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SERVICE REQUEST MANUAL
EMPLOYEE RESIDENCE VISA RENEWAL

Purpose

This document is designed to define and illustrate the online process related to ‘Request for
Residence Visa Renewal’. This document will brief you on how to apply for this service
request and what to expect at the different stages in terms of the online interface, the
notification emails and text messages as well as the expected output.

Relevant Documents

The Request for ‘Residence Visa Renewal’ operates in conjunction with, but is not limited
to the below-stated policies and guidelines:

. Residence Visa Renewal Guideline;

DMCC Company Regulations.

Free Zone Rules & Regulations; and

Federal Authority for Identity and Citizenship (FAIC) Rules and Regulations.

Applicability

This document will apply to all DMCC member companies with an active licence who are
applying for visa renewal for their existing employees.

Important Notes

The company must initiate the visa renewal before the visa expiry date to avoid any late
penalties.

e The company Establishment Card and licence must be valid to apply for the
Employee Residence Permit (Visa) Renewal service request.

o If the visa is being renewed after the expiry of the grace period (30 days from the
date of expiry), then a penalty will be levied costing AED 25 per day.

e At the time of renewal, the applicant's passport should be valid for at least 3
months.

e If the applicant needs the visa to be stamped on a different passport, then, a
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passport details amendment service request should also be raised before the
renewal request.

e Avalid health insurance under the DMCC company sponsorship/coverage issued
through a local insurance company is required. If the health insurance is valid for
less than 1 month, DMCC requires an undertaking letter from the company stating
they will renew it upon the expiry date.

o Effective 12 September 2023, DMCC will be the exclusive channel for member
companies applying for their Emirates ID and Medical Fitness Certificates. In line
with this update, we will no longer accept any applications typed through external
typing centers.

e Members can apply for the applicant’s health insurance through one of the Dubai
Health Authority (DHA) 45 approved local health insurance inside UAE. For the
complete list, please visit http://www.isahd.ae/Home/Permittedinsuerers.

¢ All Draft SRs will automatically be voided after sixty (60) calendar days from their
creation date if no action is taken by the DMCC Member.

¢ SRs awaiting DMCC Member Company action will be automatically nullified if the
required actions aren't completed within ninety (90) calendar days of SR's return
date.

e DMCC Member Company admin can request service cancelation by clicking the
'‘Cancel Request' button.

e A cancellation fee will be charged to the DMCC Member's portal if the Member
opts for its cancellation, or if the system auto-cancels the SR after the 90 days.
(Please refer to the Schedule of Charges).
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Steps:

1. Login to your member portal to complete the application form at ‘Employment
Services - Visa services - Employee Residence Permits (Visa) — Renew Existing’ on

the DMCC portal.

Create Case & 971442490

£ Employee Services 4 .
Employee Service Requests
ML Company Services Apply for all types of employment services, including visas, letters, and access cards
E™ member Services
Card and Access Services Mediation Services
% Property Services
» Access approvals » Request for mediation

ﬁ Value Added Services »  Employment cards

Official Communications
E Compliance Services » Identity cards

» Approvals and NOCs

Portal Balance 1]
Visa Services » Approvals and NOCs (Arabic)
Portal Balance 14.396.14 AED

) . » Absconder notification » Letters and certificates
E't?:i:'”s't -3,00000  AED
» Business visitor visas » Letters and certificates (Arabic)

Account Name DMCC
» Dependent residence permits (visa)

Visas Allowed

Top-up Balance Stamp existing in new or replacement passport

Stamp existing in new passport (orig. lost)

Visas Used/ 3 |

Renew existing

Employee passport details amendment

2. Fillin the employee company card number and click ‘Lookup’.

Service Request Edit Save | Cancel
Service Request Details - Information Only *= Required Inf
Record Type  012-Employee residence permit (visa) renewal Submitted Date
Parent SR Owner  DMCC

Customer IDMCC
Applicant /| Employee Name

Document Details (CEC) - Information Only

Document Type  CEC Number Document # (Lookup) I DOC-00650160 Cﬁl =

Document Issue Purpose Work v
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3. Select the relevant document.

