s o DMCC
SERVICE REQUEST MANUAL

NEW EMPLOYEE RESIDENCE VISA

Purpose

This document is designed to define and illustrate the online process related to the ‘New Employee
Residence Visa’ for applicants inside and outside the UAE. This document will brief on how to
apply for the 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 ‘New Visa — Applicant inside the UAE / Applicant outside the UAE’ operates in
conjunction with, but is not limited to the below-stated policies and guidelines:

¢ New Employee Residence Visa Guideline

e DMCC Company Regulation.
e Free Zone Rules & Regulation.

e  Federal Authority for Identity and Citizenship (FAIC) Rules and Regulation.

Applicability

This document will be applicable to all DMCC Entities with active licence who are applying for
new employment visas for their employees.

Important Notes

¢ Please ensure you have an active HR signatory before applying for the ‘Employment
Visa'.

¢ All applicants’ details must be entered as per the passport information.

e Minimum passport validity must be 6 months while applying for the employment entry
permit.

¢ All the designations must be supported by a relevant educational certificate, attested by
the Ministry of Foreign Affairs (MOFA) in Dubai.

o [f the applicant is a shareholder of the company with a minimum of 50 shares, only the
copy of the Shares Certificate needs to be uploaded in place of the educational
certificate.

e Entry Permitis valid for 60 days, cannot be renewed, and must be canceled once expired.

e Applicants may experience delays in Entry Permit issuance due to DMCC and Federal
Authority for Identity and Citizenship (FAIC) approval processes.

¢ Company Establishment Card and licence must be valid to apply for the service request.
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o All applications will be subject to Dubai’s Federal Authority for Identity and Citizenship
(FAIC) rules & regulations.

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.

¢ Candidates who are new to UAE and are doing first-time registration, need to visit
Emirates ID service points at preventive medical centres to capture biometrics. They
need to carry their original passport and a copy of the Emirates ID registration form and
must ensure to get the Emirates ID registration form stamped.

e Members can choose to prioritise the application if they tick the ‘Priority Services’
section, which will be applicable only for the visa stamping stage.

¢ DMCC Entities 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.

o 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.

¢ 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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The DMCC Member Portal Walkthrough for New Employee Residence Visa:

GOVERNMENT OF DUBAI

1. Complete the application form to apply for ‘Employment Services - Visa services -
Employee Residence Permits (Visa) - Apply for New’ on the DMCC portal.
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2. Fillin company’s valid licence number.

& Create Case %, DMCC Live Support | @ +0714 424 9600 8003622 & omcc | £

A Emoyee servces * Application - New employee residence permit (visa)
s Click Here to View Application Guidelines

B member Services

mpany Services

service Request Edit Save, |Cancel

& Property Services
Service Request Details e p—

i Value Added services e DR SR S SR
Parent SR Owner  DMCC

 [ER—— e

Health Insursnce Memisershir Close Date

21 Balana o

Portal Balance =} S
Portal Baiance AED

Company Licanse
Visa Deposit
Utilised AED |Mr;n;e¥un—her | =% .i
AccountName | DMCC .

cens ber Lookup (New Window)

papwlsac 213 Priority Application

Visas Allowed

I Agree

Top-up Balance Priority Disclaimer | hereby confirm and certify that the facis and informaticn provided and siated below
belief, | fully understand that the fast track service for this application is applicabie

& accurate, true and complate to the best of knowledge and
n the visa stamping stage and does not Include the ssuance
of the entry permit or/and change of status. and my application will be freated as fast track application after the submission of the onginal documents
over DMCC member services counters. | fully acknowledge that the employment visa stamping is subject to the approval of the General Directorate
of Residency and Forsigners Affairs ~Dubai (GDRFA). | recognise that additional documentation may be requested by the GDRFA in order to

s the emplayment visa stamping application

proces

Emirates ID Typing Request

Apply for ‘Emirates 1D Typing

Request
Employee Health Insurance Details
Heaith Insurance Provider Health Insurance Policy
umber
Send me health insurance offer Mealth Insurance Expiry Dats

from DMCC

Medical Fitness Request Service
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3. To priorities the application, please tick the ‘Priority Application’ box. (Optional and
additional fee will be applicable. Please refer to the Schedule of Charges)

GOVERNMENT OF DUBAI

& Employee services
M, Company Services

* Application - New employee residence permit (visa)

Click Here to View Appli idel

B2 member services

Service Request Edit

By Property Services
oy Value Added Services

Service Request Details

Record Type

Save| |Cancel

*= Required Information

002-Employee residence permit (visa) Submitted Date

Parent SR Owner  DMCC
E c ce Services Customer  [oMce Applicant | Employee Name
Health Insurance Membership Clase Date
: ~
Portal Balance (4] Number
Portal Balance | 1308114 AED
Company License
Visa Deposit s
Utilised ROOIE  AD License Number | &g
AccountName  DMCC

Visas Used
Visas Allowed

1 hereby confim and cartify that the facts and information provided and stated below are accurate, true and compiete to the best of knowledge and
belief, | fully understand that the fast track service for this application is applicable only in the visa stamping stage and does not include the issuance
of the entry permit or/and change of status, and my application will be treated as fast irack agplication afler the submission of the onginal decuments
over DMCC member services counters. | fully acknowledge that the employment visa stamping is subject to the approval of the General Directorate
of Residency and Foreigners Affairs ~Dubai (GDRFA). | recognise that additional documentation may be requested by the GDRFA in order fo
process the employment visa stamping application

Emirates ID Typing Request

Apply for ‘Emirates ID Typing
Request

Employee Health Insurance Details

Health Insurance Provider

3

P

Top-up Balance y
tre.

Health Insurance Policy
Number

Send me health insurance offer
from DMCC

Medical Fitness Request Service

Apply for Medical Fitness Test

Health Insurance Expiry Date

~None~

Employee Passport Details

Date of Birth | [ 29/06/2017 |

Name (as per passport) I

4. To receive health insurance offers from DMCC, please tick the ‘Send me health
insurance offer from DMCC’ box. Health insurance details will be entered during
the residence visa process. (Optional)

Apply for *Emirates 1D Typing
Request

v

Employee Health Insurance Delails

Health Insurance Provider Health Insurance Policy

Number

Send me health insurance offer
from DMCC

- Health Insurance Expiry Date

Medical Fitness Request Service

Apply for Medical Fitness Test

—None—

Employee Passport Details

v

Name (as per passport) | Date of Birth I | 2000612017 }

Nationality | Qy Country of Birth | —~None-- L

Pasaport Type | —None— v Placs of Birth I
Fassport Number | Gender I —-None-- v
Passport Issue Date I [ 290672017 ] Religion | —None— v
Passport Expiry Date | | 20006/2017 ) Marital Status | -None- v

Country oftssue | None v Fothers Name |

Place of lssue | Mother's Name |

Employee E-Signature Details

Tite | —-None: v
First Name | Middle Name
Last Name |
Employee Email ID Employes Mobile Number I
Employee Selected E-signature | Via Email v Preferred Language | —Nene— v

Method
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5. Fill in the ‘Employee Passport Details’. Kindly make sure that all details are
accurate and matches the passport.

