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1 Introduction

1.1 Registration with Dubai Customs

All companies that wish to declare Customs declarations for themselves or their clients for the
import, export or transshipment of goods or handling of the same in Dubai are required to be
registered with Dubai Customs.

Dubai Customs now provides complete registration services online. The companies intending to get
registered with Dubai Customs; need to apply online and receive the approval electronically after
review of application and payment collection by the Customs authorities.

This document covers detailed steps to register different types of requests for any
change/modification in registered and approved company details such as change in
user/facility/company address, new company associations etc

1.2 Document Organization

This document is organized into 2 chapters/sections.

e About User Interface: This chapter explains commonly used buttons and link during the
registration process.

e Next chapters explain the steps to use different types of requests (Amend Business Profile,

New/Amend Facility, New/Amen User, Manage Services, Change Authorized Person, New
Association, Remove Association, Renew Business Code)

1.3 Reference Documents

S NO DOCUMENT LOCATION

1 NA NA

1.4 Abbreviations and Synonyms

Client Registered and Approved Company

Users Registered or Unregistered User

CR Officer Client Registration Officer

Sr. CR Officer Senior Client Registration Officer

Customs Officer Either CR Officer OR Sr. CR Officer

ECR Enterprise Client Registration

DTP Dubai Trade Portal

Forms Set of user input fields used for entering the data
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by Users.

Screens

Set of forms, links and user interface elements
generally dealing with specific system
functionality.

2 About User Interface

The following table provides the detail of common buttons or links and illustrates how to use them

during the registration process.

Button Description

New Creates a new record

Delete Deletes the specified record(s)

Cancel Cancels the previous operation

Query Turns the user interface into query mode

Go Proceeds with the execution of a specified operation

Submit Saves and submits the specified record to the next step in
the process

Withdraw Withdraws the suspended request

Continue 1. Proceeds to the next screen

2. Allows the client the continue submitting the request
whether it’s a draft request or a suspended one

Make Payment

Allows the client to make a payment for an approved
request. It will direct the client to a new page for ePayment
to make the payment

Recheck

Rechecks the Status of the Payment made using the above
option

Go to Homepage

Takes the client to the Homepage of the application.
Applicable only for logged in Users

| agree Indicates that the client have read and understood the Terms
& Conditions and wants to proceed with the submission of the
request

| disagree Indicates that the client have read and understood the Terms

& Conditions and DO NOT want to proceed with the
submission of the request

Print Request

Prints the submitted request with all the details entered

2

Navigates to next record




DUBAI CUSTOMS

Client Registration Amendment - Registered Users g‘-” ‘ﬂ)|—““-> w

1 Navigates to the previous record

2.1 LogIn

Only registered clients who have valid User Id and Password can access the application.
To login-
1. Open the web browser (Internet Explorer) and type the URL www.dubaitrade.ae

Tip: Save the shortcuts in your Browser’s Favorites for easy access in the future.

2. Enter valid ‘User Id’ and ‘Password’.

3. Click on “Sign In” button.

~
aglalosa
DUBAI TRADE
SIGN IN
(CELAE HOME ABOUT DUBAI TRADE FAQ TRAINING
Password
WELCOME TO DUBAI TRADE
# DP World and Dubai World chairman first person to set foot on new land at London Gateway
» Drydocks World 7 Southeast dsia begins 2010 on a Hizh Note with USS200 million in orders
» Economic Zones World lends support to environmental awareness campaign, 'Our Earth 2 e Wil
Registration Enquiry
» Jafza opens representative office at Tasjeel inside Free Zone
NEW USER
» Screen completion puts The Galleries in the picture
Register Now b " " "
OTHER LINKS
> DP Warld UAE Reglon el i dso
DP WORLD
» Dubai Customs
s el Al Free 7 4 3 leader in international marine terminal operations and development, The first fullfledged online government department in Dubai and the UKE
ebel i Free Zone et o] (] Sl 5 il Tl st i bk and ane of the leading Custams administrations in the region, Dubai Customs®
3 Dubai Multi Commodities online services for the best of its customers' convenience. Utilize DP suite of onfine servces is your indispensable tool for faster, smaother, and
Centre Worlds 100+ online services and give your business the excellence it mere profitable business operation. Click here to access a wealth of services
Cstomes, G b, desined for your convenience.
» Emirates Sky Cargo =
# e-Token Website
NEED HELP?
call us now!
£ +971 4 437 1000
ercara@dubaitraje.ae - =
49 Squars Kilometers, 6000+ sompares, and 21 years of srowth, all come i g The commodities markst placs in Dubai - DHCC provides industry-spesifc
together through the 100+ online services of the Jebel Ali Free Zone TP Al physical, financisl snd market infrastructure for a wids rangs of commodities
et e eSS (v e ol et e N é indlustries. DWCC registered comparies are offered highly attractive bensfit
unparallsled logistic infrastructure has never been easier. Click hers to - under a free zone status including 2coess to a secure regulated
get on board today. ty emvronment. Click here to learn more or login to do business 35 usual.
v

Tip: Click ‘Enter’ button instead of the Sign In button.

The system validates the User Id and the Password.
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After successful validation of login credentials, the below screen appears with all the available
services for the logged-in user on the left side of the screen

About Dubai Trade | Frequently Asked Questions |
' WE'RE HERE " HE[ P 07.00/AM=HaL00/pM ) ¥ Live Chat Support
Al LS 800 446 +971 4 445 3222 & " — =
DUBAI TRADE customercare@dubaitrade.ae 3 .Repon Your Issues/Feedbaci
USER PROFILE

Welcome SID164 Welcome : SID164 asdas
feeme Date : Oct 26, 2010

9

(@ oot |
View By Serice | v H’R: Notice Board
Bt
Hirsalll

Request ¥ Online Courier Services

User Management b DMCC Government Services - Courier Services for delivery of documents
¥ Dubai Customs Updates on Mirsal2

Shortcut To Senices 3 .

|Shorcut To Services ] b Circulr - DPW-055-2038 - Inividusl Tokens for T4 and T2

¥ Circular - DPW-080-2010 - New Vessel planning office at T1

¥ Dubai Customs - Cancerning Exemption Code 1010 SHIF-SHORE-SHIP

¥ Introduction of DF World e-Certificate services

» Customs Netice Ne. (2/2010) "Concerning Impesing Knewledge Dirham”
¥ Guideline for Mirsal IT document submission
P Mirsal 2 Uzer Manualz and FAQ's

Under the “Request” service, “ECR Amendment Service View” link is available. Click on “ECR
Amendment Service View” link to view all the available services for the logged-in user.
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aa Ul +971 4 445 3222 [ = y
DU 3A| TRADE | 800 4464 customercare@dubaitrade.ae Q T ] 7 [ 'Repun Your Issues/Feedback]
USER PROFILE
‘Welcome SID164
SA-0220031-Dubai Customs
w:;b‘—n—h
B g DUBAI CUSTOMS

View By Senvice |

[ mirsalll

Request

ECR Amendment Service View

Service & Support

e Mamageme

Shortcut To Senices 3

®

/iew/Amend Business Profile

i

New Associations

=
)
Z

emove Associations

=
&
S

View/ Amend Facility

7

BREUR

3 List of Services

This section illustrates the set of Amendment services. These services can be used by a registered
user as per the access rights assigned to him/her while registering a new registration request.

Track Request
View/Amend Business Profile
Renew Business Code
New Association
Remove Association
View/Amend Facility
New Facility
View/Amend User
New User
. Change Authorized Person
. Manage Services

= =2 OO NOUANANWN=

-_ 0

4 Track Request

This service is used to search and track any request created by the registered user.

1. Click on “Track Request” link/icon provided on the Homepage
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My Serwice

Track Request

Wiew famend Business Profile

Renew Business Code

Mew hzsociations

Remove dzsociations

Wiemwnfamend Facility

e Facility

Wiew famend Lser

Mew Lzer

Change of Autharized Perzon

Manage Services

PR PPLR § § &)

2. Alist of all the requests created by the registered users of that particular client is

displayed.
Query || Withdraw Continue || Make Payment || View Payment DetailHGoTo Home Pagel I 1-20f2
Reqguest Id = Reqguest Typev Reqguest Status@ Requested By Request Date@
> 121427334 Create User Approved SID174 sdas 18/10/2010
> 1-106609873 Amend Renew Business Code Draft SID174 sdas 20/10/2010
Notes
1-zor2
Note Note Type = Created By — Created Date
> dsfsdfsdfsdfsdfdsf Approval No|Sort ascending ECR_R 18/10/2010
> fytyeytrytry Amendment Reason Notes SIDi74 18/10/2010

3. After Clicking “Go To Home Page” button, user is directed to homepage.

4. After clicking on “Query” button, following screen is displayed.
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Request Type:

Request Date: e

5. Click on “Go” button to query after specifying the search criteria.

6. Click on “Cancel” button to cancel the search.

5 View/Amend Business Profile

This service is used to view /modify the Business Profile details.

My Serwice

@ Track Request

Wiew Samend Business Profile
E
D Fenem Buziness Code

Mew Azsociations
7

Remove Aszociations

SN

Wiew fdmend Facility

Mew Facility

Wiew fdmend Liser

Mew Lser

Change of Authorized Person

Manage Services

B8 PR

1. After clicking on “View/Amend Business Profile” link, business profile details are
displayed in read only format

-10 -
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STNIPEY
DUBAI CUSTOMS

Log Infout

iew Cliznt Profile

Business Details

Business Code: AE-0007955-001
Business Hame: 51T Business 1

Business Hame {Arabic):

Registration Category: Dubai based companies
No. Of Employees: & - 50
NOC Humber:
Business Contact Details
Phene

(Country-Area-Humber): SOELATIED

Fax
971-50-9214130
(Country-Area-Humber):

Email: maver

averic, rajesh@dubaicustoms e

Website:

1of 1+
License Details
License Humber: ind=phydind
License Type: Commercial
Issusing Autherity : Department of Econemic Development - Dubai
Issue Date: 017072010
Expiry Date: 31/03/2014

Renewal Date: 02 /03/2010

Business Addresses

—
Address Line 1

s

s

s

v

v

VR

>
>
>
>
>
>
>

VR

Business Type —

> Importer (Commercial)

Country =

United Arab Emirates
United Arab Emirates
United Arab Emirates
United Arab Emirates
United Arab Emirates
United Arab Emirates
United Arab Emirates

&
Mirsal Code —

17017
Gity = P.0.Box =

Dubai 1578

Dubai 1578

Dubai 1578

Dubsi 1573

Dubsi 1573

Dubai 1573

Dubai 1573

1-3013

Mirsal Type

v

2. Rest of sub-sections are displayed in below screen shot

NI
BUBAI CUSTOMS

Log Infout

> L
> A
> A
> A

Business Type

Business Type —
> Importer {Commercial)
> Exporter (Commercia)
> Customs Warshouse
License Activity
> Acs & Alkalines Trading

Facility Code —
> | wHooo

=
Userld =
> RAJ7
Eusiness Asso

i inass 2
Associated Business —

3 22march 2010 vipin

Faup |iarmatior

Related Business Name —

i

. S
File Hame

> Changes sdfsofsdf

3. Click on

a.
b.

e 2
Document Title

United Arab Emirates
United Arab Emirates
United Arab Emirates
United Arab Emirates

&
Mirsal Code —

- -
Facility Hame =

subharsh chandrabose branch

2
First Hame =

rajeshl

Related Business UCID =

Document Type -

Letter of Agresment biw clint

Dubai 1578 =
Dubai 1578
Dubai 1578
Dubai 1578

-3af3

Mirsal Type =

S Tof1

~tofd

Facility Type — Facility Status —

Warshouse Active

-lof1
Hiddle Hame — Last Name 2

india

~tafi
Association Type =
Importer to Broker

Ma Recards

o

Relationship to the Business

T-Tof1
File Type =
THT 495

Document Size (in Bytes)

“Cancel” button to navigate back to the Homepage

“Amend” button to create a request for Amending the Business Profile

-11 -
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4. After clicking on “Amend” button, following screen is displayed.

e
DUBAI CUSTOMS Log Infout

[E3

Amendment Re

Request Number: 113552224

Go To Home Page of 1+

Request Type: Amend Business Profie Reason for Amendment:

