letter of Undertaking for Shipping Agent (Applicable for Shipping Agent Business Type)

Download Letter of Undertaking for Clearing Agent (Applicable for Broker Business Type)

Download Letter of Undertaking for Importer (Applicable for Importer Business Type)

7. Modify / Update the required fields

8. Clickon

Amendment Request

Request Id: 1-2413647823

Request Type: Amend Business Profile

x Cancel Request # Go to Home Page

Request Status: Draft

* Reason for Amendment

Edit

Edit

Edit

o]

Delete

Delete

14

Delete

Delete

Delete
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a. Save Request to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile

NOTE:

R/

¢ Only Business Name under Business Details, Business Contact Details, Business Types, License

Activities, Attachments and Group Information can be modified/updated

5.1 Amend Business Details

1. The below screen is displayed

< Only Update/Modify if any changes have occurred to the Business Details. Fields which have a red

astrick (*) are mandatory

Business Details

Business Code AE-1 | *Business Name C ZD

| Business Name{Arabic) | “Registration Category

| No. of Employee | [Please Selact] E||

0-5
6-50
51-100
101 - 500
501 - More

2. Modify/Update the Business Name, Business Name (Arabic) and/or Select the No. of Employee from

the drop down menu

3. Clickon

Amendment Request

B Save Draft B Submit x Cancel Request # Go to Home Page

Request Id: 1-2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Request to save the changes
NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval
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NOTE: Reason for amendment is required to Submit the request
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile

5.2 Amend Business Contact Details

1. The below screen is displayed

NOTE:

R/

s Only Update/Modify if any changes have occurred to the Business Contact Details. Fields which have

a red astrick (*) are mandatory

Business Contact Details

*Phone [Country - Area - .. S TT *Fax [Country - Area - . -
Number] 77 é Number] *7 o
*Email cc 100.com *Operational Email | CustLicensingReg@DubaiCustoms.ae
Website NOC Number

2. Modify/Update the Phone, Fax, Email, Operational Email, Website, NOC Number

3. Clickon

Amendment Request

B Save Draft B Submit *® Cancel Request # Go to Home Page

Request Id: 1.2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Request to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c¢. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile

5.3 Amend Business Addresses

1. The below screen is displayed
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Business Addresses

Address Line 1 Country City P.0.Box Edit Delete

DUCAMZ United Arab Emirates Dubai 7928

2. Clickon
a. Edit to edit the Business Address
b. Delete to delete the Business Address and Add a New Address

3. The below screen will pop up after clicking on Edit

< Only Update/Modify if any changes have occurred to the Business Address Details. Fields which have

a red astrick (*) are mandatory

Business Address

* Address Line 1 DUCAMZ * Address Line2 DUCAMZ
Street Area
*P.0.Box 7¢ * Country | United Arab Emirates [=]
* Emirate/State/Province  DUBA| |Z| * City | Dubai |z|

4. Clickon
c. Save to save the changes and go back to previous screen
d. Cancel to go back to previous screen

5. After Saving the details and reaching back to previous screen, Click on

Amendment Request

B Save Draft B Submit x Cancel Request # Go to Home Page

Request Id: 1-2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Request to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile
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NOTE:

-,

% Add button is disabled to accept only one address for a business.

7

¢ This is applicable to all address entities, be it facility address, user address or business address.

5.4 Add Business Type

1. Clickon Add

Business Types

Business Type Edit Delete

The following screen is displayed

Business Type

*Business Type | [Pleaze Select] ]

Select the Business Type from the drop down menu provided

Business Type

Type | [Please Select]
[Please Select]

Airline Agent

CH (Cargo Handler)
Courier

Customs Warehouse
Exporter (Commercial)
Importer (Commercial)
Shipping line Agent

2. Clickon
a. Save to add it to Business Type
b. Cancel to close the popup window

3. After clicking on Save, following screen is display

Business Types

Business Type Edit  Delete
Importer (Commercial) E
Exporter (Commercial) E

1

4. Clickon

a. Add to add another Business Type
b. Edit to edit the added Business Type

c. Delete to delete the already added Business Type
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.

% Business Type already added cannot be deleted.

5. After Saving the details and reaching back to previous screen, Click on

Amendment Request

B Save Draft B Submit ® Cancel Request # Go to Home Page

Request Id- 1.2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Request to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c¢. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile

5.5 Add License Activities

1. Click on Add

License Activities

License Activity Edit Delete

2. The following screen is displayed

License Activity

*License Activity

Description=

Access Cradles Manufacturing
Accidents & Liabilties Insurance
Accounting & Bookkeeping
Accounting & Office Machinery Rental
Acid Manufacturing

Acids & Alkalines Trading

Acqguarium Park

Acupuncture Therapy Clinc
Adhesives Manufacturing

Adhesives Trading

3. Enter the License Activity or Search for the License Activity

4. Select the License Activity
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License Activity

*License Activity Genersl Trading

Descriptions

Auto General Repairing
General Clinic

General Hospital
General Maintenance
General Surgery Clinic
General Trading

General Warehousing

BT
5. Clickon

a. Save to add the activity

b. Cancel to close the pop up

6. After clicking on “Save” button, following screen is displayed.

License Activities

License Activity Edit Delete
censrarTesang = - |
7. Clickon

a. Add to add another License Activity
b. Edit to edit the added activity
c. Delete to delete the already added License Activity

8. After Saving the details and reaching back to previous screen, Click on

Amendment Request

B Save Draft B Submit X Cancel Request #& Go to Home Page

Request Id: 1-2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile
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5.6 Add Attachments

1. Clickon Add

Attachments

Add +

File Name Document Title Document Type File Type Document Size (In Bytes) Delete

2. The following screen is displayed

Facility Attachments

Only file types of DOC, PDF, JPG, XLS, GIF, BMP, TXT, DOCX, XLSX are allowed to upload.

* File Name (Ma)éﬁgg Choose File... Document Title

Document Type  [Flease Select] E

I:Enl::Ed 0

2 Clickon IR

4. The following screen is displayed

Iﬁ, Choose File to Upload s M
%|- Desktop » v| +y | ‘ Search Deskiop yel |
Organize * New folder ==~ O @

. Favorites i ITERsS
I Deskto =
P o System Folder
4 Downloads
<> Recent Places
System Folder
. Libraries E
% D - Computer
0 EEETIE | System Folder
. Music
& Pictures Y | Network
g, Videos | System Folder
& Computer
& System (C)
== Data (N s =
File name: - | [Al Files () -
I Open I l Cancel l

5. Choose afile to attach
6. Click on Open

7. The following screen is displayed
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Facility Attachments

Only file types of .DOC, PDF, JPG, XLS, .GIF, .BMP, .TXT, .DOCX, XLSX are allowed to upload.

* File Name (Ma’éﬁgg Untitled.jpg Document Title Trade Licence

Document Type | Trade License Copy E|

8. Clickon
a. Save to save the Facility Attachment
b. Cancel to close the pop up

9. After Saving the details and reaching back to previous screen, Click on

Amendment Request

® Cancel Request # Go to Home Page

Request Id- 1.2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile

5.7 Add Group Information

1. Click on Add

Group Information

Add +

Group Business Name Relationship Type Edit Delete

2. The following screen is displayed

Group Information

Kindly provide the Group business UCID and then click on Group Business Name field

Group Business Code * Relationship Type * [Please Select] =l

Group Business Name ~
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3. Provide the “Business Code” for the business you want to group with and the Company Name will be

display automatically

4. Select the Relationship Type from the drop down list

Other

Parent
|Subsidiary

5. Clickon
a. Save to save Group Company

b. Cancel to close the pop up

Group Information

Add +
Group Business Name Relationship Type
LTD Parent
6. Clickon

a. Add to add another Group Company
b. Edit to modify the Group Company

c. Delete to delete the Group Company

7. After Saving the details and reaching back to previous screen, Click on

Amendment Request

B Save Draft x Cancel Request

Request |d: 1-2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request

c. Cancel to cancel the request

# Goto Home Page

Edit Delete

= &

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile

6 Renew Business Code

This service is to renew the registration of a client. This option allows the user to change the License Expiry

