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Important Notes  

• Direct Debit System (DDS) option is only avaiable for member companies who have opted for following:  

o Business Packages – New Company Setup 

o Have Leasing units in DMCC Business Centre, Commercial Towers and Detached Retail 

• In case of Leasing Units, you can opt in for DDS for services such as New Lease,  Lease Renewal, Rental Payment 

for DMCC Business Centre, Rental payment of DMCC Leases & Service Charge.  

• Processing time for DDS mandate is 5 working days, subject to Central Bank approval. 

• You can opt for currently ongoing leases, provided you have contacted your leasing agent 15 days prior to next 

due date of payment. 

• You can cancel DDS for ongoing leases, provided you have contacted your leasing agent 15 days prior to next 

due date of payment. 

• DDS will automatically expire after lease term expiry and stop debiting. 

• You have the option to choose debit frequency between annually, semi annually, quarterly or monthly mode.  

• Scanned file to be uploaded should be compulsorily in PDF format.  

 

How to opt for DDS? 

Follow below steps to opt in for DDS in case of ‘Pricing Package Subscription’ ‘Lease Rent Payment’ and ‘Lease Service 

Charge’ mandate types 

1. Login to member portal  

2. There are 3 options in which you can opt in for DDS 

Option a) Go to ‘My Actions’ → ‘DDS Payment Option’ category and click on ‘Enrol’ 

 

 

Option b) Go to ‘MANAGE DDS’ from home tab and click on ‘New Mandate’ 

https://portal.dmcc.ae/communitylogin
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Option c) Click on ‘Top-up Balance’ → select ‘Register for DDS Mandate’ payment method → click on 

‘continue’  
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3. Select required DDS Mandate type  

 

 

• Package Subscription: In case you are opting for Pricing Package Instalment. Please note that this will be 

one-time payment.   

• Lease Rent Payment: In case you are opting for Lease Rent payment 

• Lease Service Charge: In case you are opting for Lease Service Charge Payment 

 

4. All your relevant details will auto populate, please check for accuracy and click on ‘Next’ 
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5. Fill in the mandatory fields and click on ‘Save’ 

 

6. Saved DDS Mandate will be shown in draft status, click on ‘Print’ to view the document and get a print-out to 

sign it 
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7. Add the payee name, bank account holder’s signature and date in highlighted section (shown in yellow)

 

 

 

8. Scan the signed printout with minimum resolution of 95 DPI (Dots per Inch) and click on ‘Upload’ to upload the 

same. 
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9. Click on ‘Upload Files’, attach the scanned copy and click on ‘Upload Attachment’. 

 

 

10. Mandate is now automatically submitted for Finance queue awaiting verification. Status of the mandate will be 

shown as ‘Submitted’. 
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How to opt for Business Centre lease Renewal DDS? 

1. Click on ‘Property Services’ 

 

 

2. Click on ‘DMCC Business Centre Lease Renewal’ and select ‘Apply for DMCC Business Centre Lease Renewals’ 
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3.  Select the required Payment Term and click on ‘Save’  

 

 

 

4. After saving, click on ‘Direct Debit Registration’  
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5. All your relevant details will auto populate, please check for accuracy and click on ‘Next’ 

 

 

 

6. Fill in the mandatory fields and click on ‘Save’ 

 

 

 

7. Saved DDS Mandate will be shown in draft status, click on ‘Print’ to view the document and get a print-out to 

sign it 
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8. Add the payee name, bank account holder’s signature and date in highlighted section (shown in yellow)

 

 

 

9. Scan the signed printout with minimum resolution of 95 DPI (Dots per Inch) and click on ‘Upload’ to upload the 

same. 
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10.  Click on ‘Upload Files’, attach the scanned copy and click on ‘Upload Attachment’.  

 

 

 

11. Mandate is now automatically submitted for Finance queue awaiting verification. Status of the mandate will be 

shown as ‘Submitted’. 

 

 

12. Go back to home page, click on ‘My Requests’, open the ‘Lease Renewal Portal’ SR that you saved earlier. 
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13. Click on ‘Submit’  

 

 

 

14. Click on ‘Confirm Payment’ 
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How to cancel DDS? 

• In case of DDS cancelation, you must contact your leasing agent 15 days prior to next due date of payment to 

initate the process. After which, please follow the below steps: 

1. Login to member portal  

2. Go to ‘My Actions’ → ‘DDS Cancelation for Lease’ and click on ‘Review Step’ 

 

 

3. Select reason and date of cancelation and click on ‘save’ 

 

 

4. Saved DDS Mandate will be shown in draft status, click on ‘Print’ to view the document and get a print-out to 

sign it 

 

 

 

 

 

https://portal.dmcc.ae/communitylogin
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5. Add the payee name, bank account holder’s signature and date in highlighted section (shown in yellow)  
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6. Scan the signed printout with minimum resolution of 95 DPI (Dots per Inch) and click on ‘Upload’ to upload the 

same. 

 

 

 

7.  Click on ‘Upload Files’, attach the scanned copy and click on ‘Upload Attachment’. 

 

 

 

8. Mandate is now automatically submitted for Finance queue awaiting verification. Status of the mandate will be 

shown as ‘Submitted’. 

 

 

 

 