Medical Filness Request Service
Apply for Medical Fitness Test | _Nona-— v
Employee Passport Details
Name (as per passport) I=.=0hn Smith Date of Birth |20.-0-3'1g?-:- [ 28/06/2017
Nationality IU'\-!e‘d‘ Kingdom a Country of Birth I United Kingdom -
Passport Type | Normal v Piace of Birth ILnr,'uD'n
Passport Number I5937554321 Gender | Male v
Pasaport Issue Date |29-c~3-‘2n‘.? [ 29/06/2017 | Refigion | Muslim v
Passport Expiry Date I2g.0.3.-:n-_a [ 29/06/2017 Marital Status I Mamed v
Country of lssue I United Kingdom v Father's Name ITE”-).
Place of Issue ILDnan Mothers Name I_ﬁmanda
Title I —Mone— v
First Name I Middie Name
Last Name I
Employee Email ID Employes Mobile Number l
Employee Selected E-!i:ln.!liulcl | Via Email v Preferred Language | —None— v
ethoc

6. Fillin the ‘Employee E-Signature Details’. Please make sure to enter the valid e-
mail address and mobile number of the employee.

Employee E-Signature Details

Title I Mr v
First Name I_\JD",-. Middie Name  [Tarry
Last Name ISmm’.

Employee EmailID  Lighn Smith@xyz com Employre Mobile Number I'*?T‘iannxx

Employee Selected E-signature | Via Email v Preferred Language | ENGLISH v
Method
Employee Job Details
Job Title ay Highest Qualification | Z
&, o None
Basic Monthly Salary I Executive Status l —None— v
Accommodation Provided | —Mone-- v Languages Spoken | o Chosen
ARABIC
BANGLA
BLUSSHIEAH P
CHINESE -
Accommodation Type | ~None-
Food Provided I —~None- v Accommodation Aliowance
Transport Provided | No v Food Allowance
Other Monthly Allowance Transport Allowance
Empioyment Contract I —Mone— v
Template
Emplayment Contract Type | —Nona- v
Contract Commencement I [ 28/06/2017 )
Date
Probation Period (in months) I —None— v Contract End Date [ 29/06/2017 ]

Additional Job Details (Not Required for Com Own Employment Contract)

Termination During Probation ~None-— v et can be —None-— v
Period Terminated by
Notice Period (In days)
Day of Salary Transfer ' | _None— v Salary Payment method | _pone— v
Working Week From  _None-— v Working Week To | _Nona— v
r of Working Days Per —None— v Working Hours —None-- v
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Fill in the ‘Employee Job Details’ and ‘Additional Job Details’. Make sure that all the
information is accurate to avoid any delay in the process. You may refer to the
orange help button for guidance.

Employee Job Details

7.

Job Title [ MARKETING MANAGER @ Highest Qualification | Diploma v
Basic Monthly Satary I'25C-0[| Executive Status I Yes v
Accommodation Provided Yes v Languages Spoken oo Dt -
I BLUSSHIEAH =S LH?EG“H
CHINESE e
FARS
FRENCH )
GERMAN =
Accommodation Type Family b
Food Provided | Allowance v modation Allowance (1000
Transport Provided | Allowance = Food Allowance (1000
Other Monthiy Allowance  [5000 Transport Allowsnce  [1000]
Employment Contract I Standard v
Template
Employment Contract Type I Unlimited -

Contract Commencement Date Izg,-c,.—',.j_ut? [ Z0/06/2017 |

Probation Period whs) |3 = Cineiract Brvd Dhaaes ToRRAT

Additional Job Details (Not Required for Company's Own Employment Contract)

{Calendar Days)

Matemnity Leave (Calendar

Termination During Probation | _Nane— . Probation Contract canbe | _None— -
Period Terminated by
Motice Py Hays)
Day of Salary Transfer —~MNone— v Salary Payment method —-None— v
Working Week From _MNone— v Working Week To —Mone— d
Number of Working Days Per | _pone— v Working Hours | _pone— v
Week
Number of Annual Leave Require Sick Leave Certificate

After

Parental Leave (Working Days)

Days)

Paternity Leaw ¥s
Air Ticket - Employee Outside Alr Ticket on Limited Contract
UAE Renewal

8. Mention any special terms and conditions regarding the Non-Competition and
Employee Code of Conduct. (Optional)

Special Employment Terms and Conditions |

Undertaking for Non- i@
Competition

Restricted For

Home Country Residential
Address

Permanent (Native) Address 2

Permanent (Native) City
Permanent (Mative) Country

Permanent [Native)
POBox/PostaliZip Code

Employee Existing Visa Details

visa

Tick If You Req

NOC for family hold

| —tone—- b

Employee Code of Conduct

—None-— b
Service
Restricted Area
Non Compete Rest None ¥
Non Solicit of Business —None— -
Restricted For
Non Solicit of Employees —None— -

Employee Address Details

U.AE. Address

U.A.E. Address 2

U.A.E. Address City
U.AE. Address Emiratess

U.A.E. Address PO Box

Is the Employee Currently | --Nong— - Oid Visa Type —~None— -
Inside UAE?
Last date to exit on the current [ 290062017 | Ofd Visa No

Date of Arrival
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9. Fill in the ‘Employee Address Details’ mentioning inside UAE and home country
address details. Fill in the ‘Employee Existing Visa Details’. Kindly ensure that all
details are accurate to avoid any delay in the process.

Employee Residence Visa Validity

Residence Visa Validity I _—None—

Employee Existing Visa Details

Iz the Employee Currently Inside UAE? I No
Last date to exit on the current visa [ 19/02/2020 )

NOC for family hold

10. Please select residence visa validity.
Applicant Existing Visa Details - Please Enter

s the Employes Currently inaide UAE [ ~Mong- 7
Laa clate b £t 0 thee Cument wisa [ 5142380 ]
Tich ¥ Yoan Require Visa Amendment
MO bt Family Bk
esidence Visa Valviy I rTre— -

we P e

Cormespondence Details - Please confirm | 1 Year Vabd Employmnent Visa |

2 Years Valid Employment Visa

11. Fill in the portal user details and mobile number to receive status notifications from
DMCC in the ‘Correspondence Details’. Also, please tick the disclaimer after reading
the content carefully. Then click ‘Save’ to receive the service request number.

Comespondence Details - Please Confirm/Update

Portal User's Email IJ"’"” smithi@xyz com Send SMS To Mobile I{g?s',”',\;,

Customer Comments

IAgree g

BG Disclaimer | hereby confirm and certify that the facts and information provided above are accurata, true and complete to the best of my knowledge and belief |
fully acknowledge and understand thal the grant of the residence visa for the Employee is nol assured or guaranteed in any way and is subject lo
the approval of the concemed authorities. | recognise that addiional documentation may be requested in order fo process the Employment
residence visa application and recognise that a AED 3,000 will be deducted from the Company’s Visa Guarantee balance in order to be abie to
submit the Employment residence visa application

Document Details - Information Only

Document Type  CEC Number Document # (Lookup)

Document Number

Courier Details - Information Only ‘

Couirier Collection Required Couirier Delivery Required v

Collection Airway Bill No # Delivery Airway Bill No #

DNRD Details - Information Only

Document Issue Date Decument Expiry Date

DMCC Comments - For Your Information Only

DMCC Comments Rejection Reason

Save |Cancel
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12. Take a note of the service request number for future follow-ups and companyrecords.

