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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 for registration with Dubai Customs.

1.2 Document Organization

This document is organized into 5 chapters/sections.

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

How to use Dubai Trade Portal: This chapter explains steps for navigating Dubai Trade
Portal to access the three registration related open services of Dubai Customs

How to use New Registration: This chapter explains the steps for filling information related
to new registration and submission of request for approval.

How to use Track Registration: This chapter explains the steps for tracking a new
registration request. It also explains the steps for making payment against the new
registration and describes options available to user when the request is suspended or
approved by a Customs Officer.

How to use Renew Business Code: This chapter explains steps for Business Code renewal by
a company.

1.3 Reference Documents

SNO
NA

DOCUMENT \ LOCATION
NA NA

1.4 Abbreviations and Terms

Client Registered and Approved Company
Users Registered or Unregistered User
CR Officer Client Registration Officer

Sr. CR Officer Senior Client Registration Officer
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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
by Users.

Screens Set of forms, links and user interface elements

generally dealing with a specific system
functionality.
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2 About User Interface

The following table provides the description of common buttons or links and illustrates how to use
them during the registration process.

Button ‘ Description

Add 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

Print Screen

Prints the screen

3

Navigates to next record

1

Navigates to the previous record
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3 How to use Dubai Trade Portal

All Customs online services are available through a single internet portal called Dubai Trade Portal
(http://www.dubaitrade.ae). This portal serves as a gateway for trade facilitation providing not only
Dubai Customs Client Registration services but also online services for other authorities that are
required by the trading community in Dubai.

This section explains the steps to use Dubai Trade Portal for accessing Client Registration services of
Dubai Customs.

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. Under Dubai Customs section, click the link “Click here” as shown in the below screen.

/‘) e-Tgken 7" @2 Br WoRLD

2 DP WORLD

dglailiisig
DUBAI TRADE
SIGN IN

Username
HOME ABOUT DUBAI TRADE FAQ TRAINING

Password

‘WELCOME TO DUBAI TRADE

» DR World Limited centainer volumes for the first quarter of 2010
Fargot Password?
RPN » Drydocks World 7 Dubai makes donation to fMohammed Bin Rashid Humanitarian and Charity Establishment
Modify Registration
» Imdaads 'Beati off to 3 ereat start in sscond season, tarests 30 schooks this year
Registration Enquiry
> Dubai World chairman applauds PRO Ferries
NEW USER
= » Dubai Trade portal recards over 7 million transactions in 2003
Register Now >
OTHER LINKS
» DP World UAE Region ilad i a
DP WORLD
# Dubai Customs
£ A F | s 3 leader in internations| marine terminal aperations and develapment, it (] i @evermmen dparmet i B anddio UXE

and one of the leading Customs administrations in the region, Dubaf Customs”
suite of anline services is vour ing edgicr faster, smoother, and

mare prafitable business operatil tdmccess 3 wealth of sendces
designed for your convenience.

> i
Jebel Ali Free Zone Iogistics and related sendces, DP World 5 committed to providing the best

anline services for the best of its customers' conventence, Utilize DP
{  World's 100+ online services and give your business the excellence it
deserves, Click here.

» Dubai Ahulti Commadities
Centre

» Emirates Sky Carza

» e-Token Website

"+ NEED HELP?
4 call us now!
800 4464 @

[ +071 4 437 1000 A
49 Square Kilameters, 6000+ companies, and 21 years of growth, all come g amg| o commodities market place in Dubai - DUCC provides industry-specific
together through the 100+ online services of the Jebel Al Free Zone P, Pyep|| Physical, financial and market infrastructure for a wide range of commodities
Authority, Doing business through Jafza's world-class amenities and "ﬁ'% industries. DMCC registered companies are offered highly attractive benefits
unparalleled logistic infrastructure has never been sasier. Click hers to & under a free zone status including aceess to a secure regulated
26t on board today, t‘i environment, Click here to learn more or login to do business s usual.

3. The following screen is displayed listing all the online services that can be used without
logging in to Dubai Trade portal also called “Open Services” for Dubai Customs.

Tip: Login to Dubai Trade Portal requires a User Name creation on Dubai Trade Portal. It will
also be created as part of the Dubai Customs registration process. Details will follow in the below
section 4.6.1 .


http://www.dubaitrade.ae/
http://www.dubaitrade.ae/
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2 Dubai Trade - Microsoft Internet Explorer

fle Edt  View Favortes ook Help
QB&:K > ﬂ g ;\ /. Search (" Favorites ) A o!-ﬁ

< | €] http:juat. dubaitrade. ae/p: isp i sskomsédang_codemen ™ Go Link

\AJ
o '800 446 ”@ &

‘J‘J BAI TRAD

New ABOUT DUBAI TRADE FAQ

« NOC Application wan € wiLcome
count Request
: Gibeems

inter-atis,
region that need

\r\ hr\e wlth the stated vlsmn Dubav Custom offer*s comnr’ehens' and innovative on Lr\e serw:es to ass|st the busmess community, These ser\nces vm:L
actiol rvices, Also inelt bu: JLAE 3

ided are othe ssiness community in L

Enquiry

tu Interack h.nth Dubai Lu)tnm) o the Course m Their actwms,

REGISTRATION SERVICES

ice activity that you conduct

Depending on the busine
service provided th
completing the registration, Dubai Custo
Elstams anditions, rules and regulations and must be rem

& than one
r. On

dll be subject to Dubai

tams Code to the client, which will remain valid only until the expiry of the license and

on expiry

B
.

s NOC Application WMPORTER/EXPORTER CODE
. Mw_ﬂ CLEARING AGENT COCE

.