Date and the License Renewal Date. It also gives the option to upload documents to support the changes.
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1. Click on Renew Business Code under My Services

|
|

2. The following screen is displayed

Renew Business Code

Renew Business Code

Renew Business Code

Request | 1-2416838600
Reguest Status Draft
Business Details

Business Code: AE 175

Business Name(Arabic):

Registration Cai

No. of Employ=s:

License Details

License Number: 2 8 License Typs:

Issuing Authority: Jebel Ali Free zone Authority - Ducamz Isswe Date:

tegony:

# Go to Home Page

Reguest Type Amend Renew Business Code

FZI

Dubai based companies

Freezone

01-01-2002

24

License Expiry Date | 30082015

| I License Renewal Date| 10022014

Business Contact Details

Fhone [Country - Area -
Mumbery, ¥71-4-2 T Mumbar]:

Email: ¢ (X2 Operational Email:

Website: NOC Mumber:

Chartered Flight Handler: [~
Attachments
File Name Document Title Document Type File Type

Faoe [Country - Area -

37T1-4-3 T

Cust LicensingReg@DubaiCustoms.as

Document Size (In Bytes)

3. Change the License Expiry Date and the License Renewal Date

4. Attach the Renewed Trade License Copy (Refer to Section 5.6 to attach documents)

5. After updating the details, Click on

Renew Business Code

£

Reguest 14 1-2416838600

Reguest Status Draft

a. Save to save the changes

b. Submit to submit the changes to Customs Registration Department for approval

# Go to Home Page

Reguest Type Amend Renew Business Code

c. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile
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7 New Associations
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This service is used to add a new association to a client. This option allows the client to view the Business Profile

details excluding the sub entities and Add new Associations. It also gives the option to attach documents to

support the changes made.

1. Click on New Association under My Services

New Association

2. The following screen is displayed

Amendment Request

Cancel Request

Request ID- 12421897079 Request Type:

Request Status: Draft Remarks:
Business Profile Details
Business Details
Business Code: AE 75 Business Mame:

Business Name(Arabic):

MNo. of Employee:

License Details
License Mumber: 20248
Issuing Authority: Jebel Ali Free zone Authority

Expiry Date: 30-06-2015

Business Contact Details

Phone [Country - Area - 44, Fax [Country - Area -
I-¥Jumbz=.-r]: o n rf\(lumber]:

Email: coge o.com Operational Email:

Website: NOC Number:

Chartered Flight Handler: [~

Business Associations

+ Add

Associated Business Associated Business Code Association Type

User Attachments

Al -

File Name Document Title Document Type File Type

Registration Category:

License Type:
Issue Date:

Renewal Date:

# Goto Home Page

New Association

col i FZ

Dubai based companies

Freezone
01-01-2002

10-06-2014

971- 370

Cust.LicensingReg@DubaiCustoms.ae

From Date To Date

Document Size (In Bytes)

3. Click on Add under Business Association to add a new association

4. The following screen is displayed

Edit

Delete
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Business Associations

Associated Business * n From Date * E

Association Type * [Please Select] To Date *

Associated Business
Code *

5. Click on Search n for Associated Business to retrieve the business associate

6. The following screen is displayed

Starting With

Find| [Please Select]

Business Name

. s Business Code - e .
BusinedsHome B o Sterter

MOHAMMED I1QBAL GEN .TR.LLC AE-2019942 Active
A ADVANCED LOGISTICS SERVICES LLC AE-107T7098 Active
A EVENTS MAMNAGEMENT AE-1091439 Active
AAMAL ALSAME EST (KSA) SA-0007967 Active
ABDULLAH BARAKAH ALI AL SAFRI AL HARBY ESTABLISHMENT SA-0006559 Active

<

7. You can find the business associate by either Business Name or Business Code
8. Select a specific business. The selected record will be highlighted with Yellow
9. Clickon

a. Query to search for a specific business

b. Ok to confirm selection

c. Cancel button to cancel and go back to previous screen

<>
d. Right Arrow or Left Arrow button to navigate between the list of companies

10. Select the Association Type from the drop down menu

Association Type *

[Please Select]

ssociated Business|ic .oz one 1o Broker
Code *
Importer to Broker
Importer to Customs Warehouse
Importer to Freezone Company

NOTE:
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®

« Associated Business Code will automatically be populated and displayed after selecting the

Associated Business

11. Select the Association From Date and To Date

From Date *

To Date ®

12. Click on
a. Save to save the details
b. Cancel to close the pop up

13. Once the Associated business is added successfully attach supporting documents (Refer to Section 5.6 to

attach documents)
14. After Saving the details and reaching back to previous screen, Click on

Amendment Request

x Cancel Request # Goto Home Page

Request ID: 12421467359 Request Type: New Association

Request Status: Draft Remarks

a. Save Draft to save the changes
b. Submit to submit the changes to Customs Registration Department for approval
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile

« Any additional remarks can be mentioned in Remarks
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8 Remove Associations

This service is used to remove associations to the client. This option allows the client to view the Business Profile

details, view all the associations defined in the Business Profile, and remove Associations.

1. Click on Remove Association under My Services

Remove Association

2. The following screen is displayed

Amendment Request

% Cancel Request # Go to Home Page

Request Id: 1-2421877889 Request Status: Draft

Request Type: Remove Association * Remarks

Business Profile Details

Business Details
Business Code: AE- 75 Business Name: CC 5F

Business Name{Arabic): Registration Category: Dubai based companies

MNo. of Employes:

License Details

License Number: 20248 License Type: Freezone
Issuing Authority: Jebel Ali Free zone Authority lssue Date: 01-01-2002
Expiry Date: 30-06-2015 Renewal Date: 10-06-2014

Business Contact Details

Phone [Country - Area - Fax [Country - Area -
rKlur‘nbz:.-r]: n ly rKlumber]: - 670
Email: cog J0.com Operational Email: Cust.LicensingReg@DubaiCustoms.ae
Website: NOC Number:

Chartered Flight Handler: [~

Business Associations

Associated Business Business Code Association Type From Date To Date Active Delete

3. Click on Delete in line with the Associated Business under Business Associations

4. After updating the details, Click on

Amendment Request

) ez Drait *x Cancel Request # Go to Home Page

Request Id: 1-2421877689 Request Status: Draft

Request Type: Remove Association * Remarks
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a. Save Draft to save the changes

NOTE: Remarks are required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Remarks required to Submit the request
c. Cancel to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile
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9 View/Amend Facility

This service is used to View/Amend the Facilities associated with the company. This option allows you to view the

Business Profile details, view all the facilities associated to the Business Profile and Amend a Facility. It also gives

the option to attach documents to support the changes.

1.

2.

Click on View/Amend Facility under My Services

View/Amend Facility

The following screen is displayed

# Goto Home Page

Business Profile Details

Business Details

Business Code: AE-1000178

Business MName{Arabic):

MNo. of Employes:

License Details

License Mumber: 123

Issuing Authority: Department of Economic Development - Dubai

Expiry Date: 01-01-2021

Business Contact Details

Phone [Coum%&r.m)eear]:- 971.01

Email: ECRClient.Dummy@Dubaicustoms.ae

Website:

Chartered Flight Handler: [

Facility Details

Facility Code Facility Name
PR-00096 PR-VIKRAM

001 wer

PR-00079 TIG Inter Premisies2
PR-00072 TIG Premises

9.1

1.