DMCC Live Support @ +871 4 424 9600 800 3622

3 HHboye SR * Application - New employee residence permit (visa) Prntabie Ve

2019081

Hates § Aftachments [0

service Request Detail Edit| Cancel SR | Submit

SRMenuText  Apply for new-Employee residence permils (visal-Visa

Sarvices
] Record Type  002-Employee residence permit (visa) Submitied Date
Portal Balance )
Created By DMCC. 20/0672017 1021 LastModified By DMCC, 20/06/2017 10:21
Portal Balan 1808114 AED
ortal Balance Status  Drafl Owner  DMCC
Visa Deposit i Parent SR Applicant / Emplayee Name
Utilised .
o2 Customer  DMCC Close Date
Account Name  DMCC Healih Insurance Membership
Number
Visas Used P

Visas Allowed N q
Company License

License Number 2
Yoo wp Befn DMCC-33663
Priority Application
1 Agree v

Priority Disclaimer | hereby confirm and ceriify that the facts and information provided and
belief, | fully understand that the fast track service for this application is
the ent
DMCC member services counters. | fully acknowledge that the employment visa stamping is subject to the approval of the General Directorate of
Residency and Foreigners Alfairs ~Dubal (GDRFA). | recognise that additional documantation may be requested by the GDRFA In order 1o process the
employment visa stamping application

ra accurale, true and complete to the best of knowledge and
in the visa stamping stage and does not include the issuance of

y permit orfand change of status, and my application will be treated as fast rack application after the submission of the original documents over

13. Click the ‘Download/Upload/Review Doc’ button to upload the required documents under
the ‘SR Documents’ section. Please ensure to upload the documents in the exact size
and format as mentioned in the instructions.

& SR Docume Download/Upload Review Doc

Do
Document Name  Person Name/Corporate Name Status Created Date  Modified Date Preview | Download Document
Priority Services = =

s Priority Services Letter Generated 29706/2017  29/06/2017 iew e-Docyment
Letter
Upload a copy of the highast
Highest educational cert i
Sy will be informed Fending

Educational 20006/2017  29/06/2017  View e.Document

i n is required. Uptoad
ertificale

= 7 | Widtn: 25
adjust size hity ez comiresize
Upload a copy of the cancelled

Cancelied residence Visa and / or cancel ed

Residence Visa labour card. (Exact Size: 1024 | Copy Parding

- 3 Height: 1167 | Witin: 850 | Dpi. 100)To 20006/2017  29/06/2017  View e-Document

/ Labour Card
Cancellation

o Requirad Upload
adust your document size, you may

use the folowing tool
hitips:/iezglf comiresize

Upload a copy of the latest passport
size coloured photo in JPEG format

Applicant's -
el (Exact Size. 40 | Height. 355 | Width :
Latest Passport s Pending
300 | Dpi: 300) To adjust your View e.Document
Size Coloured BiomratRbe hb s " Upioad e e R
Phato ocument size, you may use the
Upload a copy of the applicant's
ort in JPEG format (Exact Size
it 1 1167 | Width: 85 i endir e :
Applicant's '4 | Height: 116 idth: 850 | Dipi Enp; & Fending 20/06/2017 201062017  View 6.Document
Passport 100} To adjust your document size Onginal Upioad eSS ——
you may use the following online too
hitps: ez gif comiresize
Upload a copy of the Company
Establishment Card in JPEG format
Compar e: 1024 | Height 1167 | :
pany ! g 7 Pending 8201
Estabkshment Uk 20/06/2017  View e-Document
card =
e generated Cover Sheet to
~ —_ bee |gl‘\ed to -:I"Er.lrliulhe em:reu Démioad
" nformation is comect If any changes - - ;
sl szt kel b o Generalsd  20/D5/2017  28/06/2017  View e Document
Draft Preview are required, click adit to updata tha Document

SR details and then save fo
regenerate the document
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14. After uploading the documents, click ‘Submit’ and proceed with the payment.

DMCC Live Support | @ +971 4 424 9500

Application - New employee residence permit (visa)
2019081

fes & Attachments 0]

Service Request Detail Edit | Cancel SR

Service Request Details

SRNo 2019081 - SR Menu Text  Apply for new-Employes residence parmils (i

Services
! ance Services Record Type  002-Employee residence permit (visa) Submitted Date
ted By DMCC, 20/06/2017 10:21 astModified By  DMCC, 29/06/2017 10:31
Portal Balance f+]
Status  Draft Owner  DMCC
Portal Balance 1808114 AED Parent SR Apglicant | Employee Nome
Visa Deposit Customer  DIMCC Ciose Date

Utilised

ance Membership
Number
Account Name | DMCG

Visas Used! P Company License

Visas Allowed r License Number  DMCC-33668

Ty v e
Priority Application .y
1Agree

Priority Disclaimer | hereby confirm and certify that the facis and information provided and stated below are accurate. true and complete fo the best of knowledge and
bellef, I fully understand thal the fast track service for inis application is applicable anly in fhe visa stamping stage and does nol include the issuance of
the entry permit orfand change of status, and my application will be trealed as fast track application after the submission of Ihe criginal documents over
DMCC member services counters. | fully acknowledge that the empioyment visa stamping is subject to the approval of the General Directorate of
Residency and Foraigners Affairs ~Dubai (GDRFA). | recognise that additional documentation may be requested by the GDRFA in order fo process the
empioyment visa stamping application

Emirates ID Typing Request

Apply for ‘Emirates ID Typing’ v
Request
Employee Health Insurance Details
Health Insurance Provider Health Insurance Poficy Number
Send me health insurance offes Health Insurance Expiry Date
from DMCC

15. Check the price details and click ‘Confirm’.

B Create Case 1 @ -srssaoe00 | (U 8003822

2019081 for Application - New employee residence permit (visa)

Service Request Details Back 1o Service Request

SRNo 2010081 Customer  DMCC
External Status  Draft Created Date 29001 1021
Available Account Balance : AED 18,081.14
AED :[5.875.00)will be charged

Postal Babance P SR Price items
SR e SR Price ltems Name Price Product Pricing Line Status

SRP-2 AED300000  EMP_SER_EMP_VISA_BG Employse Bank Guarantse - add Added
Visa Deposit AED
Utiised SRP-2701813 AED #4000  TYPING FOREID EID registration form Typing Added
= i SRP-2701819 AED 2,000.00 PRIORITY PROCESSING CHARGES Priority Processing - Inside UAE with Amendment Added

ceount Name
SRP-2701020 AEDASI500  EMP_SER_EMP_V Visa Amandment Charges Added
s Used/

3:::: A\E\Glideﬂ 213 SRP-2791921 AED 20.00 Knowledge Dirham Knowledge & Innovation Ditham Added

Top-up Balance

ABOUT DMCC PORTAL

The DMCC Member Portal & ol
ds, genera

DMCC Website
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16. You will receive an email notification from DMCC confirming that the application is
submitted.

17. You will receive an email notification confirming the submission of documents to
the Immigration Department Federal Authority for Identity and Citizenship (FAIC).

18. You will receive a SMS on the registered mobile number confirming the
submission of documents to Federal Authority for Identity and Citizenship (FAIC).

19. You will receive an email notification once the electronic Entry Permit isissued.

20. In case the applicant is inside the country, please confirm “amendment is required”
after the Entry Permit is issued.