Request Status: Draft

Update Profile
1of1s

Business Details License Details
Business Codes AZ-0007595-001 License Humber: indsphyd00d
Business Hame: 51T Business 1 License Type: Commercial
Business Hame (Arabic): Issuing Authority: Department of Economis Development - Dubai
Registration Category: Dubai based comparies Issue Date: 01/03/2010
No. Of Einployees: - 50 Extpiry Date: 31/03/2014
NOC Nuinber: Renewal Date: 02/03 /2010
Business Contact Details
Phone

{Country-Area-Humber): CEREEIEY

Fax
(Country-Area-Humber): CrHIBAEHIED

Email: maveric.rajeshi@dubaicustoms. ae L

Ein:

Website:

Business Address

1-Tof 1
ey A Y A =
Address Line 1 Country = City = P.0.Box = Edit

> o United Arab Enirates Dubai 1578

Business Typ=

1-3013

Business Type — Mirsal Type Mirsal Code

€9

5. Rest of sub-sections are displayed in below screen shot

e
DUBAI CUSTOMS Log Infout

Ho. Of Employees: & - 50 Expiry Date: 31/03/2014 “
HOC Humber: Renewal Date: 02/03/2010
Business Contact Details

Phane
(Country-Area-Humber): CrHIBAEHIED

Fax
{Country-Area-Humber): CEREEIEY

Email: maveric.rajesh@dubaicustoms. as

Website:

Business Address

1-10f1

P a o a .
Address Line 1= Country = City P.0.Box = Edit
> v Urited fArab Emirates Dubai 1578

1-30f3
Business Type = Mirsal Type Mirsal Code ~—

> Imparter {Commercial)

> Exporter (Commercial)

> Customs Warshouse

Group Informations

Mo Records
Group Business Hame — Relationship Type = Edit

Attachments
Only file types of .DOC, .FDF, .JPG, .XLS, .GIF, .BMP, .TXT are allowed to upload. Mo Records

&

| A

e 2> 2 N . N .
Name: Document Titte = Document Type =~ File Type Document Size (in Bytes) Edit

Document Templates
1-30f3
Template =
LETTER_OF_LNGERTAKING_ for_importer
LETTER_OF_LNGERTAKING._ fur _shipping_agent
LETTER_OF_LNDERTAKING._ fer_clear_agent

-12 -
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6. After clicking on the “Edit” button, the following screen is displayed.

1af 1+
Business Details License Details
Business Code: AE-D007995-001 License Number:* indaphyd004
Business Mame:* 51T Business 1 License Type:* Comme cial

Business Hame (Arabic): Issuing Authority:* Department of Economic Development - Dubai

Registration Category:* Dubai based comparies Issue Date:* 071/03/2010

Ho. Of Employees: | ¢ - 50 ~ Expiry Date: 31/03/2014

NOC Huwmber: Renewal Date: 02/03/2010

Business Contact Details

Phone (o5 sa-9z14130
{Country-Area-Humber):*

% [o71-50-9214130
{Country-Area-Humber):*

Email:* |maveric. rajesh@dubaicustoms. ae

Ewail:* | maveri

Website:

7. Modify any of editable field if required
8. click on
a. “Save” button to save the changes
b. “Cancel” button to cancel the changes

9. Similarly any change in sub-entities such as Business Type, Group Information, and
Attachments can be done

Business Address
1-1af1

Address Line 1 Country City P.0.Box Edit

> Urited Arah Emirates Dubsi 1578

Biisiness Type
1-30f3

Business Type — Mirsal Type Mirsal Code

> | Inporter (Commercial)

> Exporter (Commercial)

> Customs Warshouse

Ha Records

Relationship Type Edit

Prly file types of .DOC, .PDF, .JPG, XLS, .GIF, .BMP, TXT are allowed to upload. Ho Records
Document Title Document Type File Type Document Size (in Bytes) Edit

Document Templates

1-303

Template
LETTER_OF_UNCERTAKING _ For_importer
LETTER_OF UNDERTAKING_For_shipping_agent
LETTER_OF UNDERTAKING _For_clear_sgent

5.1 Amend Business Address
1. Click on “Edit” button

Eusiness Address
1-1af1

Address Line 1 Country. City P.0.Box Edit
> v United Arab Emirates Dubai 1578

2. The below screen is displayed

Business address

1-1af1

Address Line 1:* |wami P.0.Box:* | 1578
Address Line 2:* [sdvdf Country:* |United Arab Emirates ed
Street: Emirate/State/Province™: |DUBA| e

Area: City:* | Dubai v

3. Click on

-13 -
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o “Save” button to save the changes

o “Cancel” button to cancel the changes

« Business Address can only be modified by clicking on “Edit” button.

< Not Available” is added to facilitate the successful migration of Mirsal1 and Mirsal2 records as
some of these records does not have values in ‘City’ , ‘State’ or ‘Country’.

« This is applicable to all address entities, be it facility address, user address or business
address.

« System will validate if user will select “Not Available” in ‘City’, ‘State’ or ‘Country’ fields
and will throw error to indicate not to pick “Not Available” in any of above mentioned fields.

5.2 Add Business Type
1. Click on the “Add” button

Busnes Type
[ aad | Delete 1-3of3

Business Type Mirsal Type Mirsal Code

> Importer {Commercial)

2. The following is displayed

*Business Type: |

=

3. Click on the pick icon 4

4. Select the Business Type by clicking on the arrow on the left side

ZH (Cargo Handles)

Caurier

Exporter {(Commercial)

?

>

>

> Cuskoms Warehouse
>

> Importer (Commercial)
>

Shipping line Agent:

5. Click on

-14 -
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a. “OK” button to add it to business

b. “Cancel” button to cancel to close popup

6. After clicking on “OK” button, following screen is displayed

Business Type

Added Business Types cannot be deleted

*Business Type: |$rnker ||;’|

7. Click on
a. “Cancel” button to cancel the record
b. “Save” button to save the record

8. After adding the business type, following screen is displayed.

Type
E Query 1-10f1
Business Type
[ > Broker ]

9. Click on “Add” button to add more business types.

5.3 Add Group Information
1. Click on the “Add” button

Group Informations

.
oo [uery | - |
ey

Group Business Hame — Relationship Type = Edit

ho Recards

2. The following screen will be displayed

3. Provide the “Business Code” for the business you want to group with

4. Click on the Select Icon 2 to retrieve the Business Information

Business Mams (M

Business Hame % Business UCID % Status %
> [ Newland organisation AE-1001414 Active |

5. Select the business by clicking on “OK” button
6. Select a “Relationship Type” from the following list

-15 -
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Parent
Other
subzidiary

7. Click on

a. “Save” button to save the changes

b. “Cancel” button to cancel the changes

5.4 Add Attachments
1. Click on the “Add” button

Attachments
Delct: Jonly file types of .DOC, PDF, .JPG, XLS, .GIF, .BMP, .TXT are allowed to upload.
File Hame

= Document Titie = Document Type = File Type

Docul

ment Size (in Bytesh =

2. Click on the Pick icon i to select a file from the local machine

3. The following popup is displayed.

A Add Attachment - Microsoft Internet Explorer provide... |:

BX]

Please specify a File Hame or URL:

File Hame: | |
URL: |[

4. Click on
a. “Save” button to save the changes

b. “Cancel” button to cancel the changes

5. Click on “Browse” to select a file from local machine

- 16 -
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Choose file

Laook in: | (& Desktop ﬂ = EH-

L BMy Daocuments @_]DC E(
\_“‘b j My Computer @_]DC E¢
My Recent &ty Network Places =| Dew
Documents [SA Telelogic System Architect 11,1 EEece
l'?[_: IC)Case Management ElEcr )
[C3Client Registration Elecr

Desktop [C)ECR Screen Shots Eecr

, [CHECR Training Eece
’j [CIEEPS - COM Eece
[)Eservice Dema @_]ECR I

My Documents [)Mew Folder @_]Furu:t
o E_]P.pplets Layout, xls |E|_]M1_S

. B changes in SRS 11 3 - CONFIRMED. xls WMz s
M_I,I.Ecumputer B changes in SRS 1.1.3.xls Mew
@_]DC ECR SIT All Bugs 29032010_1634 - Open Defects - Mubarak Comments, xls E:-i Monal

. < | >
My Network File name: || ﬂ Open |

Flaces
Files of type: |,-i'-.|| Files [*.7] j Cancel

6. Select any file and click on “Open” button to attach it

7. Fillin all the applicable fields.

Attachments

Only file types of .DOC, .PDF, .JPG, XLS, .GIF, .BHP, .TXT are allowed to upload.

Document Tilte:* |Brcker Certification Copy|

8. Click on
a. “Save” button to save the record,

b. “Cancel” button to cancel the record

9. After clicking on “Save” button, following screen is displayed

Attachments

Only file types of .DOC, .PDF, .JPG, XLS, .GIF, .BMP, .TXT are allowed to upload. 1-1af1
File Hame = Document Title = Document Type = File Type = Document Size (in Bytes) — Edit

Eroker Certification Copy A5 5,019 1

[ > Sun-040410-0521-362-543 Eroker Certification Copy

Note:

-17 -
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Please keep in mind the restrictions on the file type and size when attaching a new file.
Allowed file types are: .DOC, .PDF, .JPG, .XLS, .GIF, .BMP, .TXT
Allowed size is: 10MB per file

X3

o

R/
0.0

X3

o

10. Fill in “Reason for Amendment” field before submitting the request

Amendment Reguest

Request Humber: 1-13582334 [

Request Type: Amend Business Frofis Reason for Amendment:

Request Status: Drart

11. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval
c. “Cancel” button to cancel the request

d. “Go To Homepage” button to navigate to application homepage

% In case if the system prompts to enter NOC Number and it is not available then enter 9999 in
NOC Number field.

12. After clicking on “Submit” button, following confirmation screen is displayed.

Confirmation
Your request has been sent for approval. Please note the following information for vour reference.
Request Id: 1-147497923
Request Date: 26/10/2010 11:56:46 AM
Status: Submitted
I | Print Screen | |Gc_c Home Fage| I
13. Click on

a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

6 Renew Business Code

This service is to renew the registration of a client. This option allows the user to change the
License Expiry Date and the License Renewal Date. It also gives the option to upload documents
to support the changes.

1. Click on “Renew Business Code” link/icon in the Homepage
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My Service

@ Track Request
j Wit fdmend Business Profile
3 Renew Busingss Code

Remaowe Azzociations

=

SN

=

Wiew famend Facility

Mew Facility

Wiew fdmend User

Mew User

Change of Authorized Person

Manage Services

PR PP

2. The following screen is displayed
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Syl
DUBAI CUSTOMS Log Infout
Amendment Request
Save Draft Go To Home Page 10of 1+
Request Humber: 113767529
Request Type: Amend Renew Busingss Cods. Reason for Amendment:
Request Status: Draft
iate Profie
1of 1+
Business Details License Details
Business Code: 4E-000759¢5-001 License Humber:* 7347
Business Hame:* 22 march 2010 vipin License Type:* Commerciz|
Business Hame {Arabic): Issuing Authority:* Duba fzritime City
Registration Category:* Dubai based companies Issue Date:* (/03 /7004
Ho. Of Employees: 101 - 500 Expiry Date: 29/03/2020 E=:)
L0 EILEEI LEDLD Renewal Date: |01/03/200% =
hone . . -
-4 Emirates Post License (EPL) Details
(Country-area-Numberys* * 19678 (EFL
Fax EPL Humber:
971-4-2345678
(Country-Area-Humber):*
Issue Date:
Email:* wuw@dehj.com
Expiry Date:
Operational Emait:* vi@diehi com
‘Website: v, dfdf. com
Atkachments
Mo Records
File Hame Document Title Document Type File Type = Document Size (in Bytes) — Edit

3. Change the “License Expiry Date” and the “License Renewal Date” and click on “Save”
button to save the changes

aullax
DUBAI CUSTOMS Log Infout
Amendment Request
Save Draft Go To Home Page Tor 1+
Request Humber: 1-13767929
Request Type: Amend Renew Business Code Reason for Amendment:
Request $tatus: Drait
Update Profile
Tof 1+
Business Details License Details
Business Code: AE-0007765-001 License Humber:* 2347
Business Hame:* 22 march 2010 vipin License Type:* Commercial
Business Hame {Arabic): Issuing Authority:* Dubai Maritime City
Registration Category:* Dubai based companies Issue Date:* 03/03 /2004
Ho. Of Employees: 10 - 500 Expiry Date: |27/03/200 =
Business Contact Details Renewal Date: |01/03 /2005 =
Phone . .
974-4-2345675 Emirates Post License (EPL) Details
(Country-Area-Humber):* =D
Fax EPL Number:
{Country-Area-Humber):* SR ETE
Issue Date:
Emait:* wus@dfigh].com
Expiry Date:
©Operational Emait:* wusi@dfizhj.com
Website: i, dilf. com
Mo Records
— 2
Document Title Docuinent Type —

