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1. Login as an Admin/Authorized Person

2. Go to Request > Amend Profile

Amend Profile

Note: if you are not able to see this service kindly make sure you have logged in as an Authorized
person.

3. Go to Manage Services

Change of Authorized Person

System will display the following screen

Client Profile Details

Business Details License Details

susiness Code: | N License Number: [
Business Name: _ License Type: Industrial
Business Name (Arabic):

Issuing Authority: M

of Finance and Industry

Registration Category: Emirates based companies Issued Date: 3

No. Of Employees: Expiry Date: 8/6/2013

Business Contact Details Renewal Date: 9/30/2012

Phone
71 Emirates Post License (EPL) Details
(Country-Area-Numberl:c’ -
Fax Pr— EPL Number:
971
(Country-Area-Number): Naiie Date:
Email: [
Expiry Date:
Oerational Email: IR
Website:
Users
User Id First Name Middle Name Last Name 2 User Code Status
> Active
> Active
4. Select user ID to which you are adding the service
Users
User Id First Name Middle Name Last Name = User Code Status
>
> SHISHT 221
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5. Click Amend Services
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6. Select the role “Trader Representative or Broker Representative”
Note:
Trader Representative: is used by trading companies to make their own transactions

Broker Representative: is used by clearing agents/broker to transact on behalf of their
customers.

Roles

Role Name

Authorized Person

rader Representatve

>
>
> Owner
7. Click “Add” to continue

Services

Service Name

Amend Registration

Enable Disable User
Manage User Services
Request New Fadility
Amend Fadility

Track Request

Withdraw Request
Request to Remove Fadlity

Manage Digital Certificate
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View Clearance Message

8. Select VCC services

Submit Declaration ‘
| [Submit VCC Request

Track Cargo Transfer
Track Courier

Track Declaration —
Track Document Submission

Track Inspection

. Track VCC Request

*Service Name: v




Note: you have to add the services one by one

9. On top of the page, enter your remarks and click on “Submit”

Note: do the same to add any other service

Amendment Request
save Draft || Submit || Cancet Request | Go To Home Page

Request o: NN adding inspection services

Request Type: Amend User Services Reason for Amendment}

Request Status: Draft

10. Request will be approved and service will be available immediately

Confirmation

Please note the following information for your reference and login again for the changes to get reflected.

Requestc: [N

Request Date: 10/23/2013 10:44:44 AM

Status: Approved

11. Login to the user id and start using VCC services

(@ Logout ]
View By Senvice v
# Inspection Request
Mirsal ll
# Client Profile
# Declaration
- support Services
New VCC Request
Track VCC Request

" Request

Shortcut To Senvices v
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