View Facility

Business Name: TIG International

Registration Category. Dubai based companies

License Type: Commercial
Issue Date: 01-01-1996

Renewal Date: 01-01-2009

Fax [Countrh&m)eear]:- 971.041

Operational Email. ECRClient. Dummy@Dubaicustoms.ae

NOC Number:
Facility Type Status View
Premises Active E
Branch Active ﬂ
Premises Active E
Premises Active ﬂ

Under Facility Details Select View in line with the Facility to be viewed
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Facility Details

Facility Code Facility Name Facility Type Status View
PR-00096 PR-VIKRAM Premises Active H
001 wer Branch Active H
PR-00079 TIG Inter Premisies2 Premises Active m]
PR-00072 TIG Premises Premises Active H

2. The Facility details will be displayed

Facility Details
Facility Code PR-00079 Facility Type Premises
Facility Name TIG Inter Premisies2 Status Active
. Clearance Message .
Customs Location dubai Channel Email
Clearance Message
Channel Addregs Veer yms.ae
Facility Contacts
First Name Last Name Email Mobile Nationality View
veerendra . vee - stoms.ae 971-00-0000000 H
Facility Address
Address Line 1 Country City P.0.Box
testl United Arab Emirates Dubai 123
All Approved Documents
File Name Document Title Document Type File Type Document Size (In Bytes)

3. Clickon
a. Back to go back to the previous screen
b. Amend to create a request to amend the facility

c. Deactivate to make the facility inactive

9.2 Amend Facility

1. After clicking on Amend (Refer to step 3 in Section 9.1), following screen is displayed.

Create Request

Request Id 1-3579093621 Request Type Amend Facility

Request Status Draft * Reason for Amendment

Facility Details

Facility Name Facility Type Facility Code Status

PR-VIKRAM Premises PR-00096 Active
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2. Click on Edit under Facility Details, Following screen is displayed

Facility License Details

Facility Name *| PR-VIKRAM Customs Location *| DUBAI AIRPORT(CARGO VILLAGE)

Facility Type * Premises Status * Active

Clearance Message

Email Channel Address * ' Teag

Clearance Messa?e
Channel *

Facility Contacts

Add +

First Name Last Name Email Mobile

VIKRAM . vi ns.ae 971-00-0000000

Facility Address

Add +

Address Line 1 Country City P.0.Box
Dubai DC United Arab Emirates Dubai 63
Attachments

Add +
File Name Document Title Document Type File Type Document Size (In Bytes)

3. Update/Modify the details if required under Facility License Details
4. Clickon
a. Save to save the changes

b. Back to go back to previous screen

9.2.1.1 Facility Contacts

It contains all the contacts associated to the facility. Following are the steps to change contact details.

Facility Contacts

First Name Last Name Email Mobile

VIKRAM . vi ns_ae 971-00-0000000

1. Under Facility Contacts, Click on

a. Add to create/associate a new facility contact

b. Editin line with the Contact person to edit the contact associated to the facility

c. Delete to delete the contact

2. After clicking on Add, following screen is displayed

32

Edit Delete

=0

Edit Delete

- i = |

Delete

Edit Delete
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Facility Contact

First Name * Middle Mame
Last Mame * Designation
Nationality | [Pleaze Select] =] Gender | [Plzase Select] =
f Mobile(Country-Area-
!
Place Of Work Number) *
Phone(Country-Area- Fax (Country-Area-
Number) = Number) =
Email * Date Of Birth
Place Of Birth | [Please Select] E

3. Fillin all the applicable fields.
4. Clickon
a. Save to save the Facility Contact details
b. Cancel to close the pop up
5. After clicking on Save, following screen is displayed.

Facility Contacts

First Name * | First Name Middle Name
Last Name * | Last Name Designation
Nationality [Flease Seled] >l Gender [Fles: =]
Flace Of Work Moabile{Country-Area-| _
Phane(Country-Ares- o 4 1001000 Fax (Country-Ares
- e Number) *
Email * | tast@tast.com Date Of Birth
Place Of Birth [Flesse Select =
Contact Addresses
Address Line 1 Country City P.0.Box Edit  Delete

Address Line 1 United Arab Emirates Dubsi 00000 E

Facility Contact Credentials

Identity Humber Identity Type: Issuing Date Expiry Date Issuing Country Edit Delete

9.2.1.2 Facility Contact Addresses

1. Click on Add to add Facility Contact Addresses

Facility Address

Address Line 1 Country City P.0.Box Edit Delete

2. After clicking Add, following screen is displayed
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Contact Addresses

Address Line 1 *| Address Line 1 Address Line 2 * Address Line 2

Address Line 3 Street

P.0.Box *| 00000

Area
Country * | United Arab Emirates E| Emirate/State/Province * DUBA| E|
City * Dubai El

3. Fillin all the applicable fields.

4. Clickon
a. Save to save the Contact Addresses
b. Cancel to close the pop up

5. The following screen is displayed when the save button is clicked.

Contact Addresses
Add+
Address Line 1 Country City P.O.Box Edit Delete
Address Line 1 United Arab Emirates Dubai 00000 E
6. Clickon
a. Add to add another Contact Addresses
b. Edit to modify the address information.
c. Delete to delete the address record
9.2.1.3 Facility Contact Credentials

1. Click on Add to under Facility Contact Credentials e.g. Passport details, Visa Details etc.

Facility Contact Credentials

Add +

Identity Humber Identity ype ~ Issuin \g Date ExpiyDate lIssuin g Country Edit Delete

2. The following screen is displayed

Facility Contact Credentials

= ldentity Mumber | AAB1221232 * Identity Type | Fassport

5 |0

“lssuing Country | United Arab Emirates “lssuing Date 01-02-2015

*Expiry Date 01-02-2020

=
T T

3. Fillin all the applicable fields.
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4. Clickon
a. Save to save the Facility Contact Credentials
b. Cancel to close the pop up

5. After clicking on Save, following screen is displayed.

Facility Contact Credentials

Identity Humber Identity Type Issuing Date Expiry Date
AAB123123 Passport 01-02-2015 01-02-2020

6. Clickon
a. Add to Add another credential details
b. Edit to modify the credential details
c. Delete to delete the credential details

7. The following screen is displayed

Facility Contacts

First Name * First Hams Middle Mame
Last Name Designation
Nationality Gender
Piace Of Work Mabie(Gountry-Area-
Phone(Country-Are3- o 4 2a.o0 Fax (Country-Area-
Number) - e Mumber]
Date Of Birth
=
Contact Addresses
Address Line 1 Country
A United Arsb Emirates.
Facility Contact Credentials
T
Identity Humber Identity Type Issuing Date Expiry Date
AAB122122 Passport 01-02:2015 01-02-2020

8. Clickon
a. Save to save the Facility Contacts

b. Back to go back to previous screen

9.2.2 Facility Address

¢+ Click on Add under Facility Address

Facility Address

Add +

Address Line 1 Country City P.0.Bex

.

+« The following screen is displayed

Issuing Country

United Asab Emirates

City P.0.Box

Dubai 000D

Issuing Country

United Arsb Emirates.

Edit

35

Edit  Delete
a

Edit  Delete

aa

Edit  Delete

aa

Delete
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Facility Address

Address Line 1 * Address Line 1 Address Line 2 * Address Line 1
Address Line 3 Strest
Area Plot Mo. * 123
P.O.Box * 00000 Country *| United Arab Emirates [=]
Emirate/State/Province * DUBAI [=] City *| Dubai [=]

Facility Location * | Location

+« Fill in all the applicable fields
¢ Click on
a. Save to save the Facility Address

b. Cancel to close the pop up

¢+ Please note that the fields “Plot No” & “Facility Location” are required to save a Facility Address record

% After clicking on “Save” button, following screen is displayed

Facility Address

Add +

Address Line 1 Country City P.0.Bex Edit Delete
Address Line 1 United Arab Emirates Dubai 00000
% Clickon
a. Edit to modify the Facility Address
b. Delete to delete the Facility Address
9.2.3 Facility Attachments
1. Click on Add under Attachments
Attachments
File Name Document Title Document Type File Type Document Size (In Bytes) Delete

2. The following screen is displayed
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Facility Attachments

Only file types of DOC, PDF, JPG, XLS, GIF, BMP, TXT, DOCX, XLSX are allowed to upload.

B Coose File. Document Title

Document Type | [Please Select] E

Cancel @

4. The following screen is displayed

hChoose File to Upload s u
%|- Desktop » v| 4y ‘ | Search Desktop el ‘
Organize ~ New folder _Q'Z: - j 9

R B Libraries
I Deskto =
p - System Folder
lp Downloads ,
= Recent Places
System Folder
- Libraries =
3D ol Computer
<> Documents S System Folder
,;J’_, Music )
2= Pictures Y . Network
!, Videos | System Folder
& Computer
& System (C)
<= Nata (N2 s -
File name: - |All Files (*.%) vl
Open Cancel ‘

5. Choose afile to attach
6. Click on Open

7. The following screen is displayed
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Facility Attachments

Only file types of .DOC, .PDF, .JPG, .XLS, .GIF, .BMP, .TXT, .DOCX, .XLSX are allowed to upload.