® Lookup

@ Employee Documents Mo. based on document type selected in the Service request
Search With - CEC No, Or Passport No , Or Person Passport Name

DOC-0065016L | oo

Search ® Mame All Fields

= Clear Search Resulis

Search Results

¥ Document Details [1] Show Filters

Document # Document Number Document Type Document Status Passport Name Account Passport No. Mationality

DOC- CEC Mumber- ; ; United
uoss0160 loossoiao CEC Mumber  Active John Smith DMCC 987654321 Kingdom
4. Fill in the employee health insurance details.
Service Request Edit Save| |Cancel
Record Type  012-Employee residence permit (visa) renewal Submitted Date
Parent SR Owner DMCC

Customer I pMCe

Applicant | Employee Name

Document Details (CEC) - Information Only

Document Type  CEC Number Document # (Lookup) |DOC -00650160 Q) (1
Document Issue Purpose Work v
Health Insurance Provider I Abu Dhabi National Insurance Com v Health Insurance Policy Iggo
Number
Health Insurance Expiry Date |21|r[)3,12013 [ 21/08/2017 ] Health Insurance Mem::z::::; 111

5. Fill in the employee mobile number and email address.

Applicant Passport Details - Please Confirm/Update

Passport Type Name (as per passport)
Passport Number Naticnality CM
Date of Birth
Place of Birth Country of Birth
Passport lssue Date [ 13/07/2017 ] Passport Expiry Date [ 13/07/2017 |
Country of Issue —~MNone— v Place of Issue
Employee Mobile Number I@ﬂm Employee Email ID | |‘J°h” Smithi@xyz com
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6. If the employee requires visa data amendment (job title, nationality, name
change), please select the type of amendment required.

Change Applicant Name

Change Applicants Name  [Yes v
Changed FirstName AT
Change Applicant Job Title
Change Applicants Job Tile  [Ygg v
Changed JobTitle  [GAS SALES Q)
Change Applicant Nationality
Change Applicant Nationality  [Vag v
Changed Natienality | Country  [Saint Kitts And Nevis Q)

7. Choose residence visa validity.

Changed LsstName  [TEST

Applicam Existing Visa Details - Please Enter
In itk Employes Cumently inssde UAL] I —Mong— 7
Laad dabe bo exif on the cument wiss | 5439401
Tach H You Require Yisa Amendmend
N Sor Family Baold
Fieaence Visa valat iy [ETRPPO v
-

Cosrespondence Detadls - Please confirm 2 Yoars Vaid ErrE:u,n':er‘.‘\-%:a

8. Fill in the portal user details and mobile number to receive status notifications from
DMCC in the ‘Correspondence Details’. Then, click ‘Save’ to receive the service

request number.

Comespondence Details - Please Confirn/Update

r‘on:al User's Email Ijohn smith@xyz.com I

Customer Comments

Courier Collection Required

Collection Airway Bill No #

DMCC Comments

Save

Tt

| Send SMS To Mobile |+g?1m

4

Courier Details - Information Only

Courier Delivery Required

Delivery Airway Bill No #

DNRD Details - Information Only

Document lssue Date

Document Expiry Date

DMCC Comments - Please Confirn/Update

Rejection Reason

v
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9. Take note of the service request number for future follow-ups and company records.

B Create Case @) DMCC Live Support @ 97144249600 @ 800 3622 & Dpmce &

£ Employee Services

8L Company Services

B2 Member Services
% Property Services
ﬁ Value Added Services
E’ Compliance Services

Portal Balance

Portal Balance 14.396.14
Visa Deposit

-3,00000
Utilised

Account Name DMCC

Visas Used/
Visas Allowed

Top-up Balance

SeAE m

* Application - Renew an existing employee residence permit (visa) Printable View
202347

| + Service Request has been saved. |

SR Price tems (Service Request) [4] | Service Requests (Linked SR) [J] hotes & Attachments [0

Service Request Detail Edit| | Submit| | Cancel SR
Service Request Details - Information Only
SRNo 2023477 SR MenuText  Renew existing-Employes residence permits (visa)-Visa
Services
~ Record Type  012-Employee residence permit (visa) renewal Submitted Date
(%]
Created By  DMCC, 21/08/2017 10:26 Owner  DMCC

AED Status  Draft
TR Parent SR Applicant | Employes Name  John Smith

Customer  DMCC
Account Number 129544

Document Details (CEC) - Information Only

DocumentType  CEC Number Document # (Leokup)  DOC-00650160

Document Issue Purpose  Work

Applicant Health Insurance

10. Click the ‘Download/Upload/Review Doc’ button to upload the required documents
under the ‘SR Documents’ section. Click ‘Upload’ and ensure to upload all the
required documents.