Step Step No. Summary Step Name Step Status
8389815 31.0 Process Customer Signature Process Customer Signature Closed
8389341 340 I Confirm Visa Amendment by Client I Confirm Visa Amendment Awaiting Confirmation

21. Click on “awaiting confirmation” and choose “Amendment is required”
Step Transition

Status N Awaiting Confirmation [Change]

Step Notes

Rejection Reason

New Employee Residence Visa SR Manual Update Date: 11 January 2024
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B https:/fuat-dmecpoc.cs114.force.com/customer/apex/StatusLockupData?ld=a011y000000¥6Ug - Google Chrome = O X

8 https://uat-dmecpoc.cs114.force.com/customer

nex/Status

@ Lookup

Proceed to Save | Cancel

Rejection
Reason

Select Status Mame
Cancelled By Customer

Visa Amendment Not Required - Client

I . Viza Amendment Required - Client

e

[

22, If the company wishes to cancel the Entry Permit, please choose “Request Entry Permit
cancellation” to proceed with the Entry Permit cancellation Sub Process

@ Lookup

Rejection Proceed to Save | | Cancel

Reason

Select Status Name
Cancelled By Customer

Request Entry Permit Cancellation
Visa Amendment Required - Client

Viga Amendment Not Required - Client

Update Date: 11 January 2024

New Employee Residence Visa SR Manual




DMCC

23. Once the Entry Permit is canceled, the cancellation E-documents will be uploaded in
the same service requested under the download/Upload documents section.

GOVERNMENT OF DUBA

5 SR Documents Download/UpleadiReview Doc| | New SR Doc SR Documents Help (2
Action  Document Name Person Name/Corporate Name Instructions Requirement Status  Created Date Last Modified Date Preview | Download Document Latest Document Optional
. Highest Educational Upioad copy of highest educational certificate attained. We'll inform you if original attested version is 1 12 W el Check
EditIDel Genicate required.(Size less than 1MBIExact Height: 1167|Exact Width: 850IDpi: 100) Uploaded 08/12:2020 0011222020 View e-Document Documents
Cancelled Resigence Vi Upload a copy of cancelled residence Visa &/ or cancelled labour card. (Size less than 1MB| Exact Copy 12 112 e Check
Edit Del | gpou Card Cancelation Height. 1187| Exact Widih: 850 Dpi 100) Requred ~ UPloaded 0811212020 0811212020 iz eDosumen: Documenis
Applicant's Latest Passport Plsase upload a clear copy. Poor resolution documenisfimagss are not accepted by FAIC and could result - 112 " Check
Edit | Del Size Coloured Photo in retuns/delays Uploaded 08/12/2020 09/12/2020 View e-Document Documenis
Please upload a clear copy. Poor resolution documentsfimages are not accepted by FAIC and could result Copy & o o1 e Check
Edit| Del Applicants Passport n retarndelass. Coers Uploadsd 08122020 0911212020 View e-Document Sheck s
Company Estabiishment Upload a copy of the Company Establishment Card in JPEG format (Size less than 1ME| Exact Height 121 12 e Check
Edit| Del o +167] Exact idtn' 850, Dpr. 100 Uploaded  08/12/2020  09/12/2020 View e-Document e enis
Edit| D un Contract Upload the signed Company's Own Contract by both parties Copy & Uploaded 08/122020 09/12:2020 View e-Document Lheck
dit| Del = Qun Contract o 9 nany's O v both Criginal o e e = Documents
I Review the generated Cover Sheetto be e-signed to check if the entered information is correct. lfany ~ Download e- . 112 . Check
Edit| Del Gover Sheet Drat Preview changes are required, click edit to update the SR details and then Save to regenerate the document. Document  Generated 08/1222020  08/1212020 View e-Document Documents v
. . .  copy y Copy 1ar 121 W el Check
Edit| Del Electronic Entry Permit Entry permit e-copy to be uploadad by DMCC. Requreq  Uloaded 00122020 00/12:2020 View e-Document B ents
Download e- 127 112 e Check
Edit| Del E-signed Cover Sheet The E-signed Cover Sheet is uploaded here atter being e-signed Doumload " Generated 0911212020 09/12:2020 View e-Document Check e
Edit | Del E-signed Cover Sheet The E-signed Cover Sheet is uploaded here after being e-signed Copy Uploaded 00/1212020  09/1212020 View e-Document Check
it | Del E-slghad Cover Sheet o ” 959 Required o e e deneocument Doguments
Edit| Del Medical Fitness Certificate Upload a copy of the Medical Fitness Cerficate from Govemment Approved Hospital or Medical Clinic éii’u\m Uploaded 09/1212020  09/1212020 View e-Document gheck s
) Upload a copy of Emirates Identity Card or Registration form in JPEG format (Size less than 1MBI Exact
Eqit Dey SIDiLELeS Identity Card or Height: 1167| Exact Width: 850] Dpi: 100) To adjust your document size, you may use this tool Copy Uploaded  00/12/2020  09/12/2020 View e-Document Check v
Registration Form b ; Required View e-Document Documents
hitps:fiezoif.comiresize
5 Copy 125 125 N Check
Edit| Del Proof of Health Insurance Uplosd a proof of Health Insurance such as Health Insurance Card or Certficate Copy oD jaq Usloaded 031122020 09/1212020 e-Document Chack e v
Entry. Permit Electronic § . N Copy o . Check
Edit | Del Cancellation Document Entry Permit Electronic Cancellation e-copy to be uploaded by DMCC. Required Uploaded 09/12/2020 09/12/2020 Document Documents
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24. The electronic Entry Permit can be downloaded from the member portal under the
‘SR Documents’ section on the service request. Print the ‘Entry Permit’ and proceed
with the next steps.

E;l:g:wemces Priority Sarvices Lefter Generated  20/082017 201062017 View e-Document
Review the generated Cover Sheet fo
be e-signed to check if the entered )
A = S Download
uv_er w o c.urre i e Genergted  29/08/2017  29/06/2017  View e-Document
Draft Preview are required, click edi to update the — TR
SR detzils and then save to d
regenerate the document
Review the generated Employment
Employment Confract to be e-signed to check if the Diwilasd
y i e " W
e GRS W Generdled 29092017 20052017 VieweDocument
Unlimited- Dratt changes are required, click dit to TR
Preview update the SR details and then save to '
regenerate the document
il Eny porm e-copylobeuploaded by COBY e oot 29062017 | Viewe Document
Permit DMCC Required
x 5 I d 1
E-signed Cover The E-signed Cover Sheet is uploaded Cup%& Upkaded 2908017 29052017 VieweDocument
Sheet here after being e-signed Original ST T
En:‘gger?wen The E-signed Employment Contract- p
et Unlimited iz uploaded here after being P Upioaded  20/06/2017  29/06/2017  View e-Document
Contract- 1 5 Required
X e-signed by both parties.
Unlimited
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Sample of the Electronic Entry Permit:

United Arab Emirates
MINISTEY OF INTERIOR
Gemeral Direcoorate of Reddency & Foreigner: Affairs

amagall iy pell sl plalh 2l
ghlallasy,
salal o Bl Zalell 3 plull

ENTRY PERMIT MO : i 2 Al dgaa oo
Date B Place Of Issue ! el i i S
valid Ut : 3 il sl 5
U.LD. No sl gall
Miowed to Enter ULAE to: 1ol Baasall A pell Sl a1 Al g (gt et
Full Name : s plalsh Ay
Nationality * v dadnf
Mace of Birth : B TP
Date of Birth : v Xhaall =k
Pessport No : b7
Profession : \
Accompanied by Wt
wiFe : Hone Daag
(hildren : Hienz s el
Sponsor Jed

Narme : o-oa S
Mdilress - |.l-| & r ol e
Motes : t-oo : dd

Director of Residency & Foreigners Affairs

. .f 7 ¥ o
SETT430/2 . R\ E :
| | | I | - = po T
0702014311711348 s
pol Rty Jostfl g g B AN n s 8 e it o on g i i
For a"fi z‘illvl‘;';;::éjﬁ?&ﬁmﬂﬁ 3 ﬁ;'_.,:, A safer |-1:;q hBourhDed iS & saler o,

Todl frae BODSBER. wiaw. ala mlin. b

Rl ¢ O4-3139999 F BODS111
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For employees outside UAE, please follow step A to E. For employees inside
UAE, please proceed to step 27.