N o N .
File Type = Document Size (in Bytes) Edit

4. Please fill “Reason for Amendment” field before submitting the request
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5. Click on

“Save Draft” button to save the request as a draft

b. “Submit” button to send the request for approval

“Cancel” button to cancel the request

Log Infout
T
[mmn GoTo Home page] Tof 1
Request Humber: 113767579
Request Type: Amend Renew Busingss Cods. Reason for Amendment:
Request Status: Draft
Undate Profile
fof e
Business Details License Details
Business Code: 4E-000759¢5-001 License Humber:* 7347
Business Hame:* 22 march 2010 vipin License Type:* Commerciz|
Business Hame (Arabic): Issuing Authority:* Dubai Haritime City
Registration Category:* Dubai based companies Issue Date:* (3/03 /2004
Ho. Of Employees: 101 - 500 Expiry Date: 29/03/2020 E=]
L0 EILEEI LEDLD Renewal Date: |01/03/200% =
hone . . ;
-4 Emirates Post License (EPL) Details
(Country-area-Numberys* * 19678 (€L
Fax EPL Humber:
971-4-2345678
(Country-Area-Humber):*
Issue Date:
Emait:* wui@dihghi.com
Expiry Date:
©Operational Emai:* wusi@dihizhi.com
‘Website: v, dfdf. com
Attachments
File Hame Document Title Document Type File Type Document $ize (in Bytes)

Edit

d. “Go To Homepage” button to navigate to application homepage

6. After clicking on “Submit” button, following screen is displayed

Confirmation
Your request has been sent for approval

Re-quest Id:

Request Date: 25/

Status:

1-147498453

10/2010 12:00:37 PM

Submitted

I | Print Screen | | Go To Home Page |I

7. Click on

. Please note the following informaticn for yvour reference.

a. “Print Screen” button to print the submitted request

b. “Go to Homepage” button to navigate to application homepage
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7 New Associations

This service is used to add a new association to a client. This option allows the client to view the
Business Profile details excluding the sub entities and Add new Associations. It also gives the option
to attach documents to support the changes made.

1. Click on “New Associations” link on the Homepage

My Service

E Track Request

ﬁ}. Wiew fhmend Business Profile

L{%j
L{%j

_B Renew Business Code

Mew Azzociations

[Féé‘

Remove Azzociations
e

o

=
=

Wiew /Amend Facility

e Facility

Wigw fAmend User

et Lzer

Change of Autharized Person

Manage Services

ROE3 BRI VN

2. The following screen is displayed
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FIINING
DUBAI CUSTOMS Log Infout
Amendment Re
Save Draft Go To Home Page 10f 1+
Request Humber: 113774655
Request Type: Mew Association Reason for Amendment:
Request Status: Draft
Chient Profie Detais
1of 1+
Business Details License Details
Business Hame: 22 march 2010 wipin License Number: 2347
Business Hame {Arabic): 22 =) 2010 License Type: Comme rcial
Registration Category: Dubai based companies Issuing Authority: Dubai Maritine ity
Ho. Of Employees: 107 - 500 Issue Date: 05/03/2004
Business Contact Details Expiry Date: 29/03 /2020
(m“myrmar"u;:‘;'r‘; 97142348678 Renewal Date: (11/03/2005
] Emirates Post License (EPL) Details
{Country-Area-Humber): SRS ETD
g EPL Humber:
Email: waw@dfhghj.com
Issue Date:
Operational Email: wauwdhehi com
Expiry Date:
Website: v, did com
Mo Records
Associated Business Code — Association Type” — From Date” = To Date™ =
Mo Records
File Hame = Document Titie = Document Type File Type = Document Size (in Bytes) Edit
i “Add” under “Busi A iations” dd iati
3. Clickon under “Business Associations” to add a new association
icki “Add” b followi is displayed
4. After clicking on utton, following screen is displaye
sllan
SuBAl cUSTOMS Log Infout
Amendment Request
Save Draft Go To Home Pags 107 1+
Request Number: 1-13774638
Request Type: hlew Associstion Reason for Amendment:
Request Status: Draft
Client Profile Details
1ol 1+
Business Details License Details
Business Hame: 22 march 2010 wipin License Number: 2342
Business Name (Arabic): 77 =) 2070 154 License Type: Commercial
Registration Category: Dibai based companies Issuing Authority: Dubai Maritime City
Ho. Of Employees: 101 - 500 Issue Date: 05/03/2004
Business Contact Details Expiry Date: 29/03/2020
(Country-Area-Hi P:n“,e TR Renewal Date: 01/03 /2005
ountry-Area-Humber):
G Emirates Post License (EPL) Details
97142345678
(Country-Area-Humber): EPL Number:
Emait: wi@dhehi.com
Issue Date:
Operational Enail: wik@dhzhi.com
Expiry Date:
‘Website: v, dfdf . com
Business Associations
Associated Business:* (] From Date: E::
Associated Business Code:
Mo Records
File Hame Document Title Document Type File Type Document Size (in Bytes) Edit

5. Click on the pick icon

6. The following screen is displayed
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3 Pick Account - Microsoft Internet Explorer. provided by Information Technolo... |:||E|[z|

Buziness Mame |

iy

Business Hame Business UCID
festaa SE-T000TZ3 active

ndefined 1111 ackive

> asyrdy+ ¥ S d @ AE-13asss555555 Ackive
> ExportfImporkd asda Ackive
) J aa ddddddddddadd Active
> IUndefined 2 Ackive
> slodindl  els 5555 Bikive
> johin 234234 Ackive
> IUndefined s Active
> asdas asdsa Aitive

7. Select a specific business. The selected record will be highlighted with Yellow
Click on

a. “Query” button to search for a specific business

e

b. “OK” button to confirm selection

c. “Cancel” button to cancel the selection process

d. Right Arrow button D or Left Arrow button m to navigate between the list of
companies

9. After clicking on “Query” button, following screen is displayed.
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Pick Account - Microsoft Internet Explorer proyided by Information Technolo. .. |: E|[Z|

Business Hame:

Business UCID:

10. Provide the search criteria
11. Click on
a. “OK” button to continue search

b. “Cancel” button to cancel the search

TIPS
DUBAI CUSTOMS Log In/out

Amendment Request

Request Number: 1-13774638

Go To Home Page of 1+

Request Type: i Association Reason for Amendment:

Request Status: Draft

Client Profile Detais

1of 1+
Business Details License Details
Business Name: 22 march 2010 vipin License Humber: 2342
Business Hame (Arabic): 22 s~ 2010 1% License Type: Comme eial
Registration Category: Dubal based companies Issuing Authority: DUbai Varitine City
No. OF Ewnployees: 107 - 500 Issue Date: 03/03/2004
Business Contact Details Expiry Date: 22/03/2020
Phone
o Renewal Date: 01/03/2003
(Country-area-Humbery: © 2 1%07E
Ges3 Emirates Post License (EPL) Details
(Country-Area-Humber)y; * 70
& : EPL Humber:
Email: winw@diighi com
Issue Date:
Operational Email: wis@diizhi com
Expiry Date:
Website: v i, com
Associated Business:* to:tas =] From Dater: ]
Association Typer: To Dater: ]
Associated Business Code:|
Froezone to Broker
Attachments Importer to Broker
Importer to Custams Warehouse Mo Recards
. = Importet to Freszone Gompany e Y . A .
File Name — s = Document Type File Type Document Size (in Bytes) Edit
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12. Fill in the “Association Type” by selecting one of the following values

Freezone to Broker

Importer to Broker
Importer to Customs Warehousze
Impatter ta Freezone Company

13. Fill in association “From Date” and “To Date”
14. Click on
a. “Save” button to save the record

b. “Cancel” button to cancel the record

15. The following screen is displayed to select Bill Type and Declaration Type

e
DUBAI CUSTOMS Log Injout
Business Associations
Associated Business:* Kalam enter From Date:01/01/2008
Association Type: Importer to Broker To Date:01/01/2012
Associated Business Code: AE-0008003-001
Delete Mo Records

Bill Type Account Authority — ‘ll
Declaration Type
Mo Recards
Declaration Type =
: {3 ” 3
16. Click “Add” button to select a Bill Type
3 «“ . :
17. Click on “Account Authority” if required
Slylax
DUBAI CUSTOMS Log InfOut
Business Assaciations
Associated Business:* kalam enter From Date:01/01/2008
Association Type: Importer to Broker To Date:01/01/2012
Associated Business Code: AE-0003003-001
Bill Twpe
Account Authority: r
Declaration Type
Mo Recards

Declaration Type —

18. From the drop down list choose the Bill Type
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—_—
EXPORT

FREEZOME BILL OF EMTRYT
FREEZOME IMTERMA&L TRAMSFER,
IMPORT

IMPORT FOR RE-EXPORT
STATISTICAL EXPORT

TEMPORART ADHAL S5 1N
TRAMIT

19. Click on
a. “Save” button to save the changes

b. “Cancel” button to cancel the changes

Flan
DUBAI CUSTOMS

Log Infout

Business Associations

Associated Business:* Kalam enter From Date:01/01/2008
Association Type: Imparter to Broker To Date:01/01/2012

Associated Business Code: AE-D008003-001

il Type
Bill Type =

Account Authority —
> | ExRORT

Yes

1-10f1

1-Tof 1

eclaration Type

Declaration Type —

Re Expart to ROW (after import For re export)

Rz Export i FZ (after Import for Re Export)

Reeturn ko ROW after Temporary Admission

Export From, Dubai CW to Non-Dubai CU/ (Other Emirates & GCC)
Export From, Dubai CW to Non-Dubai FZ [Other Emirates & GCC)
Courier Export

DL Export

FZ Transit Out

FZ Transit Out to Mon-Dubai FZ (Other Emirates & GCC)

FZ Transit Between Dubai based FZ

vivivivivivivivive

1-100f 10+ »

Note:

o

Business Associations
l Save || Delete

Associated Business:* Kalam enter From Date:01/01/2008
Association Type: Imparter to Broker To Date:01/01/2012

Associated Business Code: AE-0008003-001

20. Click on

% After saving “Bill Type”, system will populate the “Declaration Type” automatically

1-10f1

a. “Save” button to save all the changes and to navigate to previous screen

b. “Delete” button to delete any Association
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PETINIPES
DUBAI CUSTOMS Log Infout

Amendment Reguect
I Save Draft. - - Go To Home Page I 1of 1

Request Humber: 113856972 Reason for Amendment]

Request Type: Nei Assosiation Reason for Amendment:

Request Status: Draft

Client Profile Details

1of 1+
Business Details License Details
Business Name: 32 march 2010 vipin License Humber: 3312
Business Hame (Arabic): 22 4=+ 2010 s License Type: Comme cial
Registration Category: Dubai based companies Issuing Authority: Dubai Waritine City
Ho. Of Employees: 101 - 510 Issue Date: 03/03/2004
Business Contact Details Expiry Date: 29/03/2020
Phone
o Renewal Date: 01/03/2003
(Country-Area-Numben; * 2178
G Emirates Post License (EPL) Details
(Country-Area-Humber; * 70
& : EPL Humber:
Email: wunni@dfighi com
Issue Date:
Operational Email: wi@diighi com
Expiry Date:
Website: v i, com
B iness Associations
- 1001
Associated Business Associated Business Code Association Type* From Date* To Date*
> | kalomenter AE-0008003-001 Inperter to Broker 01/01/2008 0140172012
Attachments
File Hame: Document Titie Document Type File Type Document Size (in Bytes) Edit

21. If required, attach document to support the changes. Please refer to the section (5.4 -
View/Amend Business Profile - Add Attachments) for more detail

22. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval
c. “Cancel” button to cancel the request
d. “Go To Homepage” button to navigate to application homepage
23. Fill in the “Reason for Amendment” before submitting the request
24. Confirmation screen is displayed after submitting the request
25. Click on
a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

8 Remove Associations

This service is used to remove associations to the client. This option allows the client to view the
Business Profile details, view all the associations defined in the Business Profile, and remove
Associations.