SR Documents Download/Upload/Review Doc

Document Name

Applicant's Passport

Colour Passport Size
Photo (JPEG) x 2

Company
Employment Card
(CEC)

Establishment Card

Proof of Health
Insurance (Card or
Certificate)

Person Name/Corporate Name Instructions Requirement Status Created Date Modified Date Preview / D D 1t

Upload a copy of the applicant's

passport and visa page. Original bopy.% bending

21/08/2017  21/08/2017  View e-Document

passport will be required. Qnoiney Hplpad

Upload a copy of the latest
Copy & Pendin

passpor size colour photo (JPEG).  —0! 9 21082017 21/08/2017  View e-Document
Criginal Upload

2 griginals will be reguired.

Upload a copy of the Company

Copy & Pendin
Employment Card. Original will be b g

21/08/2017  21/08/2017  View e-Document

Criginal Upload
required 9 o
Upload a copy of the Copy Pending 2 £
21/08/2017  21/08/2017  View e-Document
Establishment Card Required Upload : :
Copy Pending

Upload a Proof of Health Insurance 21/08/2017  21/08/2017  View e-Document

Required Upload

‘ SR Price ltems (Service Request)
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B Create Case DMCC Live Support | @ +071 4 424 9600 © 800362 | & DMCC

Retumn back to SR | Return back to SR Step

%

Documents to be Uploaded

Action Name Person Name/Corporate Name Instructions Copy | Original Original Verified Status ~ DMCC Comments Customer Comments Last Modified Date
Upload a copy of the applicant's :
Copy & Pend
Upload Applicant's Passport passport and visa page. Original D(r]i?i‘nal U:ru;gg 13{0?/2017
passport will be reguired. 15:26
y Upload a copy of the latest passport ;
Colour P; it § Copy & Pend
Upioad pgui(ufl Jszgiz = size colour photo [JPEG). 2 originals D‘:imi'nal ueroﬁﬂg 72017
will be required. g P 15:26
Upload a copy of the Company :
Company Employment Copy & Pendin
Upload Camp(acgq s Employment Card. Qriginal will be Oﬁ';’i'nal Upmdg 13072017
required. 15:26
Unload Establishment Card Upload a copy of the Establishment Copy. Pending 130712017
Card Required Upload 1526
Proof of Health Bk penting
Upload Insurance (Card or Upload a Proof of Health Insurance e it 13_{07‘2”17
Certificate) q o 1526

11. After uploading the documents, click ‘Submit’ and proceed with the payment.

B Create Case DMCC Live Support | @ +071 4 424 9600 (g:) 200 3622 & pmcc -
o =

E 1l S N < s ez . . " i
& A * Application - Renew an existing employee residence permit (visa) Printabla View

2023477

JB% company Services

SR Price ltems (Service Reguest) [4] | Service Reguesls (Linked SR} [0] | Notes & Attachments [0]

™ Member Services

Service Request Detail Edit|| submit || cancel sr
% Property Services q i ancel

Service Request Details - Information Only
ﬁ Value Added Services SRNo 2023477 SR MenuText  Renew existing-Employee residence permits (visa)-Visa
Services
5 Compliance Services Record Type  012-Employee residence permit (visa) renewal Submitted Date
Created By  DMCC, 21/08/2017 10:26 Owner  DMCC
Portal Balance 1]
Status  Draft
Portal Balance 1439514  AED Parent SR Applicant /| Employee Name  John Smith
. Customer  DMCC
VisaDeposit | 300000  AED
Utilised Account Number 129544
AccountName  DMCC
Document Details (CEC) - Information Only
Visas Used! i DocumentType  CEC Number Document # (Lookup) '~ DOC-00650160

Visas Allowed
Document Issue Purpose  Work

Applicant Health Insurance Details

Health Insurance Provider  Abu Dhabi National Insurance Company INS017 Health Insurance Policy Number 000
Health Insurance Expiry Date  21/08/2018 Health Insurance Membership 111
Number
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12. Check the price details and click ‘Confirm’.

