STEP BY STEP GUIDE

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

Who should use this guide Any employer who wants to get existing residence permit (visa) stamped ina
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 foran
employee on the DMCC member portal.

Steps
Comp lete thg Receive new visa
application details on throush aramex
DMCC portal s
Provide required Receive confirmation
documents and make from DMCC and DNRD
full payment at various stages
~Before you begin The DMCC application for existing residence permit (visa) stampedina

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.
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LOGIN and get started

link

Open the following
www.portal.dmcc.ae

DMCC

all Centre: +971 44249600

Once you see this screen, Login to Portal

Welcome to DMCC Portal

Username

type in your user name and
password to login and get

&.g username@dmccportal. ae

The online home of DMCC senvices enables you to manage all your company's free zone affairs from your own computer. Through the Portal, you can do just about everything
you need to ensure your company complies with the Free Zone's business rules and regulations and manage your own company needs at the same time. The Portal will allow
you to download official forms and walk you through processes like applying for a new employee's Residence Permit all the while providing full-ime support from the DMCC

Senvice Centre
Password

started

Forgot your password?
Having problem logging in?

‘h\‘

Aquick tour Setting up a new company
May 01,2014 Video May 01,2014
T

»
~ W
Renewing your icense DHCC e-document verification

May 01,2014

Video

May 01,2014

On logging in you will see
the Services Dashboard.

Roiw n

Setting up the portal

™
3
T e
o RNE

Applying for an employment visa

Video

May 01,2014 Video

Services Dashboard

Services

Click

on “Employment

services”

Company Overview ©
Salnce

p) 3

Company Services

32712500 o

Employment Services

Service Requests

Enter amount to top-up your balance:

Top-up Basncs Pending Actions

Saved Requests

E

Recent Requests

) Need help? -
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http://www.portal.dmcc.ae/

Then  select “Visa
Services” to expand the
category and then
“Employment  residence
permits(visa)” section

Click on “Stamp existing in
replacement or new
passport”

DMCC

LR Cases  Service Requests  CompanyInfo  Report Requests

Services Dashboard

Employment Senvices

Company Senvices
Card andAccess Services Official Communications \isa Senvices

Compliance Senvices
» identity cards » Letters and certificates (Arabic) » Transfers

» Access approvals » Letters and certificates » Absconder notification

» Employment cards » Approvals and NOCs » Business visitor visas

» Approvals and NOCs (Arabic) ~ Employee residence permits (visa)

Company Overview ©
For ce [2327.14500 A O

t

» Entry permits

your balance

420

Top-up Baancs

attps://www.dmcc.ae

) Need help? -

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.

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

Click Here to View Application Guidelines

Service Request Edit Save | | Save & New | |Cancel

Service Request Details - Information Only *= Required Information

Record Type  008-Employee residence permit (visa) in new Submitted Date

passport (replacement or new)
Parent SR Owner  kiran

I KUDOS JEWELS DMCC

Customer

Applicant / Employee Hame

Document Details(CEC) - Information Only

Document Type  CEC Number Document # (Lookup) I Qi

Document Issue Date

Document Picture Change
Required

Applicant Personal Details - Please Confirm/Update

Document Expiry Date
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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

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

Click Here to View Application Guidelines

Service Request Edit Save | | Save & Newr| |Cancel
Service Request Details - Information Only *= Required Information
Record Type 008-Employee residence permit (visa) in new Submitted Date
passport (replacement or new)
Parent SR Owner  kiran
Customer

I KUDOS JEWELS DMCC

Applicant/ Employee Hame

Document Details(CEC) - Information Only

DocumentType  CEC Number Document # {Lookup) | i
Document Issue Date Document Expiry Date
Document Picture Change
Required

Applicant Personal Details - Please Confirm/Update

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”

¥ Search ~ customer - Google Chrome = = “
& https://uat-dmccpoc.cs5.force.com/customer/_ui/common/data/LookupPage?lkfm=editPage
@ Lookup

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

doc? | | et

Search ® Name ' AllFields

< Clear Search Results

Search Results

/¥ Document Details [1] show Filters

Document# Document Type Document Status Passport Name Account PassportHo. Nationality Card Number Em)

DoC- KUDOS CEC m
00071491 CEC Number  Active JAGABANDHU JEWELS F1585448 India Number- DL
I— pwec 00071491

Correspondence Details - Please confirm/update

Ematt | kiran Knan@nsiguif com Send SMSToMoble | 971567598729

Save || Save & New | Cancel
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Required Documents and
Editing Information

The page wi I refresh W'lth Applicant Arabic Details - Please Enter (Optional)
Last Name (Arabic) Middle Name (Arabic)
all the -Informat-lon First Hame (Arabic) Mother name (Arabic)
Name as per Passport (Arabic) Place of birth (Arabic)