A. Under the ‘Steps’ section in the service request, click the step number for
‘Employee arrival intimation’.

Step Step No. Summary Step Name Step Status Name Step Note Added
3773679 401 Employee arrival Initimation Employee Arrival Intimation Awaiting EMP Arrival Client Entry User
3773680 310 Process Customer Signature Process Customer Signature Closed Client Entry User

B. Click ‘Edit’.

Step Detail

SR Details
Record Type  Employee Arrival Intimation Status  Awaiting EMP Arrival
Step Status  Awaiting EMP Arrival Service Request 2019326
Customer Name Step  DMCC Created By ~ Ahmed AlShraideh, 09/07/2017 10:29
Closed Date Last Modified By ~ Ahmed AlShraideh, 09/07/2017 10:29

Closed Date Time
LastModifiedDateTime 09/07/2017 10:29
Current Publication Stage
Account Number 120544
Is Balance Negative

Financial Year End Month

C. Mention the employee’s arrival date and then, save.

Step No.  40.1 Summary  Employee arrival Initimation
Stepld 3773679 Owner  Client Entry User

StartDate  09/07/2017 End Date

Due Date 09/07/2017 08:30 SR Step SRStep-94328

Step Transition

I Arrival Date . 00/07/2017 | [ 09/07/2017 ] I

Step Notes

Rejection Reason

4

Arrival Date  |09/07/2017 | [ 09/07/2017 |

Step Notes

Rejection Reason

)

Customer Comments.

Customer Comments

Cancel

New Employee Residence Visa SR Manual Update Date: 11 January 2024
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DMCC

D. Click ‘Change’ under ‘Step Transition’.

SR Step Details

Step No.  40.1 Summary  Employee arrival Initimation
Step Name  Employee Arrival Intimation Owner  Client Entry User
Stepld 3773679 End Date
Start Date  09/07/2017 SR Step  SRStep-94328

Due Date  09/07/2017 08:30

Step Transition
Status  Awaiting EMP Arriva Q€]
Arrival Date
Step Notes

Rejection Reason

E. Choose ‘Arrived’ and then ‘Proceed to Save’.

Request Visa Cancellafion

Intermediate

® hitps://devfull-dmccpoc.cs57.force.com/customer/apex/Statusl ockupData?ld=a010k000000xj3z - Google Chrome. [E=REE
& Secure | https://deviull-dmccpoc.cs57.force.com/customer/apex/StatusLookupData?ld =a010k000000x9z
@ Lookup
Rejecton Proceed to Save | | Cancel
Reason Uit
Select Status Name Type Rejection SR Closed [ Proceed

If the company would like to cancel the Entry Permit, then choose the option “requested
Entry Permit cancellation.

Update Date: 11 January 2024
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€ Lookup

Rejection
Reason Proceed to Save | | Cancel
Select Status Mame
Cancelled By Customer
. Regquest Entry Permit Cancellation

Visa Amendment Required - Client

Visa Amendment Mot Required - Client

Once the Entry Permit is cancelled, the cancellation E-documents will be uploaded in the same
service requested under download/upload documents section.

B

% SR Documents T T SR Documents Hep
Action  Document Name Person Name/Corporate Name Instructions Requirement Status  Created Date Last Mocified Date Preview | Download Document Latest Document Optional
Highest Educationsl Upload copy of highest sducational cettiicate attained. We'llinform you i original aitested version is - . N Check
Edit| Del ;o required (Size less than 1ME|Exact Height 1167|Exact Width: 850]Dpi. 100) Uploaded  08/1212020  09/12/2020 iew e-Document Documents
Cancelled Residence Visa | Upload a copy of cancelled residence Visa & f or cancelled labour card. (Size less than 1MB| Exact Copy . o o eckc
EditI Del | 2pou Card Cancellaion Height. 1167| Exact Widih: 850 Dpi: 100) Requred ~ UPI0Aded 081122020 0911212020 iz eDoumen Documenis
Applicant’s Latest Passport Please upload a clear copy. Poor resolution documenisfimages are not accepted by FAIC and could result . . e Check
Eqit| Dol SRICanls Lates! P et Uploaded 08/122020 08122020 View e-Document Check e
. Flease upload a clear copy. Foor resolution documentsfimages are not accepted by FAIC and could result Copy & 2 12 el Check
Edit| Del Applicants Passport n retarnydelasa Grov e Uslosded 08122020 091122020 View e-Document Eheck s
Company Estabishment Upload a copy of the Company Establishment Card in JPEG format (Size less than 1ME| Exact Height . 112 o o Check
Edit| Del oo PR S Uploaded 08/122020 08122020 View e-Document Chedk e
Edit| Del Company's Own Contract Upload the signed Company’s Own Contract by both parties. Copy & Uploaded  08/12/2020  09/12/2020 View e-Document Check
Company’s Own Contract . Original View e-Document Documents
. Review the generated Cover Sheet o be e-Signed to check I the entered Information is correct. Ifany  Download e- 127 . e Check
T Cocerthes DiafiProviey changes are required, click edit 1o update the SR details and then save 1o regenerate the document Document Cenerated 0911212020 - 0911212020 Mz eDosumen: Documents v
. y copy Y Copy . . e Check
£ait| Del Eleclronic Entry Permit Entry permit e-copy to be uploadd by DMCC. et raq | Uploaced 0122020 09/122020 View e-Document Chedk s
Edit| Del E-signed Cover Sheet The E-signed Cover Sheet s uploaded here atter being e-signed Dowmioad e Gengrateq 0811212020 0811212020 View e-Document glad
Ecstaned Cover Shest Document iz eDosumen: Documenis
Eait| el E-signed Cover Shest The E-signed Cover Shest s uploadsd here after being e-signed. Copy Uploaded 08/122020 08122020 View e-Document Led
Exsigned Cover Sheet Required View e-Document Documenis
Edit| Del Medical Fitness Certficate Uplead  capy of the Medical Finess Certfcate from Gavemment Acproved Hospial or Medical Cinie. (O Uploaded 001122020 0911212020 View e-Document Sheck s
. Upload a copy of Emirales Identity Card or Registration form in JPEG format (Sizs less than MBI Exact
Edit| De M’M Height: 1167| Exact Width: 850] Dpi: 100) To adjust your document size, you may use this tool Cony Uploaded 00/1212020  09/12/2020 View e-Document Check v
Registration Form i ; Required Documenis
ttps:fiezgi.comiresize
. . Copy . 121 o o Check
Eait| el Proof of Health Insurance Upload a proof of Health Insurance such as Health Insurance Gard or Certficate Copy oD eq Usloaded 09/1212020 0911212020 View e-Document hack v
Entry Permil Elecironic ) ony . Cony . - e Check
Edit Dol S et Elecionie Entry Permit Electronic Cancallation e-copy to be uploaded by DMCC. oD raq | Uploaced 0122020 091122020 View e-Document Chedk
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25. The HR Signatory of the company receives an email notification with the relevant
employment documentation to electronically sign them.

DMCC

FREE ZONE

Dear Abdul Faial,

This email contains the employment documentation for meenal saxena. Please review and electronically
sign the documentation in order to proceed with the employment visa.

Once you have e-signed the employment documentation, this will automatically be sent to the employee for
his / her e-signature if you have selected ‘e-signature by email’ for your employee. If you have opted for the
employee to do ‘in person signing at DMCC Counter’, please ensure you provide the employee with a copy
of his / her employment documentation before the employee comes to the counters to e-sign the
documentation.