1. Click “Remove Associations” link on the Homepage
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My Service

@ Track Request

Yigw fdmend Business Profile

¥

L
_h. Renew Business Code
o~

Mew Azsociations
0Y

Remove Associations

2
&
o
a3
&

2. The following screen is displayed

Wiew fdmend Facility

e Facility

Wigw fdmend User

et Lser

Change of Autharized Person

Manage Services
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DUBAI CUSTOMS

Log Infout
Amendment Request
Save Draft Go To Home Page 1of 1+
Request Mumber: 113915651
Request Type: Remove Association Reason for Amendment:
Request Status: Draft
Cient Profile Details
fof e
Business Details License Details
Business Hame: 5/ Business 1 License Humber: indsphyd004
Business Hame (Arabic): License Type: Commereisl
Registration Category: Dubi based companies Issuing Authority: Department of Economic Development - Dubai
Ho. Of Employees: & - 50 Issue Date: 01/03/2010
Business Contact Details Expiry Date: 31/03/2014
Phane
50 Renewal Date: 02/03/2010
(Country-Area-Numben; * 0 21410
Fax Emirates Post License (EPL) Details
(Country-Area-umber; © 2141
4 g EPL Number:
Email: maveric.rajeshi@dubaicustoms. ae
Issue Date:
Email: maver
Expiry Date:
Website:
Business Aszociations
View Association Detai || 1-10f1
Associsted Business Association Type From Date To Date Active Remove
> | 22march 2010 vipin Imparter bo Broker 10f04/2010 Yes

3. Alist of all the associations will be displayed in the above screen
4. Click On

a. “View Association Details” button to view the Bill Types and the Declaration Types
related to the selected association

b. “Remove” button to delete the association from the list of associations

Note:

< The “Active” column states the status of the association. It will show in the list because the
value is “Yes”. It will be changed to “No”, once “Remove” button is clicked.

Business Associations

View Association Detail

Associated Business Association Type

- Tof
From Date To Date Active Remove

> 22march 2010 vipin Imporker to Braker 10/04/2010 o

5. Fillin the “Reason for Amendment” before submitting the request.
6. Click on

“Save Draft” button to save the request as a draft

a
b. “Submit” button to send the request for approval

(@]

“Cancel” button to cancel the request

d. “Go To Homepage” button to navigate to application homepage
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Your request has been sent for approval. Please note the following informaticn for vour reference.

Confirmation

Request |d: 1-147493453
Request Date: 26/10/2010 12:00:37 PM

Status: Submitted

I | Print Screen | | Go To Home Page ||

26. Confirmation screen is displayed after submitting the request

27. Click on
a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

9 View/Amend Facility

This service is used to View/Amend the Facilities associated with the company. This option allows
you to view the Business Profile details, view all the facilities associated to the Business Profile and
Amend a Facility. It also gives the option to attach documents to support the changes.

9.1 View Facility
1. Click “View/Amend Facility” link on the Homepage
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My Service

Track Request

Wiew fdmend Business Profile

Renew Business Code

&) &)

Mew Azsociations
[

Femove dszociations

-
“Wiew fdmend Facility

Mew Facility

Wiew fdmend User

Mew User

Change of Authorized Person

8 ek

Manage Services

2. The following screen is displayed

e
DUBAI CUSTOMS Log Injout

Client Profile Details

10f 1+
Business Details License Details
Business Code: AE-0007995-001 License Humber: indaphyd004
Business Hame: 51T Business 1 License Type: Commereial
Business Hame {Arabic): Issuing Authority: Department of Econamic Development - Dubai
Registration Categorys Dubsi bssed companies Issued Date: 01/03/2010
Ho. Of Employees: ¢ - 50 Expiry Date: 31/03/2014
Business Contact Details Renewal Date: 02/03 /2010
Phone . . .
-0 Emirates Post License (EPL) Details
(Country-Area-humbeny; * 14120
F EPL Humber:
971-50-9214120
(Country-Area-Number):
{Country-Arca-Number} ssue Date:
Email: maveri. rajeshi@dubaicustoms ae
Expiry Date:
Email: maver
‘Website:
Facifties
Facility Code = Facility Type — Facility Status =
> wH-oo! warehouse Active
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3. After clicking on “Facility Name” link, following screen is displayed.

e
DUBAI CUSTOMS Log Infout

Tor 1+
Facility Code: i/H-0001 Building Type: Flatted factory
Facility Hame: subharsh chandsbose branch Proposed Area (sq. ft.): 5,224,454
Facility Type: Warehouse License Humber: ttt12345¢
Facility Status: Actie License Issue Date: (1/03/2010
Facility Mode: Privste License Expiry Date: 30/03/2011
Faciity Contacts
1100
a . Mobile y
First Hame: Last Name: Emait (T ey Hationality
> hivh tybjyu maveric.rajesh@dubaicustoms. ae 971-50-9214130 UAE (Unkked Arab Emirates)
Faciity Address
-1ort
Address Line 1 Country city P.0.Box
>t United Arab Emirates Dubai 122445
Attachments
Mo Recards
File Name Document Title Document Type File Type Document Size (in Bytes)

4. Click on
a. “Amend” button to create a request to amend a facility
b. “Cancel” button to navigate back to the previous screen

c. “Deactivate” button to inactivate a facility

9.2 Amend Facility

1. After clicking on “Amend” button (refer to step# 4 in section 9.1), following screen is
displayed.

TIPS
DUBAI CUSTOMS Log InfOut

Amendment Request
Save Draft

Request Number: 1-13920817

Ga To Home Page Tof 1+

Request Type: Amend Faciity Reason for Amendment:

Request Status: Drait

il

dof 1+
Facility Code: UW/H-0001 Building Type: Flatted factory
Facility Hame: <ubharch chandrabose branch Proposed Area {sq. ft.): 5,374,454
Facility Type: Warehouse License Humber: ttt123d5¢
Facility Status: Active License lssue Date: 01/03/2010
Facility Mode: Private License Expiry Date: 50/03/2011
T-Tof1
. A . Mobile " - -
First Hame Last Hame Email T DT Hationality Edit
> hieyh [0 maveric rajesh@dubaicustoms. ae 971-50-9214130 UAE (United Arab Emirates)
Facility Address
1-10f1
Address Line 1 — Country City P.0.Box Edit
> Urited Arab Emirates Dubai 122445
Mo Records
Document Title Document Type File Type Document Size {in Bytes) Edit

2. After clicking on “Edit” button, following screen is displayed
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Log Infout

Amendment Request

Request Number: 1-13920817
Request Type: dmend Faciity

Request $tatus: Draft

Reason for Amendment:

Tof 1+

EniE=

Facility Code: |WH-0001

Facility Hame:* |subhiarsh chandrabose branch
Facility Type:* arehouse
Facility Status:* | Active v

Facility Mode: | Private v

Building Type: | Flstt=d factory
Proposed Area (sq. ft.): 5,224,454
License Humber: tt£173456
License lssue Date: 01/03/2010

License Expiry Date: |301/03/2011

101+

Faciity Contacts

First Hame Last Hame
> hwh tybjyu

Faciity Address

Address Line 1
>t

Attachments

File Hame: Document Title

— Mobile
(Country-Area-Humber)

maveric.rajesh@dubaicustoms. ae 971-50-9214130

Country city

Urited fArab Emirates Dubai

Docunent Type File Type

3. Fillin editable fields required to modify

4. Click on

a. “Save” button to save the changes

b. “Cancel” to cancel the changes

9.2.1 Facility Contacts
It contains all the contacts associated to the facility. Following are the steps to change contact

details.

5. Click on

-1l
Hationality Edit
UAE (United Arab Emirates)

1-10f1

P.0.Box Edit

122445

Ma Recards

Document Size (in Bytes) Edit

“Add” button to create/associate a new facility contact

b. “Query” button to search amongst the contacts associated to the facility

c. “Delete” button to delete the selected contact

2 Contacts

First Hame. Last Hame =

> hieyh tybiyu

6. After clicking on

Mobile

Email
mal {Country-Area-Humber)

maveric.rajesh@dubaicustoms a2 971-50-9214130
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7. Fillin all the applicable fields.

8. Click on
a. “Save” button to save the record
b. “Cancel” button to cancel the record

9. After clicking on “Query” Button, following screen is displayed.

10. Specify the search criteria

11. Click on
a. “Go” button to query with specified search criteria
b. “Cancel” button to cancel the search process

12. After clicking on “Delete” Button, following confirmation screen is displayed.

Microsoft Internet Explorer ['5_(|

\_‘i) Are wau sure yau wank ko delete the selected record in 'Facility Contacks'?

K l [ Zancel

13. Click on
a. “Ok” button to continue the delete process

b. “Cancel” button to cancel the delete process

1-10f 1

- — Mabile A
Last Hame = Email (Country-Area-Nuinber)

Hationality * Edit

Eybiyu maeric rajesn@dubaizustoms, ax 971-50-9214130 UAE (Liited Arab Emirates) Edit
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14. After clicking on “Edit” Button, following screen is displayed.

Faciity Contacts
-tert
First Name:* |htyh Date of Birth: =

Middle Name: Place of Birth: v
Last Hame:* |tybjyu

Mobile
(Country-Area-Numberz* 271410
Designation:

Phone
Hationakty v (Country-Area-Humbery:* |72 19191

Gender: v

Fax
97 1-4-9214130
(Country-Area-Humber):*

Email:* |maveric. rajesh@dubaicuston

15. Fill in all the applicable fields
16. Click on

a. “Save” to save the changes

b. “Cancel” to cancel the changes

9.2.2 Facility Address

It contains all the Addresses associated to the facility. To start amending, follow these steps.
1. Click on

a. “Add” button to create/associate a new facility address

b. “Query” button to search amongst the addresses associated to the facility

c. “Delete” button to delete the selected address

Facility Address

1-10f1
Address Line 1 Country

City P.0.Box Edit
> | tyrtybrytr United Arab Emirates Dubai 3242342

2. After clicking on “Add” button, following screen is displayed.

Faciity Address

ezl

Address Line 1:* ||

P.0Box:*

Address Line 2:*
Country:* (]

Address Line 3:

Emirate/State/Province*:
Street:

city:* v
Area: 4
Plot No:

Facility Location:

3. Fillin all the applicable fields.
4. Click on
d. “Save” button to save the record
e. “Cancel” button to cancel the record

5. After clicking on “Query” Button, following screen is displayed.

Facility Address

Address Line 1:

P.0.Box:
Address Line 2:
Country:
Address Line 3:
Emirate State/Province:
Street:
City: v
Area:
Plot Ho:

Facility Location:

6. Specify the search criteria
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7. Click on
a. “Go” button to query with specified search criteria
b. “Cancel” button to cancel the search process

8. After clicking on “Delete” Button, following confirmation screen is displayed.

Microsoft Internet Explorer, P§|

\:{/ Are wou sure you wank ko delete the selected record in 'Facility Address's

Ik l [ Cancel

9. Click on
a. “Ok” button to continue the delete process

b. “Cancel” button to cancel the delete process

1-Tof 1

Country city P.0.Box Edit
> bartybtr Urited Atah Emirates Dubi 3242342 Edit

10. After clicking on “Edit” Button, following screen is displayed.

1-10f1

e 1% |ty rtytryte P.0 Box:* 1242342

e 2:% |trytrytrytriyutyu x |United Arab Emirates

Emirate/State/Province™*: |A5L DHABI e

City:* | Dubai v

11. Fill in all the applicable fields
12. Click on
a. “Save” to save the changes

b. “Cancel” to cancel the changes

9.2.3 Facility Attachments

1. Attach any document to support the changes made in the Attachments area. Please refer to
the section (5.4 View/Amend Business Profile - Add Attachments) for more detail

2. Fill in “Reason for Amendment” field before submitting the request

Amendment Requast

{Scbmit || Go To Home Pags 1of 1+

Request Number: 1-10259028

Request Type: Amend Faciity Reason for Amendment:

Request Status: Draft

3. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval

c. “Cancel” button to cancel the request

-37 -



DUBAI CUSTOMS

d. “Go To Homepage” button to navigate to application homepage

4. After clicking on “Submit” button, following screen is displayed.

Confirmation
Your request has been sent for approval. Please note the following information for yvour reference.
Request Id: 1-147498453
Request Date: 26/10/2010 12:00:37 PM

Status: Submitted

I | Print Screen | | Go To Home Page |I

5. Click on
a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

9.3 Remove Facility

1. After clicking on “Deactivate” button (refer to step# 4 in section 9.1), following screen is
displayed.

Amendment Request
[ save Draft | [ Submit | [ Cancel Request | [ Go To Home Page | lof 1+

Request Id: 1-293533742
Request Type: Remove Facility Reason for Amendment:

Request Status: Draft

Facility License Details
1of 1+

Facility Name:* uatibranch Facility Status:* Inactive

Facility Type:* Branch Facility Code: 001

Attachments
Mo Records

File Name(Max 200 char) Document Title Document Type File Type Document Size (in Bytes) Edit

2. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval
c. “Cancel Request” button to cancel the request
d. “Go To Homepage” button to navigate to application homepage

3. Please fill “Reason for Amendment” before submitting the request
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Amendment Request
[ save Draft | [ submit || Cancel Request || Go To Home Page |

Request Id: 1-293533742 deactivate]
Request Type: Remove Facility Reason for Amendment:

Request Status: Draft

4. After clicking on submit button, the confirmation screen is displayed.

Confirmation
Your request has been sent for approval. Please note the following information for your reference.
Request Id: 1-299533742
Request Date: 13/12/2010 12:28:41FPM
Status: Submitted
| Print Screen | | Go To Home Page
5. Click on

c. “Print Screen” button to print the request details

d. “Go To Home Page” button to navigate back to application homepage

9.3.1 Attachments
1. Please refer to the section 9.2.3 0 - Facility Attachments

10 New Facility

This service is used to create a new Facility related to any company. This option allows you to create
a new facility, facility contacts, facility contact addresses, facility contact credentials, facility
addresses, and attach documents to support the request.

Note:

«» One facility request cannot be registered to create multiple facilities.

1. Click “New Facility” link on the Homepage

-39 -



‘R,_)J;‘I)l_e.?

Client Registration Amendment - Registered Users
DUBAI CUSTOMS

My Serwice

Track Request

Renew Business Code

_‘[l. View fdmend Business Profile
-
L
-]
&

Mew dssociations

Remaowe Aszociations

A

z Wiew Famend Facility
E Mew Facility

View fdmend Lser

Mew Uzer

Change of duthorized Person

Manage Services

2. The following screen is displayed

Shlan
DUBAI CUSTOMS Log Infout
Amendment Recuest
Save Draft Ga To Home Fage Tof 1+

Request Number: 114153703

Request Type: Create Facility Reason for Amendment:

Request Status: Draft

Facilities

Facility Code Facility Name = Facility Type Facility Status -~

3. Click on “Add” button to create a new facility
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STNIPEY
DUBAI CUSTOMS

Log Infout

Amendment Request

Request Number: 114153703

Request Type: Create Facility Reason for Amendment:

Request Status: Draft

Facilities

- 2 = a p 2~
Facility Code Facility Hame = Facility Type =

4. The following screen will be displayed

Ma Recards

Facility Status * -

STNIPEY
DUBAI CUSTOMS

Log Infout

Amendment Request

Request Humber: 114155703

Request Type: Craate Faciity Reason for Amendment:

Request Status: Draft

| save and Continue | [ Cancel

Facility Status:* fotive

5. Fillin all the applicable fields

6. Following are the different values for Facility Type

Eranch
Free zone
Premizes
Warehouze

7. Click on

a. “Save and Continue” button to proceed to the next screen

b. “Cancel” button to cancel the record

10.1 Branch Facility
1. Select “Facility Type” as “Branch”

Facilities

Save and Continue | | Cancel

Facility Mame:* |Branch Facility]

Facility Status:* Active

2. Fillin all the applicable fields.

3. After clicking “Save and Continue” button following screen is displayed
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PETINIPES
DUBAI CUSTOMS Log Infout

Facility License Details

Save and Cantinue

Tof 1+
Facility Hame:* |Brarich Facility Facility Status:* Active
Facility Type:* | Eranch v
Faciity Contacts
Add Mo Records
" a . Mobite - .
First Hame: Last Hame Email (Gountey-Area-number) Hationality Edit
Faeility Address
Mo Records
Address Line 1 Country City P.0.Box Edit
Attachments
Mo Records
File Name: Document Title Document Type File Type Document Size (in Bytes) Edit

10.1.1 Facility Contacts
F"Clnntacts R

a _ Mobile L
First Hame: Last Hame Email e Hationality Edit

1. Click on “Add” under “Facility Contacts” to create new record

First Hame:* Date of Birth: =
Middle Hame: Place of Birth: v

Last Name:* Hobile
{Country-Area-Number):*
Designation: Cinnm
Wationality: 3 {Country-Area-Number):*
Fax
Gender: v (Country-Area-Humber):*
Emails*

2. Fillin all the applicable fields

3. Click on
a. “Save” button to add the facility contact
b. “Cancel” button to cancel the record

4. After clicking on “Save” button, following screen is displayed

e
DUBAI CUSTOMS Log Infout

1-1071
First Hame: Facility Contact First Hame Date of Birth:
Hiddle Hame: Place of Birth:
Last Hame: Facility Contact Last fame Hoblle .
(Country-area-Numbery: © £
Designation:
(Country-Area Nu;::'r‘: s
Nationatity: & :
Fax
Gender: (Country-Area-Humber): HHHEED
: email@company.com
Facifity Contact Address
o Recards
Address Line 1 Country city P.0.Box Edit
Facifty Contact Cradential
Mo Recards
Identity Humber Identity Type Issue Date Expiry Date Issuing Country Edit
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%

10.1.1.1 Facility Contacts Address

5. Click on “Add” under “Facility Contact Address” to create new record

Facility Contact Address
=]
Address Line 1 Country

6. Following screen is displayed

Fasiity Gontast Address

Address Line 1:* || .0 Box:*

Address Line 2:* Country:*
Address Line 3: Emirate/State/Province*:

Street:

City:*
Area:

7. Fill out all the required fields
8. Click on

a. “Save” button to add address

b. “Cancel” button to cancel the changes

Facility Contact Address

Country City
United Arab Emirates

P.0.Box

1-10f1

1-10f1

Dubai

12345

9. Click “Edit” to edit the entered information

10.1.1.2 Facility Contacts Credentials

Edit ]

10. Click “Add” under “Facility Contact Credentials” to add a new Facility Contact Credentials

Identity Humber

Identity Type Issue Date Expiry Date:

11. The following screen is displayed

Identity Humber:*

Issue Date:* E:}
Identity Type:* | Passpart -

Expiry Date:* =
v

Issuing Country:*

12. Fill in all the applicable fields
13. Click on

a. “Save” button to add an address

b. “Cancel” button to cancel the changes
14. Click on the Date Icon to select a date or enter a date manually
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A Calendar, - Microsoft Internet Explorer provided by Informat... |: E”E|

Sun Mon Tue Wed Thu Fri Sat
1 2 3
4 5 5 7 g 9 A0
(B 12 13 14 15 168 AT
18 14 20 iy 20023 M
25 26 27 2a 29 30

112 v | (04 v | v

(Gave) (Ganeal)

15. Click “Edit” to edit the entered information

Facility Contact Credential

Identity Humber - Identity Type — Issue Date = Expiry Date Issuing Country = Edit
[ > o3 Passport. 01/01j2008 01/01/201% United érab Emirates ]l
TN
DUBAI CUSTOMS Log Infout
[sve [ |
First Hame: Facility Contact First Name Date of Birth:
Hiddle Hame: Place of Birth:
B Hobile
Last Hame: Facility Contact Last Name -50-
(Country-Arca-tumbery: 24
Designation: Phone
(Country-Area-numben; * 145
Nationatity: & :
ax
Gender: (Country-Area-Humber): SHAEED
Emait: email@company.com
Facility Contact Address
el A S A .
Address Line 1 Country city = P.0.Box Edit
> RoadOne Urited Arab Emirstes Dubai 12345
Facility Contact Credential
Identity Humber Identity Type — Issue Date = Expiry Date = Issuing Country -~ Edit
> 235 Passport 01012008 01J01/2013 United Arab Emirates

16. Click on

a. “Save” button to save the changes and navigate to previous screen
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b. “Delete” button to delete the added facility

17. After clicking on “Save” button, following screen is displayed.

e
DUBAI CUSTOMS

Log Infout

Facility License Details
Save and Continus
Facility Name:* |Branch Facility Facility Status:* fctive

Facility Type:* | Branch v

Fasility Contacts
First Hame Last Hame = Hoblle

Email Mati lit;
" (Country-Area-Humber) ronaity

Tof 1+

1= 10f1

Edit

[ 3> | Faclity Contact First Mame Faclty Contact Last Hame emal@company.com 971-50-1234567

Facility Address

Address Line 1 Country city P.0.Box

Attachments

File Hame Document Title Decument Type File Type Document Size {in Bytes)

10.1.2 Facility Address

1. Click “Add” under “Facility Address” to create a new Facility Address

Facility address

=

Address Line 1 Country City P.0.Box

2. The following screen is displayed

Fscility dddress
Address Line 1:* P.0Box:*
Address Line 2:* Country:* led
Address Line 3: Emirate/State/Province *: e
Street: city:* v
Area: Facility Location:

Plot Ho:

3. Fillin all the applicable fields.
4. Click on
a. “Save” button to add an address

b. “Cancel” button to cancel the changes

Facitity Address

Address Line 1 Country City P.0.Box

Ma Recards

Mo Recards
Edit

Mo Recards
Edit

1-10f1
Edit

[ > | Road Two Unitzd Arah Emrates Dubai 355

]

5. Click “Edit” to edit the entered information

10.1.3 Facility Attachments

1. Attach any document to support the changes made in the Attachments area. Please refer to
the section (5.4 View/Amend Business Profile - Add Attachments) for more detail
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EEETIDES

DUBAI CUSTOMS Log Infout
2 Snee et
Save and Cantinue 1of 1+
Facility Hame:* EBranch Facility Facility Status:* Active
Facility Type:* | Branch v

Facility Contacts

1ot
y A _ Mobile o .
First Hame Last Hame: Email (NI Hationality Edit
> Faciity Contact First Mame Faciity Contact Last Name emall@company .com 971-50-1234567
Facility ddress
1o
Address Line 1 Country city P.0.Box Edit
> RoadTwo Urited Arab Emirates Dubai 3456,
Attachments
Mo Records
File Hame: Document Title Document Type File Type Document Size (in Bytes) Edit

2. Click on
a. “Save and Continue” button to save the changes and navigate back to previous screen
b. “Delete” to delete the added facility

3. The following screen is displayed

EETICINES
DUBAI CUSTOMS Log In/out

Save Draft Go To Home Page Tof 1+

Request Number: 114153703

Request Type: Create Facility Reason for Amendment:

Request Status: Draft

Facilities
1-1afd
Facility Code Facility Name Facility Type Facility Status
| > Branch Faclity Branch Active 1

4. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval
c. “Cancel” button to cancel the request
d. “Go to Homepage” button to navigate to application homepage

5. Fillin “Reason for Amendment” field before submitting the request

RTINS
DUBAI CUSTOMS Log Injout

Go To Homs Page Tof 1+

Request Humber: 1-14153703

Request Type: Create Facility Reason for Amendment:

Request Status: Draft

Facilties
Facility Code Facility Name 2 Facility Type Facility Status
| > Branch Fadiity Eranch Active |

6. After clicking on “Submit” button, confirmation screen is displayed.
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Confirmation
Your request has been sent for approval. Please note the following informaticn for vour reference.

Request |d: 1-147493453
Request Date: 26/10/2010 12:00:37 PM

Status: Submitted

I | Print Screen | | Go To Home Page ||

7. Click on
a. “Print Screen” button to take a print of the request details
b. “Go To Home Page” button to navigate to application homepage
Note:
% Please save ‘Facility Contacts’ and ‘Facility Address’ information before saving ‘Facility
License Details’ information.

« After modifying any field, if client does not save modification/change and proceed with
furnishing the other details, he/she will get a warning message to save the changes.