available on the system

Applicant Passport Details - Please Enter

regarding your employee. Passport Type
PassportNo.  F1585448 Nationality / Country  India
Name (as per passport)  JAGABANDHU Country of Birth
. . . Place of Birth Date of Birth 221121966
At this po1 nt review all the Passportissue Date  09/0212005 Passport Expiry Date  08/0212015
. . Country ofIssue _India Place of Issue  THANE
information carefully. Appiiants Mobile o | +971557895725 Appicant's Email 10
Applicant Address Details - Please Enter
Permanent (Native) Address 1 DOMJUR BARAUIPARA U.AE. Address
If YOU need to make Permanent (Native) Address 2 DOMJUR HOWRAH ULAF Addvese?
Permanent (lNative) City U.AE. Address City
changes, please double
Cl_ick the f_i lled _in Section Permanent (Native) POBofooslacngulg U.A.E. Address PO Box
(example marked) and re
fill DMCC Comments - For Your Information
° DMCC Comments Rejection Reason
Click save once done. s (cageel
YOU W]ll now need to SR Documents Download/Upload/Review Doc;
upload all the requi red Action Document Name Instructions Requirement  Original Verified Status Created Date Preview / Download Document
Company Employment Card |, Copy & Pending
. : pioad a copy of the Company Employment Card. Original wil b required ‘ 14/12/2015  Upload Document
documents. These will be e original Upload
l d h d h Latest Passport Size Photes P03 @ Copy of the latest passport size colour photo (JPEG). 2 originals wil Pending 147122015 Upload Document
7 Latest Passporl SRe PROIOS e required Upload g
isted further down the = v
Old /Lost Passport Copy Upload a copy of old/iost passport. Pending 14/12/2015  Upload Document
page Upload
* Upload a copy of the applicant's passport and visa page. Original passport will Copy & Pending
Passport Copy b required Ornal Unlosd 14/12/2015  Upload Document
You will need to scroll
down and find them in the
1 “
section called SR
”
Documents”.
Click on
« D l d / U l d / R . SR Documents Download/Upload/Review Doc|
owntloa oa eview
p Action Document Name Instructions Requirement  Original Verified Status Created Date Preview / Download Document
”
Doc” next to SR Documents Fgg‘c an Emplovment Card 154 a copy of the Company Employment Card. Original will be required gfm:}\ E:r‘\:;;g 1411212015 Upload Document
Upload a copy of the latest passport size colour photo (JPEG). 2 eriginals wil Pending
Latest Passport Size Photes Py &5 Upload 14/12/2015  Upload Document
Old /Lost Passport Copy Upload a copy of okdilost passport. E:"‘fd‘gg 14/12/2015  Upload Document
Upload a copy of the applicant's passport and visa page. Criginal passport will Copy & Pending
Passpor Copy b required Ormal Unlosd 14/12/2015  Upload Document

The page will update as

Retum back to SR

shown.
Documents to be Uploaded
Action Name Instructions Copy / Original Original Verified Status DMCC Internal Comments DMCC Comments Customer Comments Last Modified Date
Upload a copy o the applicants passport
Upload PassporiCopy and visa page. Original passportwill be S0Py & Pending 14nziots
Original Upload 1244
required
Old fLost Passport Pending 141212015
Upload Upload a copy of oldfost passport
To upload the documents, Uploaa 1244
Company
: Upload a copy of the Company Employment Copy & Pending 14122015
click on Upload Upload FTAPOYMENLCAM arg. Original will be required Original Upload 12.44
Upload a copy of the latest passport size
Latest Passport @ lates Pending 141212015
Upload et Pas colour photo (JPEG). 2 originals will be Dol e

required
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The page will appear as
below.

Upload Required Document

Fetoupload | Bowse
Document Name 05 SDHIS KYC Document & CV

Customes Comments

Sawve  Cancel

Click on “Browse” and
select the relevant
document. Then click on
“Open”. The document will
upload. Click on Save.

Upload Required Document

Filetoupload | D:\UsersiSally. DicksoniDi [ Browse... ]
Document Name 05 SDNIS KYC Document & £V

Customer Comments B

save| [cancel

Repeat this step for all

Return back to SR

documents requ"—ed to Documents to be Uploaded
Action Name Instructions Copy / Original Original Verified Status DMCC Internal C its DMCC Cr its Customer Ci ts Last Modified Date
upload. Upload a copy of the applicants passport ¢ Fending 141272015
Upload Passport Copy [aEn;u\I?Z: page. Original passport will be Onginal Upload 1248
All  uploaded documents Uplosd DI LostPESSPOT iz copy o isicstpassport pendng wnznois
i Company Upload & copy ofthe Company Employment Copy & Pending 1411212015
can be reviewed and Upload F&pc‘f“mg"‘card Card. Original will be required Original Upload 12:44
replaced if necessary. Uploa  copy e tast pacsport e
Upload ;fésﬁlﬁ:&?““ f:;iﬁ{:;%mo (JPEG). 2 originals will be BE’\‘:;? 1;;143/2015
Once all required
documents are uploaded,
3 [y
click on “Return back to
SR!’
3 “ i+
Click on “Submit
Application - Stamp an existing residence permit (visa) in a replacement or new printable View
passport
« Back to List: Service Requests
SR Price ttems (Service Reguest) [1] Notes & Attachments [01 Service Reguest History [1]

Complete payment

Service Request Detail Edit || Submit| | Cancel SR
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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.

Service Request

0549443 for Application - Stamp an existing residence permit (visa) in a replacement or new

passport
Service Request Details Confirm | | Back to Service Request
SRHNo 0549443 Customer KUDOS JEWELS DMCC
External Status ~ Draft Created Date  18/06/2014 11:10

Available Account Balance : AED 2,602,215.00

AED : 480.00 will be charged

SR Price Items

SR Price ltems Hame  Price Product Pricing Line Status
SRP-95088 AED 460.00 EMP SER RP TRANS PASS Emplovee Residence Permit (Visa) In a Mew Passport (Replacement Or Mew) Added

Dear Member

We have received the following request: Application - Stamp an existing residence
permit (visa) in a replacement or new passport.

Your request number is 0549443

You will be updated soon with the progress.

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

you well.
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