The employment relationship between you and your employee is governed by the UAE Federal Law No. 8
of 1980 (as amended) (the Labour Law). If any future changes are made to the employment contract, you
are required to resubmit the updated version to DMCC through the service request titled ‘Employment
Contract Amendment'.

Before you proceed with e-signing, DMCC recommends that you read through the below guidelines and
FAQs to learn more about DMCC's employment matters and how to electronically sign the employment
documentation.

Once you are ready to proceed, you can review and sign the employment documentation.

DMCC Admin sent you a document to review and sign.

REVIEW DOCUMENTS

New Employee Residence Visa SR Manual Update Date: 11 January 2024
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26. Once the HR signatory has completed the e-signing, the employee receives a
notification to e-sign the same employment documentation.

DMCC

FREE ZONE

Dear meenal saxena,

Welcome to the DMCC Free Zone and congratulations on joining OLIVE GREEN STUDIOS DMCC.

This email contains your employment documentation signed by OLIVE GREEN STUDIOS DMCC and is
now ready for you to review and electronically sign in order to process your employment visa.

The employment relationship between you and your employer is governed by UAE Federal Law No. 8
of 1980 (as amended) (the Labour Law).

Your employment contract sets out the terms and conditions of your employment; so itis important that
you read through the contract carefully to ensure that you are happy with those terms. If you have any
doubts, you can contactthe employer at sachin=desaiholding.com=example.com @example.com.
Before you proceed with e-signing, DMCC recommends that you read through the below guidelines
and FAQs to find out more about the DMCC business community, employment matters and how to
electronically sign your employment documentation.

Once you are ready to proceed, you can review and sign the employment documentation.

DMCC Admin sent you a document to review and sign.

REVIEW DOCUMENTS|

27. Once both parties have signed the documents, the step status will be updated as
‘Closed’.

Step StepNo.  Summary Step Name

Step Status Name Step Note Added
3713286 30 Process Customer Signature Process Customer Signature Closed

Client Entry User

@ SR Documents Download/Upload/Review Doc

Document Name  Person Name/Corporate Name Instructions Requirement Status Created Date  Modified Date Preview / Download Documen

Upload a copy of the highest

Highee educational cerfficate attained. You
Educaona W vARC T el f oot Uploaded 29082017 20082017 Viewe-Document
Cetticale version is required.(Exact Size: 1024

Height: 1167 | Wicth: 850 | Dpi. 100)To
adjust size hitps:/lezgif com/resize

New Employee Residence Visa SR Manual
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28. Once E-signature step is closed, you will receive a notification to confirm the visa

amendment.
Step Step No. Summary Step Name Step Status
8389815 31.0 Process Customer Signature Process Customer Signature Closed
2380841 340 I Confirm Visa Amendment by Client I Confirm Visa Amendment Awaiting Confirmation

29. Click on “awaiting confirmation” and choose “Amendment is required”

Step Transition

Awaiting Confirmation [Changg]

Status

Step Notes

Rejection Reason

B httpsi/fuat-dmecpoc.cs114.force.com/customer/apex/StatusLookupData?ld=a011y000000¥6lUg - Google Chrome = O X

?ld=a011y000000Y6Uq

8 https://uat-dmecpoc.cs114.force.com/customer/apex/StatusLookupDat

€ Lookup

Rejection
Reason Proceed to Save | Cancel

Select Status Name

Cancelled By Customer

Visa Amendment Not Required - Client

I . Viza Amendment Required - Client

[
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30. You will then receive a confirmation email that the change of status isapproved and
uploaded in the system to be downloaded/print.

31. Then, you will receive a notification to update the applicant’s health insurance details.

32. Update the health insurance details under the Steps section in the servicerequest.

Step Step No. Summary Step Name Step Status Name Step Note Added
3773286 310 Process Customer Signature Process Customer Signature Closed Client Entry User
E 3773302 450 Awaiting Insurance Details Update Awaiting Insurance Details Update Awaiting Insurance Details Update Client Entry User E

&P SR Documents Downloacd/UploadiReview Doc

Document Name  Person Name/Corporate Name  Instructions Requirement Status Created Date Modified Date Preview / Download Document

Upload a copy of the highest
educational ceriificate atiained. You

Highest
Educational wall e inibmed it an ongwel atiested Uploaded  20/08/2017 20/08/2017  View e-Document
Certificate version is required.(Exact Size: 1024 | -
; Height: 1167 | Width: 850 | Dpi: 100)To
adjust size https:/fezgif.comiresize
Upload a copy of the cancelled
caried residence Visa and / or cancelled

Fosience Visd labour card. (Exact Size: 1024 | Cony
- Ui g i 100
J Labour Card Height: 1167 | Width: 850 | Dpi: 100)To Required

adjust your document size, you may

Uploaded  29/06/2017  20/06/2017  View e-Document

Cancellation
use the following tool
https:fiezgif comiresize
Upload a copy of the latest passport
S size coloured pheto in JPEG format
Applicant's : : -
Latest Passport (Exact Size: 40 | Height 355 | Width:
Size_Cc\uured 300 | Dpi: 300) To adjust your Uploaded  29/08/2017 29/06/2017  View e-Document
T document size, you may use the
following online tool
hitps:fiezgif. com/resize
Upload a capy of the applicant's
passportin JPEG format (Exact Size:
Applicant's 1024 | Height: 1167 | \Widtn: 850 | Dpi. ~ Copy & =
o [Helohy: 1157, Z Lo p‘¥ Uploaded ~ 29/06/2017  29/06/2017  View e-Document
Passport 100} To adjust your document size, Original
Return back to Parent Add Misc. Doc
Documents to be Uploaded
Action Name Person Name/Corporate Name Instructions Capy | Original Original Verified Status DMCC Comments Customer Comments Last Modified Date:
Company Establishment Card Upload a copy of the Company Establishment Card in JPEG 10r\nal (Size \fsss than 1MB Exact Height: 1167| Exact Width: 850] Dpi: 100) To Uploaded 16/02/2020
adjust your document size, you may use this online tool https:/fezgif.com/resize 0851
Ereview Applicant's Passport Upload a copy of the applicant's passport in JFEG format (S‘\ze Ir.ess Ihﬂ.n 1MB | Exact Height: 1167 | Exact Width: 850 | Dpi: 100) To adjust your Copy & Uploaded 16/02/2020
document size, you may use the following online tool https:/lezgif.com/resize Original 0852
. Upload copy of highest educational certificate attained. We'll inform you if original attested version is required.(Size less than 1MB|Exact 161022020
Frevies Highest Educational Certiicate Height: 1167|Exact Width: 350|Dpi 100) To atjust size, use https:/lezgif.comiresize Uploaded 0352
Applicant's Latest Passport Size Upload a copy of the latest passport size coloured photo in JPEG format (Exact Size: 40 | Height: 355 | Width: 300 | Dpi: 300) To adjust your Uploaded 16/02/2020
Coloured Photo document size, you may use the following online tool htips:/iezgif.com/resize 0852
e . . Copy 16/02/2020
Preview Electronic Entry Permit Entry permit e-copy to be uploaded by DMCC. Roquired Uploaded o
E-signed Cover Sheet The E-signed Cover Sheet is uploaded here after being e-signed. Copy Uploaded 1610212020
Required 11:05
review Visa Amendment E-Document Visa Amendment E-Document Copy. Uploaded 1610272020
Required 1244
Medical Form - typed by DMCC 1610212020
DNRD typing team Medical Form - typed by DMCC DNRD typing team Uploaded 248
Ereview Emirates Identity Card Upload a copy of the Emirates Identity Card or Registration form in JPEG format (Size less than 1MB | Exact Height: 1167 | Exact Width: 850 | Uploaded 16/02/2020
- registration form Dpi: 100) To adjust your document size, you may use the following tool https:/ezgi 1248
Freview Medical Fitness Certificate Upload a copy of the Medical Fitness Certificate from Government Approved Hospital or Medical Clinic. ;g:i‘m g Uploaded j‘;"gi"mo
Proof of Health Insurance Upload a proof of Health Insurance such as Health Insurance Card or Certificate Copy. ;g:i\led Uploaded gxg?‘zuzo
Fraview Company's Own Contract Upload the signed Company’s Own Contract by both parties. g‘;m‘:‘ Uploaded 12"2?‘2”20
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33. Click ‘Edit’ and enter the mandatory details.