2 s

DUSAI CLATOMA

(Save |[Dmete.

Faciirty Name:* 5» » ' Status:*

facuty Type:*

Facot r— \?/ Tou have urssved changes on Fackty Ucense Detals, Contnue?
ALSEREE ' oK J| cence | e
nery-Ares-Nunber)

> y AOS

[0z ho Recers

Address Line 1 Country Oty P.O.Box (&3
(e [y
Document Titse Document Type e tame(™ax 200 ¢har) e Type Document Sixe on Bytes) foe

« Click on
e “OK” button to continue without saving the modifications

e “Cancel” button to save the modified information

10.2 Free Zone Facility

1. Select “Facility Type” as “Free zone”

Facilities

Save and Gontinue | [ Cancel

Facility Hame:* Freezone Facvlity" Facility Status:* Active

2. Click on
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a. “Save and Continue” button to continue with the process
b. “Cancel” button to cancel the changes

3. After clicking on “Save and Continue” button, following screen is displayed

e
DUBAI CUSTOMS

Log Infout

Facility License Details

Save and Continue

Facility Mame:* |Fraszons Faciity

1of 1

Fagility Status:* Active

Facility Type:* | Free 2one v [Remem:e Code: v I

Faciity Contacts

Mo Frecards
Mobite
First N Last Name 2 Email Hationalit Edit
ret Hame asthame mal (Country-Area-Humber) .
Faciity Address

Mo Recards
Address Line 1 Country City P.0.Box Edit

Attachments

Mo Records
File Name: Document Titte Docuinent Type

File Type Document Size: (in Bytes) Edit

4. Fillin all the applicable fields.

10.2.1 Facility Contacts

1. Please refer to section 10.1.1- New Facility - Branch Facility - Facility Contacts

10.2.2 Facility Address

1. Please refer to section 10.1. 2 - New Facility - Branch Facility - Facility Address

10.2.3 Facility Attachments

1. Attach any document to support the changes made in the Attachments area. Please refer to
the section (5.4 View/Amend Business Profile - Add Attachments) for more detail

dhylax
DUBAI CUSTOMS

Log InfOut
a Suse0aia
! Save and Continue - Tof 1+
Facility Name:* |Freezone Fasility Faility Status:* Activs
Facility Type:* | Free zane v Reference Code: v
Facifity Contacts
Mo Recards
a . Hobile 5
First M. Last M Email Hationali Edit
et Hame asttame mal (Country-Area-Humber) oy
Facifty ddress
o Recards
Address Line 1 Country city P.0.Box Edit
Attachments
Mo Records
File Name: Document Title Docuinent Type File Type Document Size (in Bytes) Edit

2. Click on

a. “Save and Continue” button to save the changes and navigate back to previous screen
b. “Delete” to delete the added facility
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3. Click on
a. “Save Draft” button to the request as a draft
b. “Submit” button to send the request for approval
c. “Cancel” button to cancel the request
d. “Go to Homepage” button to navigate back to application homepage

4. Fillin “Reason for Amendment” field before submitting the request

e
DUBAI CUSTOMS Log Infout
amendment Requect

Save Draft. Go To Home Page 1of 1

Request Humber: 1-14351257
Request Type: Craate Faciity Reason for Amendment:

Request Status: Draft

5. After clicking on “Submit” button, confirmation screen is displayed

Confirmation
Your request has been sent for approval. Please note the following information for yvour reference.
Request Id: 1-147498453

Status: Submitted

I | Print Screen | | Go To Home Page |I

6. Click on
a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

10.3 Premises Facility

1. Select “Facility Type” as “Premises”

Facilities

Save and Cantinue

Facility Hame:* |Premises Facility] Facility Status:* fotive

Facility Type:* | Premises v

2. After Clicking “Save and Continue”, following screen is displayed
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EERTNIN %@
BuBAl cusTOMS

Log Infout

Facility License Details

Save and Continus

Facility Hame:* [Fremises Facility

Tof 1+

Customs Locations | 4IFFCRT FREE ZONE -
Facility Type:* |Premises v Clearance Message Channel: Email
Facility Status:* Active Clearance Message Channel Address: |13 com

Faciity Contacts

Mobile
First N; Last N o Email Hatis it Edit
rettame ot tame e (Country-Area-Humber) ronatty

Ma Recards
Facility Address

Mo Recards
Address Line 1 Country City P.0.Box Edit
Attachments

Ma Recards
File Name: Document Title

Document Size: (in Bytes) Edit

Docuinent Type File Type

3. Fillin all the applicable fields.

10.3.1 Facility Contacts

1. Please refer to section 10.1.1- New Facility - Branch Facility - Facility Contacts

10.3.2 Facility Address

1. Please refer to section 10.1. 2 - New Facility - Branch Facility - Facility Address

10.3.3 Facility Attachments

1. Attach any document to support the changes made in the Attachments area. Please
refer to the section (5.4 - View/Amend Business Profile - Add Attachments) for more detail

PETINIPES
DUBAI CUSTOMS

Log Infout

Facility License Details
Save and Continue

Facility Hame:* |Premises Facility

1of 1

Customs Location: v

Facility Type:* | Fremises ~ Clearance Message Channel: Email

Facility Status:* Active Clearance Message Channel Address:
Facility Contacts

T-Tof1
First Hame Last Hame

- Hobile - .
fnat (Country-Area-Humber) Hationality Edit

> Contact &l Contact t@t.com 971-90-9838909

Facility Address

1-10f1
Address Line 1 Country City P.0.Box Edit
> Address Line 11 Urited Arah Emirates

Dubai 765
Attachmants

Ma Recards
File Name: Document Title

Document Type File Type Document Size {in Bytes) Edit
2. Click on

a. “Save and Continue” button to save all the changes and navigate back to previous
screen

b. “Delete” button to delete the added facility
3. Clickon

a. “Save Draft” to save the request as a draft
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b. “Submit” to send the request for approval
c. “Cancel” to cancel the request

d. “Go to Homepage” to navigate back to application homepage

4. Fill in “Reason for Amendment” field before submitting the request

PETITIDS
DUBAI CUSTOMS

Log Infout

smendment Reguest

cndment Reques!
[ save prart Go To Home Page

Request Number: 1-14361359

Request Type: Create Facility Reason for Amendment:

Request Status: Drait

5. After clicking on “Submit” button, confirmation screen is displayed.

Confirmation
Your request has been sent for approval. Please note the following informaticn for vour reference.
Request |d: 1-147493453
Request Date: 26/10/2010 12:00:37 PM

Status: Submitted

I | Print Screen | | Go To Home Page |I

6. Click on
a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

10.4 Warehouse Facility
1. Click on “Add” button to create a new facility
2. After clicking on “Add” button, following screen is displayed.

3. Select “Facility Type” as “Warehouse”

e
Save and Continue
Facility Hame:* |V/arehouse Faciity] Facility Status:* fctive

Fagility Type:* | ‘Warehouse v

4. Click on
a. “Save and Continue” button to continue with the process
b. “Cancel” button to cancel the changes

5. After clicking on “Save and Continue” button, following screen is displayed
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CUSTOMS

XTe

Log Infout

Facifity License Details

Save and Cantinue

Facility Type:* | Warehouse

Facility Status:* Active

Facility Hame:* [Wiathiouss Faciity

Facility Mode: | PUbiic

Building Type: | Flatted factory

Facility Contacts

First Hame:

Faciity Address

Address Line 1

Attachments

File Hame

6. Fill in all the applicable fields.

10.4.1
1.

10.4.2
1.

10.4.3

Last Hame =

Document Title

Facility Contacts

Facility Address

Please refer to section 10.1. 2 - New Facility - Branch Facility - Facility Address

License Issue Date:

License Expiry Date:

Proposed Area (sq. ft.): 2341

License Humber: | 3435

1410443006

fiamaizonz

Mobile

(Country-Area-Humber)

File Type

Facility Attachments

1. Attach any document to support the changes made in the Attachments area. Please
refer to the section (5.4 View/Amend Business Profile - Add Attachments) for more detail

Hationality

P.0.Box

Document Size (in Bytes)

1of 1

Ma Recards

Edit

Ma Recards

Mo Recards

Edit

Please refer to section 10.1.1- New Facility - Branch Facility - Facility Contacts

e

Log Infout

2 coec Dot
Save and Cantinue: I

Facility Mame:* [ti/srhouse Faciity

Facility Type:* | Warehouse
Facility Status:* Active
Facility Mode: | Frivate
Building Type: | Flatted factary
Faciity Contacts
First Hame:
> Contact

Faciity Address
Address Line 1
> Addressline 11

Attachments

File Naine

> Hew Text Document

2. Click on

a.

b.

Last Hame =

Al Cankact

Country

Urited fArab Emirates

Document Ttle

Docurment Copy

Proposed Area (sq. ft.):
License Humber:
License Issue Date:

License Expiry Date:

Mobile
(Country-Area-Humber}
971-90-6987890

Copy of the Plan of Warehouse

7,341

3435

1470442006

1470442013

city
Dubai

File Type
™

Hationality

P.0.Box
876

Pocument Size (in Bytes)
67

Tof 1+

1-1of1

Edit

1= 10f1

- Tof1

“Save and Continue” button to save all the changes and to navigate to previous

screen

“Delete” to delete the added facility
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w Log Infout
deeaiiooio
| [5ave Draft Go To Home Pags ] Tof 1+
Request Humber: 1-00072497
Request Type: Create Facility Reason for Amendment:
Request Status: Draft
3. Click on

a. “Save Draft” button to save request as a draft

b. “Submit” button to send the request for approval

c. “Cancel” button to cancel the request

d. “Go to Homepage” button to navigate back to application homepage
4. Fill in “Reason for Amendment” field before submitting the request

5. After clicking on “Submit” button, confirmation screen is displayed.

Confirmation
Your request has been sent for approval. Please note the following information for yvour reference.
Request Id: 1-147498453
Request Date: 26/10/2010 12:00:37 PM
Status: Submitted
I | Print Screen | | Go To Home Page |I
6. Click on

a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

11 View/Amend User

This service is used to View/Amend the Users related to any company. This option allows you to view
the Business Profile details, view all the users associated to the Business Profile, and Amend a User.
It also gives the option to attach documents to support the request.

11.1View User

1. Click “View/Amend User” link on the Homepage
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My Service

Track Request

Wiew fdmend Buziness Profile

Renew Buziness Code

Mew Azsociations

Remove Aszociations

Wiew fdmend Facility

Mew Facility

Wiew fdmend User

% Mew zer
&
&

Change of suthorized Person

Manage Services

2. The following screen is displayed

e
DUBAI CUSTOMS Log Infout
Client Profils Detais

Tof 1+
Business Details License Details
Business Codes AE-0D07365-001 License Humber: 2342
Business Name: 22 march 2010 vipin License Type: Comme eial
Business Hame (Arabic): 72 o=, 2010 1454 Issuing Authority: DUbai Varitine City
Registration Categorys Dubsi based campanies Issued Date: 0/03 /2004
No. Of Employees: 107 - 500 Expiry Date: 22/03/2020
Business Contact Details Renewal Date: 01/03/2003
Phone - -
e Emirates Post License (EPL) Details
(Country-AreaHumbery: o107
o EPL Numbor:
97142345678
(Country-Area-Number): ssue Date:
Email: wimoi@dhehi.com
Expiry Date:
Operational Email: winii@azhy.com
Wiebsite: v dfdr.com
Users
1-20f2
User Id = First Name Middle Name — Last Name 2 Status =
> | ROCKY Nirvana Hirvana2 Hirvana3 Active
> SvFIN dscFecsd sddstsd Active
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3. The business profile is displayed along with a list of all the associated Users

4. Select a user by clicking on the “Last Name” link

e
DUBAI CUSTOMS Log Infout
Client Profile Detals
Business Details License Details
Business Codes AZ-0007965-001 License Humber: 232
Business Hame: 22 march 2010 vipin License Type: Commereial
Business Hame (Arabicy: 77 .+ 7010 (53 Issuing Authority: DUbai Maritine City
Registration Categorys Dubai biased comparnies Issued Date: 05/03 72004
No. Of Employees: 107 - 510 Extpiry Date: 25/03 /2020
Business Contact Details Renewal Date: 01/03 /2005
Phene i i
-4 Emirates Post License (EPL) Details
(Country-Area-Humbery: o107
Fax EPL Huwber:
$71-4-2345678
(Country-Area-Humber): Jssue Date:
Emaitz ww@dzhi.com
Expiry Date:
Operational Emailz vin@dfizhi.com
Website:: v dfdf. com
Users
User Id First Name Hiddle Hame: Last Hame = status
3> ROGKY Nirvana Mirvana? Hirvana3 Active
> SITVIPIN dedfsdfsd sdfrdsfsd Active