@ Create Case @ +97144249600 (Q 800 3622 & bmcc &

& Employee Services

B8 Company services 2023477 for Application - Renew an existing employee residence permit

(visa)
B Member Services
Service Request Details Confirm| | Back to Service Request
% Property Services
SRNo 2023477 Customer  DMCC
g Value Added Services External Status  Draft Created Date ~ 21/08/2017 10:26
B compliance services Available Account Balance : AED 14,398.14
AED : 4,545.00 will be charged
Portal Balance o=
SR Price ltems
Portal Balance  14.3%6.14  AED
SR Price ltems Name Price Product Pricing Line Status
Visa Deposit LB
Utilised *HOune;  FAED SRP-2793997 AED 770.00 EMP_SER_MEDICAL_FITNESS WMedical Filness VIP Service Added
SRP-2793998 AED 3,335.00 EMP_SER_RP_REMN_ICEC Renew An Employee Residence Permit (Visa) Added
Account Name DMcC
SRP-2793999 AED 440.00 TYPING FOR EID EID registration form Typing Added

Visas Used/
Visas Allowed

Top-up Balance

3713

13. You will receive an email notification from DMCC confirming that the application has been
submitted.

You will receive an email notification once the medical fithess form typing is done.

14. You will receive an email notification once the Emirates ID registration form typing is
done.
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test.

DMCC

15. Under the service request ‘SR Documents’, click ‘View E-Document’ to view the
Emirates ID registration form and medical request form. Print a copy of the medical
request form and approach the designated medical centre to complete the medical

3 SR Documents Download/Upload/Review Doc

Document Name

Applicant's
Passport

Colour Pazsport
Size Photo (JPEG)
x2

Company

Employment Card
(CEC)

Establishment Card

Proof of Health
Insurance (Card or
Certificate)

Medical Form

Person Name/Corporate Name  Instructions

Upload a copy of the applicant's
passport and visa page. Original
passport will be required.

Upload a copy of the latest
passport size colour photo (JPEG).
2 originals will be reguired.

Upload a copy of the Company
Employment Card. Criginal will be
required.

Upload a copy of the Establishment
Card

Upload a Proof of Health Insurance

Medical Form - typed by DMCC
DNRD typing team

Requirement

Copy &
Original

Copy &
Criginal

Copy &
Criginal

Copy
Required

Copy
Required

Status

Uploaded

Uploaded

Uploaded

Uploaded

Uploaded

Uploaded

Created Date

0208/2017

02/0a/2017

02/08/2017

0X08/2017

02/08/2017

02/0a/2017

Modified Date Preview / Download Document

02/08/2017

D2/08/2017

02/08/2017

02/08/2017

02/08/2017

02/08/2017

View e-Document

View e-Document

View e-Document

View e-Document

View e-Document

SR Documents

Download/UploadiReview Doc

Document Name

Applicant's
Passport

Colour Passport
Size Photo (JPEG)
x2

Company
Employment Card
(CEC)

Establishment Card

Proof of Health
Insurance {Card or
Cerfificate)

Medical Form

Emirates Identity
Card registration
form

Person Name/Corporate Name  Instructions

Upload a copy of the applicant's
passport and visa page. Original
passport will be required.

Upload a copy of the latest
passport size colour photo (JPEG).
2 originals will be reguired.

Upload a copy of the Company
Employment Card. Original will be
required.

Upload a copy of the Establishment
Card

Upload a Proof of Health Insurance

Medical Form - typed by DMCC
DMRD typing team

Upload a copy of the Emirates
Identity Card or Registration form in
JPEG format (Size less than 1MB |
Exact Height 1167 | Exact Width:
850 | Dpi: 100) To adjust your
document size, you may use the
following tool hitps:/fezgi

Requirement

Copy &
Criginal

Copy &
Criginal

Copy &
Criginal

Copy
Required

Copy
Required

Status

Uploaded

Uploaded

Uploaded

Uploaded

Uploaded

Uploaded

Uploaded

Created Date

02/08/2017

02/08/2017

02/08/2017

02/08/2017

02/08/2017

02/08/2017

02/08/2017

Modified Date

02/08/2017

02/08/2017

02/083/2017

02/08/2017

02/08/2017

02/08/2017

Preview / Download Document

View e-Document

View e-Document

View e-Document

View e-Document

View e-Document

View e-Document

02/08/2017

View e-Document
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DMCC

16. Upon receipt of the medical test results document, upload it in the same service
request ‘SR Documents’ under ‘Medical Fitness Certificate’. Click ‘Upload’ to upload
the health insurance card & the medical fitness certificate.

SR Documents Download/Upload/Review Doc

Hospital or Medical Clini

Hospital or Medical Clinic.
Original will be required.