Step History [2]

Step Detail Download/Upload/Review Doc

Customer Name Step
Service Request

Airway Bill No

Closed Date

Closed Date Time
LastModifiedDateTime
Applicant Email

Current Publication Stage
Account Number

Is Balance Negative
Financial Year End Month

Record Type

Step No.
Step Name
Start Date

Due Date

DMcC
2019082

28/06/2017 11:56
iohn.smith@xyz.com

129544

Health Insurance Details [Change!

450
Awaiting Insurance Details Update

29/08/2017

Applicant Mobile
Created By

Last Modified By
Step Template
Status

Sys Step Loop No

SR Step Details

SR Step
Summary
Owner
End Date

Stepld

AT 1000000

Ahmed AlShraideh, 29/06/2017 11.56
Ahmed AlShraideh, 29/06/2017 11:56
Awaiting Insurance Details Update
Awaiting Insurance Details Update

45.0_2

SRStep-94332
Awaiting Insurance Details Update

Client Entry User

3773302

Applicant Health Insurance Details

Health Insurance Provider Health Insurance Membership
Number

Health Insurance Expiry Date

Status  Awaiting Insurance Details Update [Change]

Health Insurance Policy Number

34. Enter the details and click ‘Change’.

SR Step Details

StepNo. 450 SR Step  SRStep-94332

Step Name  Awaiting Insurance Detail Update Summary  Awaiing Insurance Details Update
StartDate  29/06/2017 Ovwner ~ Client Entry User

Due Date End Date

Stepld 3773302

Applicant Health Insurance Details

Health Insurance Provider ~ Abu Dhabi National Insurance Company INS017 Health Insurance Membership 00000
Number

Health Insurance Expiry Date ~ 20/06/2017

Status  Awatting Insurance Details Updatef[Change

Health Insurance Policy Number 00000

Step Notes

Rejection Reason

Customer Comments

Update Date: 11 January 2024
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35. Click ‘Insurance Details Updated’ and ‘Proceed to Save’.

® hitps://deviull-dmeepoc.cs57 force.com/customer/apex/StatusLookupData?ld=a010k000000xA1g - Google Chrome [ B
& Secure | https://devfull-dmccpoc.cs57.force.com/customer/apex/StatuslookupData?ld =a010k000000xA1lg
| @ Lookup
Rejection
Reason
Select  Status Name Type Rejection SR Closed Statug | Procesd |
| . Insurance Details Updated End

36. You will receive an email notification if the Emirates ID typing service from DMCC
was selected.

37. You will receive an email notification after the Emirates ID typing is done if
the medical fitness test request from DMCC was selected.

New Employee Residence Visa SR Manual Update Date: 11 January 2024
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38. You will receive an email notification once the Emirates ID registration form typing is
done.

39. Under the service request ‘SR Documents’, click ‘View E-Document’ to view the
Emirates ID registration form and medical request form.

Employment Contract o be e-signed to check if the

R Daownload

Lol S omaa e AN Generated  20/062017  20/06/2017  View e-Document
Unlimited- Draft changes are required, click edit to Do
Preview update the SR details and then save to -

regenerate the document.
g ENY permi &-copy (oD Up0aded Dy SO oageq  Ju0gm017 29062017 Viewe Document
Permit Dmcc. Required
- -5i i y
E-signed Cover The E-signed Cover Sheet is uploaded  Copy & Uploaded 20082017 29062017 Viewe-Document
Sheet here after being e-signed. COriginal e
E-signed |

The E-signed Employment Contract-
Employment d Py Copy

Unlimited is uploaded here after bein
Skt e-si nedb‘bgth arties y Henlre
Unlimted LR

Uploaded ~ 20/08/2017  29/06/2017  View e-Document

Medical Fiess Upload a copy of the Medical Fitness Coy Pending

Certificate from Government Approved 29/06/2017  29/06/2017  View e-Document

g Hospital or Medical Clinic. Hogins) e
. Upload a proof of Health Insurance
FROLO el such as Health Insurance Card or cory Felig 20/0672017  29/06/2017  View e-Document
[nsurance i Required  Upload
Ceriificate Copy.
Upload a copy of the Emirates Identity
2 Card or Registration form in JPEG
Emirates .
Identty Card format (Size less than 1MB | Exact Cony
i Height: 1167 | Exact Width: 80 | Dpi Uploaded ~ 20/06/2017  20/0612017
registration % : Required
S 100) To adjust your document size,

you may use the following tool
https:/lezgi
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DMCC

40. Take a copy of the medical request form and approach any of the approved medical
centres to complete your medical test.

E-signed Non- The E-signed Non-competition Cony
Edit competiion Undertaking is uploaded here after Remlliired Uploaded 3282017 7122017 View e-Document
Undertaking being e-signed by both parties. 1
. E-sioned Cover The E-signed Cover Shest is Download e- P y —
Ed Sheet nloaded here ater bing esined. Document Generated 3282017 722017 Vigw e-Document
. E-signed Cover The E-signed Cover Sheet is Copy & oy ny "
Edit Shest Uploaded here e eing esigned. Orignal Uploaded 32872017 71212017 Vigw e-Document
E-signed The E-signed Employment Download e-
Edit  Emplayment Contract-Limited is uploaded here Dn&nﬂent Generated 3282017 7122017 View e-Document
Contract imited after being e-signed by bath parties.
E-signed The E-signed Employment Cah
Edit  Employment Contract-Limifed is uploaded here Orim;na\ Uploaded 3282017 7122017 View e-Document
Contract-Limited after being e-signed by bath parties. 0
Upload a copy of the Medical Form
in JPEG format (Exact Size: 1024
.y Height: 1167 | Width: 850  Dpi. 100) Y oy —
Edt Medcal Forn To adjust your document size, you Uploated ARZ0NT 720017 View e Document
may use the fallowing online toal
httne:llaznif rmiracize

41. 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 and medical fitness certificate.