* File Name (Ma’éﬁgrn} Untitled. jpg Document Title Trade Licence

Document Type | Trade License Copy E

8. Clickon
a. Save to save the Facility Attachment

b. Cancel to close the pop up

% Allowed file types are: .DOC, .PDF, .JPG, .XLS, .GIF, .BMP, .TXT, .DOCX, .XLSX

« Allowed size is: 10MB per file (maximum limit)

9. The following screen will be displayed

Attachments
Add +
File Name Document Title Document Type File Type Document Size (In Bytes)
Untitled TL Trade License Copy JPG 1691
10. Click on

a. Add to add another attachment

b. Delete to delete the record

Delete
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Facility License Details
Facility Name * Company Name Faciity Type © Branch

Status * Active

Facility Contacts

First Name Last Hame Email Maobile Edit Delete

First Name Last Name test@test.com 971-50-123123 E E

Facility Address

Address Line 1 Country City P.0.Box Edit Delete
Address Line 1 United Arab Emirates Dubai oooon E ﬂ
Attachments

File Name Document Title Document Type File Type Document Size (In Bytes) Delete
Untitled TL Trade License Copy JPG 1691 E

e
11. Click on
a. Save on “Facility License Details” to save the Facility License Details
b. Back to go back to previous screen
12. Following Page will be displayed

Create Request

B Submit x Cancel Request # Go to Home Page

Request Id 1.3579093621 Request Type Amend Facility
Request Status Draft * Reason for Amendment
Facility Details
Facility Name Facility Type Facility Code Status
PR-VIKRAM Premises PR-00096 Active

13. Once the required details are added updated/modified, Click on

Create Request

B Save Draft B Submit x Cancel Request # Goto Home Page

Request Id 1-3579093621 Request Type Amend Facility

Request Status Draft * Reason for Amendment
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a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request

c. Cancel Request to cancel the request

40

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile

changes, done through “Manage Service” request, in the system.

9.3 Remove Facility

1. After clicking on Deactivate (Refer to step 3 in section 9.1), following screen is displayed.

Create Request

B Save Draft B Submit % Cancel Request # Goto Home Page

Request Id 1-3576906852 Request Type Remove Facility
Request Status Draft * Remarks
Facility Details
Facility Name Facility Type Facility Code Status
PR-VIKRAM Premises PR-00096 Active
2. Clickon

Create Request

B Save Draft B Submit % Cancel Request # Goto Home Page

Request Id 1-3576906852 Request Type Remove Facility

Request Status Draft * Remarks

a. Save Draft to save the changes
NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval
NOTE: Reason for amendment is required to Submit the request

c. Cancel Request to cancel the request

*» Please note that this request is auto-approved. User will have to sign out and sign in again to see the

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile
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10 New Facility

41

This service is used to create a new Facility related to any company. This option allows you to create a new facility,

facility contacts, facility contact addresses, facility contact credentials, facility addresses, and attach documents to

support the request.

NOTE:

% One facility request cannot be registered to create multiple facilities.

1. Click on New Facility under My Services

New Facility

2. The following screen is displayed

Create Request

Request [d 1-2421979558 Request Type Create facility

Request Status Draft * Remarks

Facility Details

Add +

Facility Name Facility Type

3. Click on Add under Facility Details to add new Facility

Facility Details

Facility Name Facility Type Status Edit

4. After clicking on “Add” button, following screen is displayed

Facility Details

Status

Delete

Facilty Name = Facilty Tvpe * | [Please Select]

Status = Active

5. Below are the available facility types in the system

[Please Select]

Branch
Free zone
Premises
Warehouse
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6. Select the Facility Type from the drop down menu

NOTE:

¢ In Facility Details:
Branch is required for a Free zone Branch of a Local Company
Free zone is required for Dubai Based FreeZone Companies
Premises is required for Cargo Handler Business Type
Warehouse is required for Customs Warehouse Licenses
7. Clickon
a. Save to add the Facility
b. Cancel to close the pop up

NOTE:

« Depending on the Facility Type, different fields have to be filled in. This is described in the

*

following sections.

10.1 Branch Facility

1. The following screen is displayed if the Facility Type “Branch” is selected.

Facility License Details

Faciity Name *| Company Name Faciity Type * Branch

Status * Active

Facility Contacts
First Name Last Name Email Mobile Edit Delete
Facility Address
Address Line 1 Country City P.0.Box Edit Delete
Attachments
File Name Document Title Document Type File Type Document Size (In Bytes)

2. Following sections must be filled for a Branch Facility
e Facility Contacts

e Facility Address
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10.1.1.1 Facility Contacts

1. Click on Add to add a Facility Contact.

Facility Contacts

First Name Last Name Email Mobile Edit Delete

2. The following screen is displayed

Facility Contact

First Name * Widdle Mame

Last Mame * Designation
Nationality | [Fleasz Selec] 4] Gender | [Plsase Select] =

. Mobile(Country-Area-

Place Of Work Number) *

Phone(Country-Area- Fax (Country-Area-

Number) = MNumber) =
Email * Date Of Birth

Place Of Birth | [Pleasze Select] E

3. Fillin all the applicable fields.
4. Clickon
a. Save to save the Facility Contact details
b. Cancel to close the pop up
5. After clicking on Save, following screen is displayed.

Facility Contacts

First Name * First Name Middle Hame
Last Name *  Last Name Designation
Nationality | [Please Selec] E| Gender E|
. Mobile{Country-Ares-
Place Of Work Number)
Phone(Country-Ares- o, § Fax (Country-Ares-
Numben) * ~ Number) * ~
Email *  test@test com Dste Of Birth
Place Of Birth [Flease Select] =l
Contact Addresses
Address Line 1 Country City P.0.Box Edit  Delete

Address Line 1 United Arsb Emirates Dubsi 00000 E

Facility Contact Credentials

Identity Humber Identity Type Issuing Date Expiry Date Issuing Country Edit Delete
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10.1.1.2 Facility Contact Addresses

1. Click Add to add a Facility Contact Addresses

Facility Address

Address Line 1 Country City P.0.Box Edit Delete

2. After clicking on Add, following screen is displayed

Contact Addresses

Address Line 1 *| Address Line 1 Address Line 2 *| Address Line 2
Address Line 3 Street
Area P.0.Box * 00000
Country *| United Arab Emirates E| Emirate/State/Province * pugal E'
City * Dubai El

3. Fillin all the applicable fields.

4. Clickon
a. Save to save the Contact Addresses
b. Cancel to close the window

5. The following screen is displayed when the save button is clicked.

Contact Addresses
Add +
Address Line 1 Country City P.O.Box Edit Delete
Address Line 1 United Arab Emirates Dubsi 00000 E ﬂ
6. Clickon

a. Edit to modify the address information.

b. Delete to delete the address record

10.1.1.3 Facility Contact Credentrials

1. Click on Add to add a “Facility Contact Credentials” e.g. Passport details, Visa Details etc.

Facility Contact Credentials
Add +

Identity Humber Identity ype ~ Issuin q Date ExpiyDate lIssuin q Country Edit Delete

2. The following screen is displayed
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Facility Contact Credentials

45

= ldentity Number  AAB123123 * |dentity Type | Fassport

“lssuing Country | United Arab Emirates “Issuing Date 01-032-

*Expiry Date | 01-02-2020

=l
T T

2 |

3. Fillin all the applicable fields.

4. Clickon
a. Save to save the Facility Contact Credentials
b. Cancel to close the pop up

5. After clicking on Save, following screen is displayed.

Facility Contact Credentials

Identity Humber Identity Type Issuing Date Expiry Date Issuing Country
AAB123123 Passport 01-02-2015 01-02-2020 United Asab Emirates

6. Clickon
a. Add to Add another credential details
b. Edit to modify the credential details
c. Delete to delete the credential details

7. The following screen is displayed

Facility Contacts

Middle Name

Designation

Nationality [ = Gen
Piace OF Work Motie{Country-pres:
Fhans(Country-res- oo Fax (Country-Ar
Number) - Number
Email Date Of Birth
Place Of Birt =
Contact Addresses
Address Line 1 Country City P.0.Box
Address Ling 1 United Arsb Emirstes. Dubai 00000
Facility Contact Credentials
Identity Humber Identity Type Issuing Date Expiry Date Issuing Country
AABIZIIZD Fasspant 01-02-2018 01-02-2020 United Arsb Emirstes.