5. After clicking on “Last Name” link, following screen is displayed

6. Click on “Remove” to remove a user from the list of users under the company

w Log Infout

User Registration
el el sors

User Details User Contact Details

: Mobite

User Code: 55
(e o e )
Login Id: 1-C4691
Fhone o o5.a21892169

First Mawe: [(schra (Country-Area-Humber):

Middle Hame: (Cnumrydreaﬂumh::)’: s
Last Hame: Sinh Emait: o com

Status: Active Atternate Email:

User More Details Preferred Mode of Contact:
Gender:
Nationality:
Designation:
Date of Birth:
Place Of Birth:

Place of Work:

7. Click on
a. “Cancel” button to navigate back to the previous screen

b. “Amend” button to create a request to amend a user

o

“Enable/Disable” button to activate/deactivate a user.

d. “Remove” button to remove the user

11.2 Amend User

1. If user has valid login Id, after clicking on “Amend” button, following screen is displayed.
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Amendment Request

Save Draft || Submit H Cancel Request || Go To Home Page

Request Humber: 1-147697947
Request Type: Amend User

Request Status: Draft

User Details

User Details
User Code: 51780403
Login Id: SID164
First Hame: SID164
Middle Hame:
Last Name: asdas

Status: Active

Reason for Amendment:

User Contact Details

Mobile o7 5045656
(Country-Area-Number):

Phone
971-50-45656
(Country-Area-Mumber): ’

Fax
971-50-45656
(Country-Area-Number): WHEREE

Email: maveric.t

Alternate Email: maveric.t

10f 1=

10f 12

User More Details
Gender:
Mationality: UAE (United Arab Emirates)
Designation: asd
Date of Birth:
Place Of Birth:

Place of Work:

Roles

Fay
Role Name —

> Authorized Person

Preferred Mode of Contact:
Broker Certification Details
Certification Id: =

Issue Date:

Expiry Date: O

1-30f3

|

2. If user does not have valid login Id, after clicking on “Amend” button, following screen is

displayed.

- 56 -



Client Registration Amendment - Registered Users

‘R,_)J;‘l)l_q.‘p

DUBAI CUSTOMS

Amendment Reguest

Save Draft || Submit || Cancel Reguest || Go To Home Page 10of 1+

Request Humber: 1-147692450
Request Type: Amend User

Request Status: Draft

User Details

User Details
User Code: 147598213
Legin Id:
First Name: user without
Middle Name:
Last Hame: login id

Status: Active

Reason for Amendment:

1of 1+

User Contact Details

Mobile
971-50-453454
{Country-Area-Humber): N
Phone
971-4-4234342
{Country-Area-Humber): N
Fax
971-4-4234342
{Country-Area-Humber): N

Email: sd.ghgf@dubai.com

Alternate Email:

User More Details
Gender:
Mationality:
Designation:
Date of Birth:
Place Of Birth:

Place of Work:

Login Details

Preferred Mode of Contact:

Please note: Login Id once created cannot be removed

Login Id: | |

Password(Max 30 Char): | |

3. Login Detail section will appear, only if amended User does not have login Id
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%

Log Infout

Amendment Request

Request Humber: 1-35761752

Request Type: Amend st Reason for Amendinent:

Request Status: Draft

User Details

User Details User Contact Details

User Code: 3500376

Mabile
(Country-Area-Humber): CrHIE
Login Id: Mo

Phone o .00

First Hame: 100 {Country-Area-Humber):

Fa% 71000

Middle Name: (Country-Area-Humber):

Last Hame: [LANO Emailz nanonana.com

Status: Active Atternate Email:

User More Details Preferred Mode of Contact:
Gender:
Mationality:
Designation:
Date of Birth:
Place OF Birth:

Place of Work:

Login Details
Login Id: NANO:
Password: =
Already existing DTP User2: []

Hint Question: Vihat is the fothers name?

1of 1

1o te

>

4. Click on “Edit” button to modify the user details

User Detais

save || Cancel

[£3

[E3

1071+

User Details User Contact Detaits

User Code: (T

(Country-Area-Humber):*

971-50-9214130
971-50-9214130

971-50-9214130
Email:* |maveric rajesh@dubaicustoms.se

Atternate Email:

Login Id: RAJ7 Phone
{Country-Area-Number):*

First Hame:™ |rajesh1

Fax

Middle Name: {Country-Area-Humber):*

Last Name:* [india
Status: Active

User More Details

IH

Preferred Mode of Contact: | Fax
Gender:
Mationality: | AE {linited Arab Ei ¥
Designation:
Date of Birth: | 11/04/ 196

Place OF Birth: | Bouvet |sland

T

Place of Work:

5. Fillin all the applicable fields.
6. Click on
a.
b.

“Save” button to save the changes

“Cancel” to cancel the changes

11.21

Note:

Login Details

7
0‘0

Id” field.
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DUBAI CUSTOMS

Login Details
Please Mote: Login Id once created cannot be removed.
Password{Max 30 Char): l:l
Hint Question: ‘ ||_wl

Hint Answer: ‘ |

7. Click on the Select Icon |l'—"' to select a Hint Question

Select the “Hint Question” from the following list

9. Click on the Arrow ? to select any specific record

What is the Mathers name?

What is wour Favaorite city?

What is wour Favarite color?
what is vour library card number?
What is wour pet name?

What is wour primary frequent Flyer number?

LA L R

What was wour first phone number?

10. Click on
a. “OK” button to select the question

b. “Cancel” button to cancel the selection

11. Click on “Check Login Availability” to check whether the provided login id is available in
Dubai Trade or not

12. If Id is not available, User will get the following screen

Notification

“This Login ID is not Available, Sorry for the Inconvenience” (SBL-BPR-00131)
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13. If Id is available, user will get the following screen

Notification
[Ee]
"Login ID is Available™(SBL-BPR-00131)
11.2.2 Roles
1. Click on
a. “Add” button to add a new role
b. “Query” button to query for any selected role
c. “Delete” button to delete any specific role
B

2. After clicking on “Add” button, following screen is displayed

Role

3. Select a role from the following drop down list

—
Authorized Person
Broker Representative
Individua

Manager

Crier

Partrer
Sponsor

Trader Reprezentative

4. Click on

a. “Save” button to add the selected role

b. “Cancel” button to cancel the addition of new role

5. After clicking on “Save” button, following screen is displayed.
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Rales
Role Name:

I Manager 1
Torer

Autharized Persan

MR

Spansor

11.2.3 User Credentials
1. Click on

a. “Add” to add a new credential to this user

b. “Query” button to query for selected user credential

c. “Delete” button to delete any selected user credential

Idenﬁly"umherl Identity Type Issue Date Expiry Date Issuing Country Edit -
> QE. Passport 01/04§2010 2z/n4f2010 Bermuda
2. After clicking on “Add” button, following screen is displayed
oo Coree]
Identity Number:* T Issue Date:* =
Identity Type:* | Passport v Expiry Date:* =
Issuing Country:* v
3. Fillin all the applicable fields
4. Click on
a. “Save” button to add the credentials
b. “Cancel” button to cancel the addition of record
5. After clicking on “Save” button, following screen is displayed.
User Credentials
Identity Humber Identity Type Issue Date Expiry Date Issuing Country Edit
r > 45678 Passport 01/01§2003 01/01f2012 Urited Arab Emirates ll
QWE Fasspart O1/04f2010 22042010 Bermuda

6. Click on “Edit” to modify the details of the selected user credential

User Credentiais

Identity Humber Identity Type Issue Date Expiry Date Issuing Country
> aseTs Passport 01/01j2003 01jn1fz012 Urited Arsh Ernirates
> GwE Passport 01/04j2010 22/04{2010 Bermuda
7. After clicki “Edit” button, followi is displayed
. er clicking on 1 utton, rollowing screen 1s displayed.
User Credentials
Identity Humber:* 45673 Issue Dates™ |01/01/2003 =
Identity Type:* |Passport v Expiry Dates* |01/01/2012 =
Issuing Country:* | United Arab Emirates v
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8. The fields will be editable and you can make any changes
9. Click on
a. “Save” button to add the changes

b. “Cancel” button to cancel the changes

11.2.4 User Address
1. Click on
a. “Add” button to add a new user address
b. “Query” button to query any specific user address

c. “Delete” button to delete selected user address

User addrecs

‘Address Line 1 Country City P.0.Box
> WR Bahrain Manama QWE

2. After clicking on “Add” button, following screen is displayed

Address Line 1:* |Line 1 P.0.Box:* 4745
Address Line 2:* |Line - Country:* |United Arab Emirates I
Street: Emirate/State/Province™*: DLEA| e

Area: City:* | Dupsi v

Fill in all the applicable fields
4. Click on
a. “Save” button to add new user address

b. “Cancel” button to cancel the addition

5. After clicking on “Save” button, following screen is displayed.

Country city P.0 Box

Edit

- Tof1

1-20f2

United Arab Emirates Dubai 4765 Edit ]
EBafrain Manama WE
6. Click on “Edit” to modify already added user address, if required
User hddress
1-20f2
Address Line 1 Country City P.0.Box Edit
> Line 1 United Arab Emirates Dubai 4765 Edit
> WR Bafrain Manzma QWE [Edit |

7. After clicking on “Edit” button, following screen is displayed
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Save || Cancel

8. Fillin all the applicable fields.
9. Click on
a. “Save” button to save the changes

b. “Cancel” button to cancel the changes

11.2.5 User Attachments

1. Attach any document to support the changes made in the Attachments area. Please
refer to the section (5.4 View/Amend Business Profile - Add Attachments) for more detail

Request Number: 1-35751752

Request Type: Amend Lser Reason for Amendment:

Request Status: Draft

2. Clickon
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval
c. “Cancel” button to cancel the request
d. “Go To Homepage” button to navigate to application homepage

+« In case if the system prompts to enter Broker Certification Details and the Broker
Certification details are not available then enter your Trade License Details in Broker

Certification fields.

Fill in the “Reason for Amendment” before submitting the request

4. After clicking on “Submit” button, confirmation screen is displayed.

Confirmation
Your request has been sent for approval. Please note the following information for yvour reference.

Request Id: 1-147498453
Request Date: 26/10/2010 12:00:37 PM

Status: Submitted

I | Print Screen | | Go To Home Page |I

5. Click on
a. “Print Screen” button to print the request details
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b. “Go To Home Page” button to navigate back to application homepage

11.3Enabled/Disable User

1. After clicking on “Enable/Disable” button (Refer to step #7 of section 11.1), the following
screen is displayed.

Amendment Request

| Save Draft || Submit || Cancel Request || Go To Home Page 1of 1+

I Request Type: Enable/Disable User I Reason for Amendment:

Request Status: Draft

User Details
1 of 1+
User Basic Details User Contact Details
User Code: 147598213 Mobile (o, - 463454
{Country-Area-Humber):*
Login Id: Phone _

71-4-4234342
First Mame:® user without (Country-Area-Humber):* ’

- o Fax 971-4-4234342
Middle Name: {Country-Area-Humber):* ! o

Last Mame:* login id Alternate Email:

Status: Inactive Email:* =d.ghgf@dubai.com

User More Details Preferred Mode of Contact:
Gender:
Mationality:
Designation:
Place of Work:
Date of Birth:

Place OF Birth:
2. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval if request is not auto approved
c. “Cancel” button to cancel the request
d. “Go To Homepage” button to navigate to application homepage
3. Fillin “Reason for Amendment” field before submitting the request

4. After clicking on “Submit” button, confirmation screen is displayed.

Confirmation

This request is Aute Approved. Please note the following infermaticn for yvour reference.

