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Adding Services for Customs Online Claim Services

Objective:

a.

Guide the customers on how to add the online Claim Services to their Dubai Trade Account.

Adding Claim Services
Requirements:

You would need to have a Dubai Trade account registered with Dubai Customs

User with Trader Representative and/or Broker Representative

User that you are assigning the service to needs to have Digital Certificate in order to submit
claims online

Go to www.dubaitrade.ae then Login to your Dubai Trade “Administrator” Account. This

account is also called the (Authorized Person)

F), % "nlEt L1 | gs004464
a0l \ ‘:ﬂ < customercare@dubaitrade.ae

DUBAI TRADE

Service Centre Knowledge Centre Media Centre Toolbox our| hablt

Login details

Username

Password

Forgot Password?

After login, click on Request then “Amend Profile”

" Reports

Request

I  Amend Profile I
- DP World Advance Deposit
- DP World Payments

“ DP World Prepaid Card CU

~ DP World Refund Request

" e-GatePass Request CU

" e-Token Generation-CU

In the Menu of Icons, click on Manage Services:
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Track Reguest

Remew Business Code

g& View/Amend Business Profile
&
N
Lo

Mew Azsociations

Remove Associations

Wiew s amend Facility

Mew Facility

Wiew/amend User

Hew User

Change of authorized Person

MAANAES Services

PR PR T

4. Choose the User that you want to amend by clicking on the arrow button next to the
username. ( The user needs to have the role of Trader or Broker Representative)

Users

ot
User id = First Name = Middle Name = Last Name 2 User Code = Status =

> TESTUSER Jofin Doe
Roles
1-3et3
i

Role Namev

> Authorized Person
> Trader Representative

> Owner
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5. Click on Amend Services:

= Py - iy
First Name — Middle Name —
John
Roles
2
Role Name —
Authorized Person
> Trader Representative
> Owner

s
Last Name =

1-10f1

Py

iy
= Status —

User Code

1-30f3

6. On the next page, click on “Trader Representative” (or Broker Representative)

Roles

>

>

Services

FaN
Role Name —
Authorized Person
Trader Representative

Owner

iy

oW OW W W WYY W

Service Name —
Submit Dedaration
E-Payment

Search Dedaration
Track Dedaration
Draft Dedaration
View Dedaration
Amend Dedaration
Cancel Dedaration
Print Dedaration
Manage Digital Certificate

7. Clickin Add

>

ervices

2
Role Name —
Authorized Person
Trader Representative

Owner

{ Add | [Query |[Deete |

R A L

Service Hame @
Submit Dedaration
E-Payment

Search Dedaration
Track Dedaration
Draft Dedaration
View Dedaration
Amend Dedaration
Cancel Dedaration
Print Dedlaration

Manage Digital Certificate
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8. A Dropdown box will appear.

-3013
N
Role Name —
> Authorized Person
> Trader Representative
> Owner

Services

*Service Name: -

9. Pick and Choose “Amend Claim” from the dropdown.

Account Statement

ssofmain.do® Amend Carge Transfer hd | "Ji| |E Bing
ce Gallery v @ | DTCC Knowledge Base “ Dubai Trade Portal & | |Amend Declaration €| Index (2) & Index(3) | Index & | Reset Password
—_— Bill Payment
| Cancel Cargo Transfer & T - =3 @ = Page= Safety~ Tools-
Cancel Claim
Flace Of Birth: Cancel Declaration
Draft Cargo Transfer
Roles Draft Declaration
E-Payment = 1-30f3
Initiate Inspection
Role Name @ Inspect Cleared Declaration
> Authorized Person Manage Digital Certificate
New Claim
> Trader Representative Perform Acknowledgment
> Owner Print Cargo Transfer
- Print Declaration
SRS Print Vehicle
*corvice Name: |Provide Discrepancy Feedback
search Acknowledgment
Search Cargo Transfer L

Search Claim
search Declaration

lote: In case you face error message like “internet Explorer hag ¢ o Cargo Receipt

ActiveX conirol in an unsafe manner...", please follow these

iteps: Submit Cargo Release
submit Carge Transfer
1. Go to Tools --= Internet Options --= Security tab Submit Declaration
2. Select Trusted Sites --= click on Sites butfon Track Cargo Transfer -
5 Flembmale cmmesion mmmemn s oiFimmkin flabbmml $mm all ATinn T PR

10. Click on Save

1-3013
FaN
Role Name —
> Authorized Person
> Trader Representative

> Owner

Services

*Service Name: Amend Claim -

-

11. This will take you back to the previous page. The service will now be listed.

-6-
Copyright © 2012 by Dubai Trade FZE. All rights reserved



Adding Customs Refund and Claims Services

ayjla iJlicstua
DUBAI TRADE

Services

- FaN
Service Hame —

Submit Dedaraton
E-Payment
Search Dedaration

Track Dedaration

View Dedaration
Amend Dedaration

7

>

>

>

> Draft Dedaration
>

>

> Cancel Dedaration
>

Print Dedaration

12. Repeat the process for the following services:

e Cancel Claim

e New Claim

e Search Claim

e Track Request

e Validity Extension

13. Once all services have been added, scroll up then enter the reason for amendment. Click on
Submit

Amendmen
Save Draft

Cancel Request | | Go To Home Page

Request Id: 1-429128512 Claim Serw':esi[ -
Request Type: Amend User Services Reason for Amendment:

Request Status: Draft

User Description

14. The system will give you confirmation that the request has been approved:

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

Request Id: 1-429128612
Request Date: 10/31/2013 10:50:12 AM

Status: Approved

| Print S5creen | | Go To Home Page
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15. Login to the user where you have added the services and they should be available on the left

menu.

View By Senvice -

" Inspection Request
Mirsal Il

Claims
o Amend Claim
“ Cancel Claim
“ New Claim
* Search Claim

“ Track Requests

“ Walidity Extension
- Client Profile

- peclaration

- yger Management

Shortcut To Senvices -
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