C =0 [ &= 1
8. Clickon
a. Save to save the Facility Contacts

b. Back to close the pop up and go back to previous screen

Edit  Delete

Edit  Delete

Edit  Delete
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10.1.2 Facility Address

1. Click on Add

Facility Address

Add +

Address Line 1 Country City P.0.Box Edit Delete

2. The following screen is displayed

Facility Address

Address Line 1* Address Line 1 Address Line 2* Address Line 1
Address Line 3 Street
Area Plot Mo. * 123
P.0.Box * 00000 Country *| United Arab Emirates (=]
Emirate/State/Province * DUBAI ] City * Dubai (]

Facility Location * | Location

3. Fillin all the applicable fields

4. Clickon
a. Save to save the Facility Address
b. Cancel to close the pop up

NOTE:

¢ Please note that the fields “Plot No” & “Facility Location” are required to save a Facility Address record

5. After clicking on “Save” button, following screen is displayed

Facility Address

Add +

Address Line 1 Country City P.0.Box Edit Delete
Address Line 1 United Arab Emirates Dubai 00000
6. Clickon

a. Edit to modify the Facility Address

b. Delete to delete the Facility Address
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10.1.3 Facility Attachments

1. Click on Add

Attachments

Add +

File Name Document Title Document Type File Type Document Size (In Bytes) Delete

2. The following screen is displayed

Facility Attachments

Only file types of DOC, PDF, JPG, XLS, .GIF, BMP, TXT, DOCX, XLSX are allowed to upload.

" File Name (Max 200 JECIEEC S Document Title

Document Type | [Please Select] E

2 Clckon IR

4. The following screen is displayed

IﬁChoose File to Upload «iissi e g
@|- Desktop » - | 45 | ‘ Search Desktop e ‘
Organize ~ New folder ';‘:I > j 'ﬁ
L - s . G
5 [Tl M " Libraries
I Deskto =
p Y System Folder
4 Downloads
< Recent Places
System Folder
. Libraries =
3 D '-I Computer
L EEEIET | System Folder
,ﬂ’, Music
= Pictures h -/ Network
!, Videos | System Folder
‘& Computer
& System (C)
== Data (M - -
File name; - [AllFiles () -
I Open I l Cancel l

5. Choose afile to attach
6. Click on Open

7. The following screen is displayed
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Facility Attachments

Only file types of DOC, PDF, JPG, XLS, GIF, BMP, TXT, DOCX, XLSX are allowed to upload

* File Name (Ma’éﬁgg Untitlied jpg Document Title Trade Licence

Document Type | Trade License Copy E'

8. Clickon
a. Save to save the Facility Attachment
b. Cancel to close the pop up

NOTE:

X3

%

Allowed file types are: .DOC, .PDF, .JPG, XLS, .GIF, .BMP, .TXT, .DOCX, .XLSX

X3

%

Allowed size is: 10MB per file (maximum limit)

9. The following screen will be displayed

Attachments
File Name Document Title Document Type File Type Document Size (In Bytes) Delete
Untitled TL Trade License Copy JPG 1691

1 » 3

10. Click on
a. Add to add another attachment

b. Delete to delete the record

Facility License Details
Facility Name * Company Mame Facilty Type * Branch

Status * Active

Facility Contacts

First Name Last Hame Email Mobile Edit Delete

First Name Last Name test@test.com 971-50-1231231 E ﬂ

Facility Address

Address Line 1 Country City P.0.Box Edit Delete
Address Line 1 United Arab Emirates Dubai 00000 E ﬂ
Attachments

File Name Document Title Document Type File Type Document Size (In Bytes) Delete
Untitled TL Trade License Copy JPG 1691 ﬂ

BT T
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11. Click on

a. Save on “Facility License Details” to save the Facility License Details
b. Back on “Facility License Details” to go back

12. The following screen is displayed

Facility Details
Facility Name Facility Type Status Edit
Company Name Branch Adtive E

13. Click on
a. Add to add another Facility

b. Edit to edit the Facility Details

NOTE:

7

¢ Please save ‘Facility Contacts’ and ‘Facility Address’ information before saving ‘Facility License

Details’ information.

10.2 Free Zone Facility

1. Select the Facility Type “Free Zone”, then click on Save to proceed

Facility Details

Facility Name *| Company Mame Facility Type * | Free zone E

Status = Active

2. The following screen is displayed

New Business Registration

Facility License Details

Facility Name *| Company Name FZE Facility Type * Free zone

Reference Code “J £ tast} =]
Please Select
AIRPORT FREE ZONE
D.M.C.C

DUBAI HEALTH CITY

Status ~ Active

Facility Contacts

DUBAI INTERNET CITY
DUBAI MEDIA CITY
DUBAI SILICON OASIS

- DUBAI WORLD CENTRAL
First Name

DUCAMZ FREE 20ME il Mobile Edit Delete
FINANCE CITY
HUMANITARIAN CITY
JEBEL ALl
TEXMAS
Facility Address
Address Line 1 Country City P.O.Box Edit Delete

Attachments

3. Select the Reference Code of the Freezone from the drop down list
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10.2.1 Facility Contacts

Facility Contacts sections is not applicable for Free Zone Facility

10.2.2 Facility Address

Facility Address sections are is applicable for Free Zone Facility

10.2.3 Facility Attachments
1. For more information on uploading attachment to a Facility, Please refer to section 10.1.3
2. Clickon
a. Save to save the facility
b. Back to go back to previous screen
3. The following screen will be displayed

Facility Details

Add +

Facility Name Facility Type Status Edit Delete

Company Name FZE Free zone Active
[ ¢ 1 3 »

4. Clickon
a. Editto edit the facility details
b. Delete to delete the facility

NOTE:

%+ For Freezone Company only one FZ Facility is allowed to be registered.

10.3 Premises Facility

1. Select the Facility Type “Premises”, then click on Save to proceed

Facility Details

Facility Name * Company Name Facility Type * Premises Iz‘

Status * Active

2. The following screen is displayed
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Facility License Details
Facility Name * | Company Name
Facility Type * Premises

Clearance Message

Channel+ Email

Facility Contacts
Add+

First Hame

Facility Address

Add +

Address Line 1

Attachments

File Name: Document Title

Last Name

TN T

Country

Document Type

3. Fillin all the applicable fields.

Customs Location ™ HATTA (Al Wajajah)

Status * Active

Clearance Message
Channel Address *

Email Mobile
City P.0.Box
File Type Document Size (In Bytes)

4. Select the Customs Location from drop down menu

[Flease Select]
AWEER TERMINAL

DUBAI AIRPORT FREE ZONE

DUBAI WORLD CEMTRAL
Eu
DWC FREIGHT GATE 8
HAMRIYA PORT (DUBAI)
HATTA (Al Wajajah)
HUMANITARIAN CITY
JEBEL ALI

LAND TRANSPORT
PORT RASHID

DUBAI AIRFORT{CARGD VILLAGE)
DUBAI INTL AIRPORT PAX TRMHLA
DUBAI INTL AIRFORT PAX TMNLZ
DUBAI INTL AIRPORT PAX TMHLZ

C ALMAKTOUM ARPT PAX TMNL

NOTE:

Edit

Edit

Delete

Delete

« Clearance Message Channel is pre-defaulted to “Email” and it can not be changed.

Delete

51

+¢ Clearance Message Channel Address should be a valid email address in the specified format i.e.