Request Id: 1-147708999

Request Date: 26/10/2010 01:45:56 PM

Status: Approved

Print Screen | | Go To Home Page
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b. “Go To Home Page” button to navigate back to application homepage

5. Click on

a. “Print Screen” button to print the request details

11.4 Remove User

6. After clicking on “Remove” button (Refer to step #7 of section 11.1), following screen is

displayed.
~
| Save Draft || Submit || Cancel Request || Go To Home Page 10of 1+
Request Number: 1-147722702 [
I Request Type: Remove User I Reason for Amendment:
Request Status: Draft
User Details
10of 1+
User Details User Contact Details
Login Id: ATELR 971-50-453454
(Country-Area-Mumber):* S
First Mame:* user without Phane .
071-4-4234342
- | T
Middle Name: {Country-Area-Humber):
Fax 07144234342
Last Mame:* login id (Country-Area-Number):* e
Status: Email:* sd.ghgf@dubai.com
User Code: 147 Alternate Email:
User More Details Preferred Mode of Contact:
Gender:
Mationality:
Designation:
Date of Birth:
Place Of Birth:
Place of Work:
-

7. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval, if request is not auto approved
c. “Cancel” button to cancel the request
d. “Go To Homepage” button to navigate to application homepage
8. Fill in “Reason for Amendment” field before submitting the request

9. After clicking on “Submit” button, confirmation screen is displayed.
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Confirmation
This request is Auto Approved. Please note the following information for wour reference.
Request Id: 1-14770899%
Request Date: 26/10/2010 01:45:56 PM
Status: Approved
Print Screen | | Go To Home Page
10. Click on

a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage
12 New User

This service is used to create a new User related to any company. This option allows you to create a
new user, user login details, user roles, user credentials, user address, and attach documents to

support the request.

Note:
« One facility request can not be registered to create multiple users.

1. Click “New User” link on the Homepage
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My Service

Track Request

Wiew famend Business Profile

Mew dzzociations
Remowe Azzociations

N
L~

—'[.; Renew Business Code
o~

0y

S

Mew Facility

E Wiew famend Facility

Wiew famend User

Change of Authorized Person

&} Pt zer

Manage Services

2. The following screen is displayed

e
BUBAI CUSTOMS

Log Infout

Amendment Requsst

Request Number: 1-15613271

Request Type: Create Liser Reason for Amendment:

Request Status: Draft

User Description

o & 5 & S
Userid = First Hame Middle Hame — Last Hame =

3. Click on “Add” button to create a new user
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EETICINES
DUBAI CUSTOMS Log In/out

Amendment Requsst
Save Draft | [ Submit | [ Cancel || Go To Home Page of 1+

Request Number: 1-15613271

Request Type: Create Liser Reason for Amendment:

Request Status: Draft

User Description

Ma Recards

o & 5 & S &
Userid = First Hame Middle Hame — Last Hame = Status

4. After clicking on “Add” button, following screen is displayed

User Description
Save and Continue:

To select an existing User. Kindly provide the User Code and then click on the Select Icon in the Last Hame field.

User Basic Details User Contact Details

(Country-Area-Number):*
Login ID:
! Phone [ sr-asoeere
{Country-Area Humber):*
Fax 146509678
dde Wame:| | (Country-Area-Number):*

Lttt e | mai [fuzarakmatfeen

Status: Aternate Email:

|

User More Details Preferred Mode of Contact:
ationatty:
O
e
Date of Birth: l:lﬁ
Place Of Birth:

5. Fill in all the applicable fields.
6. Click on
a. “Save and Continue” to proceed to the next screens for creating a user

b. “Cancel” to cancel the addition of record
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12.1 Login Details

) Preferred Mode of Contact:
User More Details

Mationality: | UAE (United Arab E |»
Designation:
Date of Birth: |:|E

Place Of Birth:
Place of Work: l:l

Login Details

Login Id: | |

Password({Max 30 Char): | |

Hint Q_uestion:| ||_"l

Hint Answeer: | |

Ly
Role Name —

User Credentials

Identity Number = Identity Type = Issuing Country =

ress

= i FaN P
Address Line 1 — Country — City —

User Attachments

Delete

File Name(Max 200 char) —

o, 2y Fay . £
Document T1ttev Document Tw:uev File Tw:uev

1. “Check Login Availability” button is disabled initially and it enables once user fill in “Login

Id” field.

Login Details

sy
Issue Date -

Please note: Login Id once created cannot be removed.

No Records
No Records
Expiry Date = Edit

No Records

iy -
P.0.Box — Edit

No Records

Document Size (in Bytes) — Edit

USERMAMUALS

Login Id:

PasswordiMax 30 Char): |lllllllc |

Hint Questicn: |'.-:r'a: is your pet name? ||_vi

Hint Answer: |zincha

Please note: Login Id once created cannot be removed

Check Login Availability

2. Fillin all the applicable fields

3. Click “Check Login Availability” to see if the provided login id can be used or not

4. If login id is available, the following screen is displayed
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“Liser Name is Available” (SBL-BPR-00131)

5. Click on “Back” to navigate to previous screen

6. If the login id is not available, the following screen is displayed

A record that contains identical values to the record you have created already exists, If you wouldIike to enter a new record, please ensure that the field valies are unique. (SBL-DAT-00381)

7. Click on “Back” to return to the previous screen

12.2 Roles

1. Refer to section (11.2.2- User Roles) for more details

12.3 User Credentials

1. Refer to section (11.2.3 - User Credentials) for more details

12.4 User Address

1. Refer to section (11.2.4 - User Address) for more details

12.5 User Attachments

1. Refer to section (11.2.5 - User Attachments) for more details

13 Change Authorized Person

This service is used to change the “Authorized Person” role from one user to another. Each business
must have one authorized person. In case there is only one user created in the business and he/she is
the authorized person, create a new user request and submit it for approval. Once it has been
approved and the user is created, assign “Authorized Person” role to him. This option allows user to
attach documents to support the request
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1. Click “Change Authorized Person” link on the Homepage

My Service

Track Request

Renew Business Code

@

_]l Wiew fdmend Business Profile
-

L

-

L

Mew hszociations
=

Remove Aszociations

=

=y

Wiew S dmend Facility

Mew Facility

Wiew famend User

Mew User

Change of Authorized Person

manage Services

23 R0 B )

2. The following screen is displayed
3. Al the roles associated to each user can be viewed under the Role section

4. User with "Authorized Person” role will have “Authorized Person” flag set to “Y”

Users

#ake huthorized 1-20f2
= . A a A . .
Userld First Name Last Name = User Code Status Authorized Person
I > rew rajechl india Active v 1
> TESTMAL Heryt trhatr Active N
Roles
o
Role Hame ©—
3| Authorized Person
> Cuner v

5. Select any with “Authorized Person” flag set to “N” to make it new “Authorized Person”

6. Click on “Make Authorized” button for any of selected record with “Authorized Person” flag
set to “N”
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Hake Autharized I 1-20f2

Usertd - First Hame Last Hame 2 User Code Status Authorized Person?

> RAY rajeshl india Active U
> | TESTMAL Feryt trhgtr Active N

Roles
Role Hame:
> Authorized Person

> Cwviner v

Note:

R/
0.0

After clicking “Make Authorized” button, it will be disabled

7. Click on
a. “Save Draft” button to save the request as a draft
b. “Submit” button to send the request for approval
c. Cancel” button to cancel the request
d. “Go To Homepage” button to navigate to application homepage

8. Fill in “Reason for Amendment” field before submitting the request

Go To Home Page Tof 1+

Request Number: 1-1565054%

Request Type: Change Autharized Ferson Reason for Amendment:

Request Status: Drait

9. After clicking on “Submit” button, confirmation screen is displayed.

e

Confirmation
Your request has been sent for approval. Please note the following information for your reference. Please logout and login again for the changes to get reflected.

Request Id: 1-40204032
Request Date: 27 /04/2010 11:55:09 A

Status: Approved

B

10. Click on
a. “Print Screen” button to print the request details

b. “Go To Home Page” button to navigate back to application homepage

14 Manage Services

This service is used to amend a certain user services. It allows you to add/delete services. Services
are associated to a role and roles associated to a user.
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1. Click “Manage Services” link on the Homepage

My Service

Track Request

Renew Business Code

_I'h. Wiew famend Business Profile
-
L
-
L

Mew Azsociations
Remove Azsociations
Wiew famend Facility
Mew Facility

Mew User

E
% Wiew famend User

Change of Authorized Person

Manage Serwices

2. The following screen is displayed
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Log InfOout
Client Profile Details
Torts
Business Details License Details
Business Code: AE-0007955-001 License Humber: indaphyd004
Business Hame: 5/T Business 1 License Type: Comme rcial
Business Hame {Arabic): Issuing Authority: Department of Economic Development - Dubai
Registration Category: Dubai based companies Issued Date: 01/03/2010
Ho. Of Employees: 51 - 100 Expiry Date: 31/03/2014
Business Contact Details Renewal Date: 02/03/Z010
Phone " . .
ey s Y Emirates Post License (EPL) Details
B EPL Humber:
{Country-Area-Humber): SEF A .
Email: maveric. rajeshi@dubaicustoms. ae
Expiry Date:
‘Website:
Users
[y [rmereries |
Userld First Hame Middle Hame Last Hame = User Code Status
> RAJ7 rajeshl Test india Active
> TESTMAIL htryt trhgtr Active
Roles
1-3063
Role Hame
> Authorized Person
> Cwiner
> Sponsor
i i i “A d Services” butt
3. After selecting any one of listed user, click on “Amend Services” button
. « C . -
4. After clicking on “Amend Services” button, following screen is displayed
Roles
1-30f3
Role Hame
fteame
[ > eutnorized Fersan |
kd Cuner
> Sponsor
Services
N 1-erine

Service Name —

Amend Regstration
EnabieDisable User
Manage Liser Seruices
Amend Facilty

Track Request

Wikhidran Request
Request to Remove Faciity
Manage Digital Certificate

View Clearance Message

VViVIVIVVIVY VY

View Client Profile

5. Select any of the listed Roles

6. Select the Service under the selected role

7. Click on

a. “Add” button to associate a service to the selected role

b. “Delete” button to disassociate a service to the selected role

c. “Query” button to search services associated to the selected role
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Services

o
-

Amend Registration
EnablefDisable User

Service Hame

Manage User Services
Armend Fariity

Track Request

Withidraiw Request
Request ko Remave Faciity
Manage Digital Certificate
Visw Clearance Message

VMV IV VIV Y Y vy

View Client Profile

1-100f 10+ »

[E3]]

8. After clicking on “Add”

Services

button, following screen is displayed

[E3]]

9. Select the service from

A - |
amend Declaration i
Amend Facility

Amend Regizstration

amend User Profile

Approve Azsocication Request
Approve Change authorized Pers
Approve Facility Request

Approve Registration Request
Approve Renewal Request

Approver User Request

Cancel Declaration

Change authorized Person

Oiraft Declaration

E-Payment

Enable fDvizable Uzer

Manage Digital Certificate

Manage LUzer Services

Mew Registration Request

Print Declaration

Request Azzociation

Request Mew Facility

Request Mew User

Request to Remowve Azzociation
Request to Remowve Facility

Request to Remowve User

Request to Renew Buzines:s Code
Rewiew Duplicate Request

Search Declaration

Search Users b

the drop down list as shown below

I

10. Click on

a. “Save” button to associate the service to the role
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b. “Cancel” button to cancel the association of service to the role

11. After clicking on “Save” button, following screen is displayed

Services

Service Hame

4 9-180f 18

view Clearance Message
view Client Profile
Track Registration Request

Request to Renew Business Code

Request Association

Fequest ko Remove Association
Request Hew User
Amend User Profile

View Lser Profiles

—
vivivividvlviviviw

Request Hew Faclity

Request Number: 115657002

B
Request Type: Amend Lser Services Reason for Amendment:

Request Status: Draft

11. Click on

a. “Save Draft” button to save the request as a draft

b. “Submit” button to send the request for approval

c. Cancel” button to cancel the request

d. “Go To Homepage” button to navigate to application homepage
12. Fill in “Reason for Amendment” field before submitting the request

13. After clicking on “Submit” button, following screen is displayed.

Confirmation
Please note the following information for yvour reference and login again for the changes to get reflected.
Request |d: 1-147552428
Request Date: 24/10

Status: Appro

I | Print Screen | | Go To Home Page | I

14. Click on
a. “Print Screen” to print the request details

b. “Go to Home Page” to navigate to application homepage

Note: Please note that this request is auto-approved. User will have to sign out and sign in again to

see the changes, done through “Manage Service” request, in the system.
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