
 

 

STEP BY STEP GUIDE 
 

 

Guideline Application - Stamp an existing residence permit (visa) in a replacement or 

new passport 

 
 

Version/Date Version 1, 18th  June 2014 

 
 

Who should use this guide Any employer who wants to get existing residence permit (visa) stamped in a 

replacement or new passport for an employee in the DMCC Free Zone 

 
 

Purpose of this guide To provide a detailed step by step guide for anyone wishing to get existing 

residence permit (visa) stamped in a replacement or new passport for an 

employee on the DMCC member portal. 

 

Steps  

Complete the 
application details on 

DMCC portal 

 

 
Receive new visa 
through aramex 

 
 
 

 

Provide required 
documents and make 

full payment 

Receive confirmation 
from DMCC and DNRD 

at various stages 

 
 
 

Before you begin The DMCC application for existing residence permit (visa) stamped in a 

replacement or new passport for an employee is online. At any point if you have 

issue, there are many consultants that can assist you with this process. Call us 

on 800 DMCC if you would like more information. 

 
 

 
There will be a number of documents that you will need to upload on the DMCC 

portal. Review our Applications Guidelines at www.dmcc.ae under Free Zone, 

Applications Guidelines to familiarise yourself with our requirements. 

 
 

 
You may wish to save scanned copies of documents on your computer before you 

begin. Note: the maximum file size per file is 10MB. 

 
 

 
If you don’t have certain information, don’t worry, you will be able to Save your 

request and return later to complete. 

 
 

http://www.dmcc.ae/
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LOGIN and get started 

 
Open the following link 

www.portal.dmcc.ae 

 

Once you see this screen, 

type in your user name  and 

password to login and get 

started 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

On logging in you will see 

the Services Dashboard. 

 
 

 
Click on “Employment 

services” 

http://www.portal.dmcc.ae/
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Then select  “Visa 

Services” to expand the 

category and then 

“Employment residence 

permits(visa)” section 

 

 

 
Click on “Stamp existing in 

replacement or new 

passport” 

You will be directed to the 

“Stamp an existing 

residence permit (visa) in  a 

replacement or new 

passport” application form. 

 

 

 
A “WalkMe” pop-up will 

appear to guide you. This 

pop-up will guide you step- 

by-step through the 

application. It can be 

turned off at any time. 

 

 

 
Tip: You can close the 

Company Overview by 

clicking the left hand 

arrows. This will give you 

full screen view. 
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Fill out all the  information. 

Anything marked with a red 

line is mandatory to fill 

out. 

 

You will need the 

employee’s CEC number to 

fill out this section. Click 

the magnifying glass on  the 

right 

On clicking the magnifying 

glass, a lookup will pop up 

 

In the search field enter 

“doc*”, or if you know the 

document number please 

enter it and click “Go” 

 

The search will generate 

results based on your 

criteria. 

 

Choose your document 

 
You will be re-directed to 

the application form and 

the document number will 

be populated. 

 

Please check your 

correspondence     details. 

Update if you wish to and            

click “save” 
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Required Documents and 

Editing Information 

The page will refresh with 

all the information 

available on the system 

regarding your employee. 

 

At this point review all the 

information carefully. 

 

If you need to make 

changes, please double 

click the filled in section 

(example marked) and re 

fill. 

 

Click save once done. 

 
You will now need to 

upload all the required 

documents. These will be 

listed further down the 

page. 

 

You will need to scroll 

down and find them in the 

section called “SR 

Documents”.  

Click on 

“Download/Upload/Review 

Doc” next to SR  Documents 

The page will update as 

shown. 

 

 

 
To upload the documents, 

click on Upload. 
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The page will appear as 

below. 

Click on “Browse” and 

select the relevant 

document. Then click on 

“Open”. The document will 

upload. Click on Save. 

Repeat this step for all 

documents required to 

upload. 

 

All uploaded documents 

can be reviewed and 

replaced if necessary. 

 

Once all required 

documents are uploaded, 

click on “Return back to 

SR”. 

Click on “Submit” 

Complete payment 
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This screen will appear. 

 
A payment of AED 460 is 

required to continue with the 

application. 

 

If you have balance in your 

account, you can go ahead 

and click ‘confirm’. 

 

In case there is no balance, 

you will need to top up your 

portal balance and return 

back to the request to 

proceed on 

 

The payment is made via 

credit card into the 

company’s portal account. 

An e-mail and a text message 

will be sent confirming your 

request. 

 

A Request number will be 

automatically generated and 

included in both the text 

message and email. 

 

 

 
Once you application is 

approved, you will receive an 

email a text message with  the 

status of  your application. 

 

Congratulations on filling out the visa form. We wish you great success, and look forward to serving 

you well. 