XXX@XX. XXX

10.3.1 Facility Contacts

1. For more information on Adding Facility Contact, Please refer to section 10.1.1

10.3.2 Facility Address

1. For more information on Adding Facility Address, Please refer to section 10.1.2
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10.3.3 Facility Attachments

1. For more information on uploading attachment to a Facility, Please refer to section 10.1.3

Facility License Details

Facility Mame * | Company Name Customs Location *| HATTA (A n
Facility Type * Premises Status * Active
Clearance Message o Clearance Message |,
Channel » =Ma! Channel Address = "

Facility Contacts

First Name Last Name Email Maobile

First Name Last Name test@test.com 971-50-1231231

Facility Address

Address Line 1 Country City P.O Box
Address Line 1 United Arab Emirates Dubai ooood
Attachments

File Name Document Title Document Type File Type Document Size (In Bytes)
Untitled Trade License Trade License Copy JPG 1821

2. Clickon
a. Save on “Facility License Details” to save the Facility License Details
b. Back on “Facility License Details” to go back

3. After clicking on Save, following screen is displayed

Facility Details

Add +

Facility Name Facility Type Status

Company Name Premises Active

4. Clickon
a. Add to add another Facility
b. Edit to edit the Facility Details

c. Delete to delete the Facility Details

52

Edit Delete

Edit Delete

Delete

Edit Delete
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10.4 Warehouse Facility

1. Select the Facility Type “Warehouse”, then click on Save to proceed

Facility Details

Facility Name * | Company Mame Facility Type *| Warehouse EI

Status * Active

2. The following screen is displayed

Facility License Details

Facility Name * C Proposed Ares (sq. ft.) *| 5000

Facility Type * Warehouse License Number *

Ststus* Active Issue Date ~

2] 2]

Facility Mode *| Privat= = Expiry Date *| 01-02:2018

Building Type * Multi- Storey [

3. Fillin all the applicable fields

4. Select the “Facility Mode” from the drop down menu

[Please Select]

Public

5. Select the “Building Type” from the following list

[Flease Select]

Flatted Factory

ottty .|
Other

Purpose Built

Shop House

Uncovered yard

10.4.1 Facility Contacts

1. For more information on Adding Facility Contact, Please refer to section 10.1.1

10.4.2 Facility Address

1. For more information on Adding Facility Address, Please refer to section 10.1.2

10.4.3 Facility Attachments

1. For more information on uploading attachment to a Facility, Please refer to section 10.1.3
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Facility License Details

Facility Name *| Gompany

Facility Type * Warehouse

Status © Active

Facility Mode *

Building Type*| iu

Facility Contacts

First Name Last Name

First Name Last Name

Facility Address

Address Line 1 Country

Address Line 1 United Asab Emirates

Attachments
File Name Document Title Document Type
Untitled Trade License Trade License Copy

2. Clickon

a. Save on “Facility License Details” to save the Facility License Details

b. Back on “Facility License Details” to go

Proposed Area {sq. ft) | &
License Number = | 335377
lssus Date *

= Expiry Date = 0

Email

testi@test.com

Mobile

971

Dubai

501231231

P.0.Box

00000

54

3. After clicking on Save, following screen is displayed

Facility Details
Facaity Hams Facaity Typs
Compan Name warengus

File Type Document Size (In Bytes)
JPG 1891
back
tatus Edit Delsts
- <]

4. Clickon
a. Add toadd another Facility
b. Edit to edit the Facility Details

c. Delete to delete the Facility Details
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11 View/Amend User

This service is used to View/Amend the Users related to any company. This option allows you to view the Business
Profile details, view all the users associated to the Business Profile, and Amend a User. It also gives the option to

attach documents to support the request.

11.1 View User

1. Click on View/Amend User under My Services

(o]

~ View/Amend User

2. The following screen is displayed

# Go to Home Page

Business Profile Details
Business Details
Business Code: AE- )78 Business Name: rnational

Business Name(Arabic): Registration Category: Dubai based companies

MNo. of Employee:

License Details

License Number 123 License Type: Commercial
Issuing Authority: Department of Economic Development - Dubai Issue Date: 01-01-1996
Expiry Date: 01-01-2021 Renewal Date: 01-01-2009

Business Contact Details

Phone [Cnumrr\(mm;aear]; 971.01 Fax [Cnum%&;‘:geear]:— 971.0-1
Email: ECRClient.Dummy@Dubaicustoms.ae Operational Email: ECRClient.Dummy@Dubaicustoms.ae
Website: NOC Number:

Chartered Flight Handler: [~

User Registration

User ID First Name Middle Name Last Name Status View
VIKRAMO1 VIKRAM SINGH DHALIWAL Active B
MOBILE15 asfd asdf Active

4. Under User Registration Select View in line with the User to be viewed

User Registration

User ID First Name Middle Name Last Name Status View
VIKRAMO1 VIKRAM SINGH DHALIWAL Active
MOBILE15 asfd asdf Active

5. The User Details will be displayed
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User Registration
User Details
User Code:
First Name:
Last Name:
Gender:
Designation:

Place of Birth:

User Contact Details

Mabile (Country-Area-
¢ N?mber):

Fax (Country-Area-
Number):

Alternate Email:

164868314

VIKRAM

DHALIWAL

Male

uat

971441234567

971441234567

Broker Certification Details

Certification Id:

Expiry Date:

Roles

Role Name

Broker Representative

Services

Service Name

Account Statement
Amend Declaration
Cancel Declaration
Draft Declaration

E-Payment

User Credentials

Identity Number

3456t

User Address

Address Line 1

dv

Approved Documents

File Name

Sbetry

3170572011

Document Title

& Amend 7 Diszblz ® Remove

Identity Type

Passport

Login Id- WVIKRAMO1
Middle Name: SINGH
Status: Active
Mationality:
Date Of Birth:

Place of Waork:

Phone (Country-Area-
(Countiy e 971441234567

Email- vikram.dhaliwal@dubaicustoms.ae

Preferred Mode OFf
Contact:

Issue Date: 11/05/2011

Issue Date Expiry Date Issuing Country

11-05-2011 11-05-2015 United Arab Emirates
Country City P.0.Box
United Arab Emirates Dubai 63

Document Type File Type Document Size (In Bytes)

56
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6. Clickon
a. Cancel to navigate back to the previous screen
b. Amend to create a request to amend a user
c. Enable/Disable to activate/deactivate a user.

d. Remove to remove the user

11.2 Amend User

1. Click on Amend to modify the user details

Amendment Request

B Save Draft B Submit x Cancel Request # Go to Home Page

Request Id: 1-3579413398

Request Status: Draft

Request Type: Amend User * Reason for Amendment

User Registration
User Details

User Code: 199633675 Login Id: MOBILE15

First Name: asfd Middle Name:
Last Name: asdf Status: Active
Gender: Mationality:
Designation: Date Of Birth:
Place of Birth: Place of Waork:

User Contact Details

Mobile (Country-Area-

Homber, 871551234567

Fax (Country-Area-

Namber): 971-55-5555555

Alternate Email:

Broker Certification Details

Certification Id: 8903123

Expiry Date: 01/01/2019

Phone (Country-Area-
Namber): 971-55-5555555

Email: shah@dc.ae

Preferred Mode Of
Contact:

Issue Date: 01/0172010

2. Click on Edit under User Registration to update User Details, User Contact Details and Broker Certificate

Details

3. Fillin all the applicable fields.

57



Dubai Customs Registration Amendment

Request Id:

Request Type:

User Details
User Code
* First Name
* Last Name
Gender

Place of Work

User Contact Details

* Mabile (Cuumr\liy-Area-

B Save Draft B Submit

1-3579413398

Amend User

19

asfd
asdf

[Please Select]

w0
"]
i
o
]
i
Iy
&
4

umber) “° " =

* Fax (Cnumhrly—Area—

umber) ~°

Alternate Email

Date of Birth

=)
~i
in

Broker Certification Details

* Certification Id

8903123

* Expiry Date | 01-01-2019

NOTE: Reason for amendment is required to Save the request
Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request

4. Clickon
a. Save Draft to save the changes
b.
c. Cancel to cancel the request
d.

x Cancel Request

Request Status:

* Reason for Amendment

Login Id
Middle Name
Status

Designation

Preferred Mode of
Contact

* Phone (Countr?/-Area-

umber) ~

* Email
Mationality

Place of Birth

* lssue Date

# Go to Home Page

58

Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile

11.2.1 Roles

1. Click on Add

Roles

Add 4+

Role Name

2. The Following will be displayed

BUIEE [Please Select |Z|

Delete
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3. Select the appropriate role from the drop down list