Document Name Person Name/Corporate Name Instructions Requirement Status Created Date Modified Date Preview / Download Document
Upload a copy of the
Appiicant's Passport applicants passportandvisa — Copy & o409 21/032017 217082017 View e-Document
page. Original passport will be  Criginal
required.
Upload a copy of the latest
Colour Passport Size passport size colour photo Copy & E X
Uploaded  21/08/2017  21/082017 Vi Dy t
Photo (JPEG) % 2 (JPEG) 2 originals will be Original paace ! s n
required.
Upload a copy of the Company
Company Employment Copy &
il Employment Card. Original will  ~ 0 Uploaded  21/08/2017 21/082017  View e-Document
Card (CEC) - Original
be required.
Establishment Card Yplodi atopyrottie Cony Uploaded  21/08/2017  21/08/2017  View e-Document
Establishment Card Required T LS A el
Proof of Health
Upload a Proof of Health C
Insurance (Card or D oo DI R Sl Uploaded  21/08/2017  21/08/2017  View e-Document
- Insurance Required
Certificate)
Medical Fitness U.pload COW. o1 MEdical
Certificate - From £ inoee Lommcae: krom Copy & Pending
Government Approved i 21/08/2017  21/08/2017  View e-Document
Government Approved Criginal Upload
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Sample of the Medical Fitness application:

N2} v ot o
_.‘ . __,_l..;ug._-.u-_..a|d._.u_¢(

GOVERNMENT OF DUBAI CUBA HEALTH AUTHORITY

Medical Fitness Application

plication ID

Dear Customer,

Thank you for using DHA Online Medical Fitness Request Service. Your request has been
submitted with the following details:

Mame

Visa Type
Request Type
Urgency Type
Payment Method

Permit Number

————D————

* Please note the Application 1D for any enquiries about your request.
* Please note that the Typing Centre Fees are 50 AED.

The following are required by DHA upon processing your request:

1. Original passport or Emirates ID card {mandatony) Ji'nﬁw y _.l-J_An A
2. Residence permit copy u:lmg-nhul' s 2

Al alall i di bk A Rl ot B il o (5 ] et ot S, il ) 3
Our Vision ls to provide Services of an International level recognizing and marking Dubal at the worid health map.

Frinted By ALl MAHWMOCD 1§ all.mizaflidmoc.as from DMCC.

AT TSI AT YA < AT TR IR AT A R T
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Sample of the Emirates ID Registration Form:

- 3 .
SEAAATTON G 2 — ||
e REGISTRATION FORM . :
ool Y TS EMIRATES
e a4 - AFPLELATEOM MirLaR& IDEMTITY
= AUTHORITY

B e o sy il b e il e [ [IEHEARD MENSNAL apell sl s i
%ﬂ Dbl bl o ale iy gl Agpleast i apghyng for v dency L LT

ﬁ_ = e A e _ﬁm_ql-.-.luu-ul.l_ﬁ_._lmﬂ | varee { rerere | npoasni tramfer i nm.u!wml
Yigma willl e Lo i Cane of fecuned scalfication and orce yoss I"‘mw;“‘ ﬁw‘" “?:lhl;l'wl{mi
cansd i reaidy Tor delivery Mepe make sure 1, inforrataen o sC e L b:lﬂ e I-“““_n '.H'. '.l'!h'd]'
el
[

el T

Il GLTE OF WNTH Ik ERALLITY
FEET NS W sl e by S bl g
LI D NirsARE FALLSDST AR

iy | Al pdy
Lty Murvibia | arvsly b

FALURTDAT oY DA 1

HEK‘I'STEF
IMWMH one of our SeYViCe paints

NWI el
Aapld A e Sl fuansddl 50 a3l ) sl

| Ay appoinament with a8 et will be mmmm'muln
RS o bl ALmEST In case you do nal ekl
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17. You will receive an email notification confirming the application submission to the
Immigration Department's Federal Authority for Identity and Citizenship (FAIC).

18. You will receive an email notification once the E-residence visa is approved
by the Immigration Department Federal Authority for Identity and Citizenship
(FAIC) and you may download it in your portal.

19. You can check the status of your application at any stage on the DMCC website via
the Visa Status Checker atwww.dmcc.ae/free-zone/support/how-quides/visa-status-
checker.

& Secure | https://www.dmcc.ae/free-zone/support/how-guides/visa-status-checker

DMCC S S D

Visa Status Checker

Check the Status of your visa
application

To check the status of your visa application, please use the form below.

Enter Service Request Number and Passport Number to Check Application Status

Service Request Number * Passport Humber *

SEARCH
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