Upload a copy of the applicant's passport in
Applicant's JPEG format (Exact Size: 1024 | Height: 1167 | Copy & S
Preview Width: 850 | Dpi: 100) To adjust your Uploaded 2T
Passport : 2 Original 11:08
document size, you may use the following 2
online tool hitps:/iezgif.comiresize
Upload a copy of the Company Establishment
Company Card in JPEG format (Exact Size: 1024 | -
Preview Establishment Height: 1167 | Width: €50 | Dpi: 100) To adjust Uploaded VA
Card your document size, you may use the 107
following online tool hitps://ezgif.comiresize
Previaw Signed Offer Upload a copy of the signed Offer Letterby ~ Copy & Uploaded 2010812017
Letter both parties. Original 107
Electronic Entry i Copy 20/08/2017
Preview Entry permit e-copy to be uploaded by DMCC. Uploaded
Permit 22 B 3 4 Required g 11:26
Preview E-signed Cover The E-s!gned Cover Sheetis uploaded here  Copy & Uploaded 20/06/2017
Sheet after being e-signed. Original 11:44
E:g[:e;em The E-signed Employment Contract-Unlimited Co e,
Preview o is uploaded here after being e-signed by both "> Uploaded 20T
Contract- e Required 11:44
Unlimited i
= Upload a copy of the Medical Fitness 5
Medical Fitness Col Pendin B
Upload i Certificate from Government Approved Repzi[e i e dg S
Hospital or Medical Clinic. E 4 11:56
Upload Proof of Health Upload a proof of Health Insurance suchas ~ Copy Pending 29/06/2017
e Insurance Health Insurance Card or Certificate Copy.  Required Upload 11:56
Upload a copy of the Emirates Identity Card
Emirates Idenfity or Registration form in JPEG format ( Size less B
Preview Card registration than 1MB | Exact Height: 1167 | Exact Width: Required Uploaded 29‘?”"0"
form 850 | Dpi: 100) To adjust your document size, 111
you may use the following tool https:/iezgi

New Employee Residence Visa SR Manual
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Sample of the Medical fithess Request:

s Medical Fitness Applicati s P
GOVERNMENT OF DUEA) E Ica I nESS pp Ica IDn D‘Lf‘.ﬂ-‘hF.’n.T‘.’i.l"‘l:ﬁ-!T'f
APPLICATION ID
Date: 2310172020 15:49 T
Mame o
Request Type Il 4
Urgency Type Mew Visa — Urgent (24 hrs) ]
Monfical Comter Jumeira Lake Towers (JLT) e
Passpart Mo il Jg
Emirates 1D I ) Rl
E-mail e P
Sponsor Name Lath ..

. AR

2010720118843

Entry Parmit No.

* Kindly note the Agplication 1D for any enguines aboul your request.
* Kindly nobe that fee Typing Cenire Fes is only 50 AED.
* Kindly note that e apphcakion is Valid for 3 Months from e above Date.

The following are required by DHA upon processing your request:

1. Original Passport or EID Card (Mandatory) [t 1) Rapgd Ay § L) i) D 1
2. Residence Permit Copy Aalf) S B e o Jpitll B el F B gea 2

For S5tatus Inquiry, Kindly visit hitps://salem.dha.gov.ae
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GOVERNMENT OF DUBAI

Sample of the Emirates ID Registration Form:

e 2k e &y la il 4“——:--'; ]
SLIRATTTED N a2
FE REGISTRATION FORM

I E— Y EMIRATES L
kel A ARPLICATICN WUMABER IDENTITY
TRANLSCTION N ml 2011 uz ﬂg u R

O----oO----0 ;
m ! T spoory il oo chins | atbill
(u] O e lacillF 8 #n W 8 Sl il ol
R Ny _ﬁ.-_.-_g.i.-u.llmu.._,qa_ii_._l o
Yo will be contacted in case of reculred modfication and orce your
card b ready for delivery. Meaus make sure this informution b sccurate

s Ml
ML

1l a8l pegl
GLRDER AATE GF BN TH
At gl sl g iy
CHINED NUMELE FASLPONT LRI

LTS
Famwiy Boou Ne

e S my F il pl,
ity Mumbar | Farndy 1d

NEXT STEP

Caplure your bometrics at one of cur service points

B appoirdment with all details will be send bo you Thraugh an
385 o mobite rumber 05042 15559 In case youl do nal ieceke
) SAAS T weeles Troen subsmitning yesur application please el
2 IATEDN

IMPORTANT NOTES

®or infnmation oa reg asering for Emerates 10 card cal (433 76000

The legad byperg fee ol this applcation is AED 10 only where e typoag
cenore s legally boond 10 1his amounl. W you Rae Been over charged or
dive Y COTRITHETRS O Lhed Ty g Caiire pease call 042376000

The D card has bo be pierced defing the filling of the application

aetdl sherdd b hanuded Back po e dong

awil b hanged

a3 typing oo il you proceed to a differest typing conire than the one

wihp |48 dubm.

o tha spplcation
| Muase revice the application tyes hightghied on 1op of tha appication

Fou =

w he reguested 1n complete the requined lee by payeg any
differcroe betereen L previousty pakd amouns and the reguained fer

Thie appied cand valdity will ke reviewed ard oould be changed while
SPOCERENE Your apphoaton

i nson VSR VIR L R 1

04 2376000 L;J L mirabetid. s

vpEng centre rame], [Eminte|, |Ciry]

Gl Jarmary 2001, 0234 P61

AUTHORITY

1D CARDY RENEWAL

Apphoary i speling fad feddensy
ramw | rprwrw | igoassnbip tramiied
AT G P o e
Ermirate lerkity Agtboe Ry (10 cird
1o bt sereweed HMOT salabie

gl oSl 4 s
il W L ol k) adall
i s s A Gl
PEE L WP P TAET LT S
Baipind ol gl Al ) ioppp.d!
i k]

s pedd slgail ey
PATERONT DOY DATL

R | [ e
Bl el ) Rl Bl iShia ool il e

ik e b and s Afles; Jil= o bl scse oM | i e
ot panbie sl S 8llee W a0l pun s ad Q504215559 ob,
2376000 (ol a3 ol M il s fra L

asld wlbelils
D2 P00, e S s gl bt Lol Abalas o Aot
s B by e B Lo 1 gt ] 30 el o Sl Sl g

gl ALl ALl e iy Al it Bl peimd Lo sy
TP e At s el

il ple dhoe s o5 2o S o

lamciaa sl ddas ool Aol able il g g

# i 8 ] At o sl ne g dins Ll dle el dopall Rih,
8 T

bl | o Lptlgad by Sepaell o) Aas o 4510
LT WS Y FTSTO SEreRTo BR1 FU FTSS | NCE O T |

saallball Bimi Wlom o iV pdiia B il s ldnll pp chiosend d5linll
sadlnfl don pif o1l AW ifel 0 i dille ool

HEE Daopel g biell salind fu Smen o 5520 el

e e Sl 0 gl s 8 i o laf iyl s i
kbl applinad okl Lislos @ abank

ST SIS O PR 151 RPPPUPRRRT S Ve T T T | TR e
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s DMCC

GOVERNMENT OF DUBAI

42. Once the E- residence visa is uploaded you can download it in the portal and the
application status will be closed as shown.

& st Application - New employee residence permit [visa) Pretable View
e, 2019082
Senice Reguest -
Service Request Detail Cancel SR
Service Request Details
TVices SRNo 2019087 SAMenuText  Apply for new-Fmplayee residence pemits (visajVisa

Services

ate  2N06D01T

DG2-Employes resid

Wm0 1243

Postal Balance s s -
s d ey 3
VortsBatance  15EE1M AED bean cobactad
Parent SR Applicant | Employee Name  John Smith
Visa Depesit e
\ilised -8 AED Costomer  DMCC

Healt Insurance Membership
AccountMome  DMCC Humibes

Wisas Used R .
Visas Allowed Company | icense

License Number  DMACC- 3365

Priority Apphzation | o
lagee
Priority Disclaimar | herely confirm and ceriify |

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

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

SUPPONT ) MEMSER PORTAL ¥

DMCC P2oEN9p2-100p L VR T Cichnsin

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 Number *

SEARCH
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