Authorized Person
Individual

Manager

Owner

Partner

Sponsor

Trader Representative

4. Clickon
a. Save to save the Role
b. Cancel to Close the Pop up

5. The following screen is displayed

Roles
Add +
Role Name Delete
Authorized Person
6. Clickon

a. Add and repeat the steps from 1 to 5 to add another role

b. Delete to delete the record

11.2.2 User Credentials

1. Click on Add

User Credentials

Add +

Identity Number Identity Type Issue Date Expiry Date Issuing Country Edit Delete

2. The following screen is displayed

3. Fillin all the applicable fields

User Credentials

* ldentity Mumber | IDNUMBER 123123 * Identity Type Passport

=] *lssuing Date 071-02-2015 E

*Issuing Country | United Arab Emirates

*Expiry Date | 01-02-2020

4, Clickon
a. Save to save the record

b. Cancel to cancel the record
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5. After clicking on Save, following screen is displayed

User Credentials

Add +

Identity Number Identity Type Issue Date Expiry Date Issuing Country Edit
IDNUMBER123123 Passport 01-02-2015 (01-02-2020 United Arab Emirates =
6. Clickon

a. Add to add another User Credential
b. Edit to edit the User Credential details

c. Delete to delete the User Credential record

11.2.3 User Address

1. For more information on adding address, Please refer to section 5.3

11.2.4 User Attachments

1. For more information on uploading attachments, Please refer to section 5.6

2. After uploading documents,

User Attachments

LULE 3

File Name Document Title Document Type File Type Document Size (In Bytes)

3. Clickon
a. Save on “User Details” to save the user record
b. Backto go back to previous screen

4. After clicking on “Save” button , following screen is displayed

in Broker Certification fields.

5. Clickon

Amendment Request

B Save Draft B Submit x Cancel Request # Go to Home Page

Request Id: 1-2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

60

Delete

Delete

+ In case if the system prompts to enter Broker Certification Details enter your Trade License Details
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a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel Request to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile

11.3 Enabled/Disable User

1. Click on Enable or Disable under View User

«» Ifthe user is Enabled, Disable will be displayed and if the user is Disabled, Enable will be displayed.

User Registration

User Details

User Code: 164868314 Login Id: VIKRAMO1
First Mame: VIKRAM Middle Mame: SINGH
Last Name: DHALIWAL Status: Active
Gender: Male Mationality:
Designation: uat Date Of Birth:
Place of Birth: Place of Work:
2. Clickon

a. OKtoproceed

b. Cancel to go back to previous screen

Are you sure you want to disable user record?

@ Cancel

3. The following page will be displayed
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Amendment Request

B Save Draft B Submit * Cancel Request # Go to Home Page

Request Id: 1.3579412741 Request Status: Draft
Request Type: Disable User Reason for Amendment
User Registration
User Details
User Code: 164868314 Login Id: VIKRAMO1
First Name: VIKRAM Middle Name- SINGH
Last Nama: DHALIWAL Status: Active
Gender: Male Nationality:
Designation: uat Date Of Birth:
Place of Birth: Place of Work:
4. Clickon

Amendment Request

Request Id-

Request Type:

11.4

B Save Draft R Submit x Cancel Request # Go to Home Page

13579412741 Request Status: Draft

Disable User Reason for Amendment

Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request

Cancel Request to cancel the request

Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile

Remove User

1. Click on Remove under View User

User Registration
User Details

User Code:
First Mame:
Last Name:
Gender:
Designation:

Place of Birth:

2. Clickon

164868314 Login Id: VIKRAMO1
VIKRAM Middle Name: SINGH
DHALIWAL Status: Active
Male Mationality:

uat Date Of Birth:

Place of Work:
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a. OKto proceed

b. Cancel to go back to previous screen

Remove User

Are you sure you want to remove user record?

3. The following page will be displayed

Amendment Request

B Save Draft B Submit % Cancel Request # Goto Home Page

Request Id- 1-3579412741 Request Status Draft

Request Type: Remove User Reason for Amendment

User Registration

User Details
User Code: 164868314 Login Id: VIKRAMO1
First Name: VIKRAM Middle Name: SINGH
Last Name: DHALIWAL Status: Active
Gender: Male Nationality:
Designation: uat Date Of Birth:
Place of Birth: Place of Work:
4. Clickon

Amendment Request

X Cancel Request # Go to Home Page

Request Id: 1-3579412741 Request Status: Draft

Request Type: Remove User Reason for Amendment

a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel Request to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile
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12 New User

This service is used to create a new User related to any company. This option allows you to create a new user, user

login details, user roles, user credentials, user address, and attach documents to support the request.
NOTE:
+* One facility request can not be registered to create multiple users.

1. Click on New User under My Services

H

New User

2. The following screen is displayed

Amendment Request

B Save Draft B Submit ® Cancel Request # Go to Home Page

Request d: 1-2424342225 Request Status: Draft

Request Type: Create User Remarks

User Description

Add +

User ID First Name Middle Name Last Name Status

3. Click on Add under User Description to add new User
4. The following screen is displayed

User Registration

User Details

Note: To select an existing User, Kindly click on search icon

User Code n * First Name | First Name

Middle Name * Last Mame LastMame
Gender | [Please Select] |Z| “Designation  Designation
Place of Work Preferred Mode of Contact | [Please Select] E

User Contact Details

* Mabile m”“”‘&"ﬂ:‘[}?{; 971-50-1231231 " Phone (Countty-Aree: 471 4 1231231
* Fax (Coumﬁlﬁ{}iﬁri 07141231232 * Email | email@email.com
Alternate Email Nationality [Please Select] Iz‘
Date of Birth E Place of Birth [Please Select] ]
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5. Fillin all the applicable fields

6. Clickon

NOTE:

7

Save to save the changes and fill more information of the user like, “Login Details”, “Roles”,

“User Credentials”, “User Address” and “User Attachments”

Delete to delete the record

Cancel button to cancel the process

name field

User Details

Note: To select an existing User, Kindly click on search icon

User Code

Middle Mame

Gender | [Please Select]

Place of Work

7. After clicking on Save, following screen is displayed

Save B

User Details
User Code
Middle Name
Gender

Place of Work

User Contact Details

* Mobile (CnunINry—Area—
umber)

* Fax (Country-Area-
Number)

Alternate Email

Date of Birth

Login Details

[Please Select]

971-50-1231231

971-4-123

Please Note: Login |d once created cannot be removed

Login Id

Already Existing Dubai
Trade Portal User

=

=

Check Login Availability I

Preferred Mode of Contact [Please

*Designation Des

Hint Question

s To select an existing user, kindly provide the user code and then click on the select icon in the last

* First Name | First Name
* Last Name LastMame

*Designation Designation

Back

* First Name | First Name

* Last Name | LastMame

nation

Preferred Mode of Contact | [Please Select]

* Phone (Cuumr\l}(—Area— q71-4-

umber)

* Email | ema

Nationality | [Please Select]

Place of Birth | [Please Selact]

Password(Max 30 Char)

Hint Answer

65



Dubai Customs Registration Amendment

12.1 Login Details

1. Fillin all the applicable fields

NOTE:

7
0.0

Id field
Login Details

Please Note: Login Id once created cannot be removed

Login Id Password(Max 30 Char)

Already Existing Dubai I_

Trade Portal User Hint Question [Please Select]

Hint Answer

Check Login Availability B Chacle Lagin Daiails )

2. Select the “Hint Question” from the drop down list

What is your Mothers name?

What is your favorite city?

What is your favorite color?

What is your library card number?

What is your pet name?

What is your primary frequent flyer number?
What was your first phone number?

3.

not

4. Ifthe Login Id is available, following message is displayed
Login Details
Please Note: Login Id once created cannot be removed
= Login ID is Available

Login Id | ADMINLOGINID Password(Max 30 Char} sesessss

A|f93_d|_)rfa|§§|§éf;lga|[]ﬁ§g; I Hint Question VWhat is your favorite city?

Hint Answer dubal

Check Login Availability B Chacle Login Dztails )

5. [Ifthe Login Id not available, following message is displayed

Login Details
Please Note: Login Id once created cannot be removed

= This Login ID is not Available, Sorry for the Inconvenience.

Login Id | ADMIN

Already Existing Dubai I_
T}rjade Purlgal User

Password(Max 30 Char) ssssssse

Hint Question VWhat is your favorite city?

