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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 
 

• DMCC Company Regulation. 
 

• Free Zone Rules & Regulation. 
 

• 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. 

• 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. 

• If 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. 

• Entry Permit is valid for 60 days, cannot be renewed, and must be canceled once expired. 

• 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. 

https://www.dmcc.ae/download_file/1335/
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• All applications will be subject to Dubai’s Federal Authority for Identity and Citizenship 
(FAIC) rules & regulations. 

• 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. 

• 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. 

• 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. 

• 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) 

http://www.isahd.ae/Home/PermittedInsuerers
https://www.dmcc.ae/download_file/1320/0
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The DMCC Member Portal Walkthrough for New Employee Residence Visa: 
 
 

1. Complete the application form to apply for ‘Employment Services - Visa services - 
Employee Residence Permits (Visa) - Apply for New’ on the DMCC portal. 

 

2. Fill in company’s valid licence number. 
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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) 

 
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) 

 

 
 

https://dmccsf.my.salesforce.com/sfc/p/b0000000aAZR/a/5F000000kEZv/thhPbszfLmvc5aelrgT6Kv91.aEmrIpmfm3Mkb12UV8
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5. Fill in the ‘Employee Passport Details’. Kindly make sure that all details are 
accurate and matches the passport. 

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

 



New Employee Residence Visa SR Manual 
 

Update Date: 11 January 2024 

 

 

 
7. 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. 

 

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

 
 

10. Please select residence visa validity. 

 
 
 

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

 

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

 
 
 

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

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

 
 

 
 

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

 
 
 
 
 



New Employee Residence Visa SR Manual 
 

Update Date: 11 January 2024 

 

 

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. 
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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. 
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Sample of the Electronic Entry Permit: 
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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’. 

 

B. Click ‘Edit’. 

 

C. Mention the employee’s arrival date and then, save. 
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D. Click ‘Change’ under ‘Step Transition’. 
 

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

 

 
 
 

If the company would like to cancel the Entry Permit, then choose the option “requested 
Entry Permit cancellation.  
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Once the Entry Permit is cancelled, the cancellation E-documents will be uploaded in the same 
service requested under download/upload documents section. 
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25. The HR Signatory of the company receives an email notification with the relevant 
employment documentation to electronically sign them. 
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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. 

 

 

27. Once both parties have signed the documents, the step status will be updated as 
‘Closed’. 
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28. Once E-signature step is closed, you will receive a notification to confirm the visa 

amendment. 
 

 
 

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

 
 



New Employee Residence Visa SR Manual 
 

Update Date: 11 January 2024 

 

 

 
30. You will then receive a confirmation email that the change of status is approved 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 service request. 
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33. Click ‘Edit’ and enter the mandatory details. 

 
34. Enter the details and click ‘Change’. 
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35. Click ‘Insurance Details Updated’ and ‘Proceed to Save’. 
 

 
 
 
 

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. 
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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. 
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40. Take a copy of the medical request form and approach any of the approved medical 

centres to complete your medical test. 
 

 
 

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. 
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Sample of the Medical fitness Request: 
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Sample of the Emirates ID Registration Form: 
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42. Once the E- residence visa is uploaded you can download it in the portal and the 
application status will be closed as shown. 

 

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. 

 

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