Hint Answer dubai

Check Login Availability B Chack Login Datails 1)

Click on “Check Login Availability” to check whether the login id entered is available in Dubai Trade or

66

“Check Login Availability” button is disabled. This will be enabled only when you enter value in Login
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6. Ifyou would like to link your existing Login ID on Dubai Trade which is registered for any other Business
Unit (i.e: JAFZA or DP World) Checkmark E “Already Existing Dubai Trade Portal User”
7. Click on “Check Login Details”

8. Ifthe Login ID and Password is correct, following message is displayed
Leogin Details
Please Note® Login Id once created cannot be removed
= Login ID is Available

Login Id| FZUSER Password(Max 30 Char)| sessssss

Already Existing Dubai
rade F'urlga\ User .

Chzcle Login Availability ') Check Login Details B

9. Ifthe Login ID and Password is incorrect, following message is displayed
Login Details
Please Note: Login Id once created cannot be removed

- Requested Login is not Valid, Sorry for the Inconvenience.

Login Id | ADMINLOGINID Password(Max 30 Char) sessssses

Already Existing Dubai I_
T¥ade F'orlgal User v
Chzck Login Availability 2 Check Login Details |

12.2 Roles

1. Click on Add

Roles

Add 4+

Role Name Delete

2. The Following will be displayed

Rules| Please Select |Z||

3. Select the appropriate role from the drop down list

Authorized Person
Individual

Manager

Owiner

Partner

Sponsor

Trader Representative
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4. Clickon
a. Save to save the Role
b. Cancel to Close the Pop up

5. The following screen is displayed

Roles

Add +

Role Name

Delete

Authorized Person

6. Clickon

a. Add and repeat the steps from 1 to 5 to add another role

b. Delete to delete the record

12.3 User Credentials

1. Click on Add

User Credentials

Add +

Identity Number

Identity Type Issue Date Expiry Date Issuing Country

2. The following screen is displayed

3. Fillin all the applicable fields

68

Edit Delete

User Credentials

* Identity Number| IDNUMBER123123 * Identity Type  Passport

*Issuing Country | United Arab Emirates *Issuing Date 01-02-2015

*Expiry Date 01-02-2020

(=]

4. Clickon

a. Save to save the record
b. Cancel to cancel the record

5. After clicking on Save, following screen is displayed

User Credentials

Add +

Identity Number Identity Type Issue Date Expiry Date Issuing Country

IDNUMBER 123123 Passport 01-02-2015 01-02-2020 United Arab Emirates

=
= |

Edit Delete

=

1
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6. Clickon

a. Add to add another User Credential
b. Editto edit the User Credential details

c. Delete to delete the User Credential record

12.4 User Address

1. For more information on adding address, Please refer to section 5.3

12.5 User Attachments

1. For more information on uploading attachments, Please refer to section 5.6

2. After uploading documents,

User Attachments
Add +
File Name Document Title Document Type File Type Document Size (In Bytes)
3. Clickon

a. Save under “User Details” to save the user record
b. Backto go back to previous screen
4. After clicking on Save, following screen is displayed

o,
°n

in Broker Certification fields.

User Registration

Add 4+

User ID First Name Middle Name Last Name
ADMINLOGINID First Name Last Name
5. Clickon

a. Add to add another user
b. Edit to modify the user details

c. Delete to delete the user

Company Name

69

Delete

In case if the system prompts to enter Broker Certification Details enter your Trade License Details

Edit Delete
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13 Change Authorized Person

This service is used to change the “Authorized Person” role from one user to another. Each business must have one
authorized person. In case there is only one user created in the business and he/she is the authorized person, create
anew user request and submit it for approval. Once it has been approved and the user is created, assign “Authorized

Person” role to him. This option allows user to attach documents to support the request

1. Click on Change of Authorized Person under My Services

Change of Authorized Person

2. The following screen is displayed

Amendment Request

Request Id: 1-2425902270 Request Status: Draft

Request Type: Change Authorized Person * Reason for Amendment

Business Profile Details
Business Details
Business Code: AE 5 Business Name: COI FZ
Business Name(Arabic): Registration Category: Dubai based companies

MNo. of Employee:

License Details

License Number: 20248 License Type: Freezone
Issuing Authority: Jebel Ali Free zone Authority Issue Date: 01-01-2002
Expiry Date: 30-06-2015 Renewal Date: 10-06-2014

Business Contact Details

Phone [Country - Area - . Fax [Country - Area -
I%umber]: m i I-I\{lumber]: m- 670
Email: cogs ‘0.com Operational Email: Cust.LicensingReg@DubaiCustoms.ae
Website: MNOC Number:

Chartered Flight Handler: [~

User Description

User ID First Name Last Name User Code Status Is Authorized Person?
ALl 2 30 Active N
CARS Amer 2 i Active Y

Roles For Amer

Role Name
Authorized Person
Owner

Trader Representative
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User Attachments

Add +

File Name Document Title Document Type File Type Document Size (In Bytes) Delete

3. Under User Description Select the New Authorized User

User ID First Name Last Name User Code Status Is Authorized Person?
ALl . 2150 Active N
CARS Amer 2N Active Y

4. Then Click on Make Authorized

NOTE:

e

» After clicking “Make Authorized”, the new authorized person details will get highlighted

*

Make Authorized (&

User ID First Name Last Name User Code Status Is Authorized Person?
ALl 27 80 Active N
CARS Amer A Active Y
5. Clickon

Amendment Request

B Save Draft B Submit *® Cancel Request # Go to Home Page

Request Id: 1.2413647823 Request Status” Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c. Cancel Request to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend

Profile
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14 Manage services

This service is used to amend a certain user services. It allows you to add/delete services. Services are associated

to a role and roles associated to a user.

1. Click on Manage Services under My Services

Manage Services

2. The following screen is displayed

Business Profile Details
Business Details
Business Code: AE- W75
Business Mame(Arabic):

No. of Employes:

License Details
License Number: 20248
Issuing Authority: Jebel Ali Free zone Authority

Expiry Date: 30-06-2015

Business Contact Details
Phone [Country - Area - -
IKumber]: - 3T
Email: cog 2.com
Website:

Chartered Flight Handler: [~

Users

User ID First Name Middle Name
ALl ASGHAR

CARS Amer Bin Ali

Roles

Role Name

Authorized Person
Owner

Trader Representative

& Go to Home Page

Business Name:

Registration Category:

License Type:
Issue Date:

Renewal Date:

Fax [CoumrKJ-ALea]-
umber]:

Operational Email:

NOC Number:

Last Name

ALl

Qarmaoshi

coL 'SF2

Dubai based companies

Freezone
01-01-2002

10-06-2014

a1 70

Cust.LicensingReg@DubaiCustoms.ae

User Code Status
21580 Active
21581 Active

3. Under Users Select the User for which the services needs to be managed and then click on Amend Services

4. The List of already available services will be displayed



Dubai Customs Registration Amendment 73

Services

B Add

Service Name
Amend Facility

Amend Registration

Amend User Profile
Enable/Disable User

Manage Digital Certificate
Manage User Senices

Request Association

Request New Facility

Request New User

Request to Remove Association
Request to Remove Facility
Request to Renew Business Code
Search Users

Track Request

]
[
2
[}

5. Click on Add under Services

B Add

Select Service to Assign to User Role

I“ Senice Name | [Please Select] Ell

@ Cancel

6. Select the Service Name from the drop down menu
7. Clickon

a. Save to save to the service

b. Cancel to go back to previous screen
8. To Add another service repeat Step 5, 6 and 7

9. Once the required services are added Click on,

Amendment Request

B Save Draft B Submit X Cancel Request #® Go to Home Page

Request Id: 1-2413647823 Request Status: Draft

Request Type: Amend Business Profile * Reason for Amendment

a. Save Draft to save the changes

NOTE: Reason for amendment is required to Save the request

b. Submit to submit the changes to Customs Registration Department for approval

NOTE: Reason for amendment is required to Submit the request
c¢. Cancel Request to cancel the request

d. Go to Home Page to go back to logged in Home Page displaying the list of services under Amend
Profile

¢ Please note that this request is auto-approved. User will have to sign out and sign in again to see the

changes, done through “Manage Service” request, in the system.
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