SHIPPING AGENT COCE
FREE ZOMNE COMPANY CODE
Other Services

o Hg

de Search CLEARANCE AND OTHER TRANSACTION SERVICE
de Enquiry

» Contacts

The the clients who have already registered with Dubai Customs as Import i mpanie m their
rEsDEc(WE Cus(ums Cudes haVE Deen aLluCa(Ed The services are available on our corporate Durtal .DUEN TRA[E TAKE ME TO THE CLEARANCE AND TMNSACTION SERVICES

Copyright © 2006 - 2009 Dubai World Corporate Services FZE, All rights re

ved, Privacy Policy | Terms and Condition:

] Done &3 Local intranet

In this page, the following links will be displayed to do the activities related to Customs
registration.

>

a. New Registration
b. Track Registration

c. Renew Business Code
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4 How to use New Registration

“New Registration” open service provides a set of screens and forms to create a new registration
request through Dubai Trade portal.

User is required to enter business profile information, business address details, business types &
services, facilities, users, business group details, and add any attachments to complete the
registration request.

During registration, the request can be saved as draft and it can be continued later on. Once the
registration request is submitted it is sent to the Customs Officer for review and approval.

To access the “New Registration” screen, please refer to the section 3.
4.1 Business Profile

This section explains entering basic information of a Business such as Business Name, License details,
Contact details etc.

1. The following screen is displayed as the first screen on clicking the “New Registration” link.

ABOUT DUBAI TRADE FAQ

Log Infout

E—— \ T
R —— \ —
Registration Category:* Issuing Authority:* ‘ I
Business Contact Details Expiry Date: l:'ﬁ
sl ]
(Country-Area-Humber):* BanevslDate; l:lﬁ
]
(Country-Area-Humber):*

2. Fillin all the applicable fields
Note:

« Phone, Mobile, & Fax should be entered in “Country-Area-Number” format. For example,
a UAE Mobile could be like 971-50-1234567, or a UAE Phone could be like 971-4-1234567.

< Only the country codes of GCC countries are allowed for Phone, Mobile and Fax Numbers.
< Email should to be in the specified format i.e XXX@xXX.XXX.
< Website should be in the specified format i.e www.XXx.XXx.

+ Operational Email is used to send alerts to the clients.

3. Fillin all the applicable fields to save the draft of the request

-9 .-
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4. Click on “Save as Draft” button.

5. The following screen is displayed.

sacl, o

DUBAI CUSTOMS

Service Request Detail:

Mew Business Registration

1of 1+
kindly take a note of the following information. This information can be used to Track your Request using the Track Request facility. This
request will be automatically deleted,if it is not submitted with in next 15 days
Request Id: 1-203854294
Validation Code: 40571
Mew Business Registration
Save as 1of 1+

Business Details License Details

Request Id: 1-203854294 License Number: 40571
Business Mame: Dyna Trading LLC License Type: Commercial

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

Registration Category: Dubai based companiss Issue Date:

Mo. of Employees: 51 - 100 Expiry Date:

Business Contact Details Renewal Date:

Fhone
971-4-34982
(Country-Area-Humber): SRR

Fax
(Country-Area-Humber):

971-4-3498233

6. Note down the information given in the message. This information is useful to track the
request later on. Note that the Validation Code is the same as the Business License #.

7. Click on “Next” button to proceed to the next step

The following screen is displayed

-10 -
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D'UB:IfIle TOMS w

5 egistration
Preview & Submit 1of 1+
Business Details License Details
Request Id: 1-203854294 License Humber:* | 40571

Business Name:* |Dyna Trading LLC License Type:® Commercial

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

Registration Category:* Dubai based companies Issue Dates™ |13/0 |
Mo. of Employees: | 51 - 100 A Expiry Date: |1 e
Business Contact Details Renewal Date: | 13/08/2010 =

Phone (o7 4 3498234
{Country-Area-Number):*

Fax 471-4-3498233
{Country-Area-Humber):*

Email:* |dynatr@dynatradinglimited.com

Operational Email:* |dynatr@dynatradinglimited.com
Website: |www.dynatradinglimited.com

HOC Humber:

9. Button shown on the screen allows to do the following:
e Save: Saves all the changes made to the registration request in draft format.

e Preview & Submit: Displays a read only preview of the request on a new screen and
provides a button to submit the request. You would only usually use this button when
your request have been finalized

e Cancel: Cancels the current registration request.

10. Following sections of the business profile should be filled before submitting the request.
Business Address, Business Type, License Activities, Facility Details, User Registration,
Attachments, Document Templates and Group Information

-11 -
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Query || Delete Mo Records
Address Line 1= Country = City = P.0.Box = Edit
Business Type
No Records

Business Type@

Lice
Query || Delete

License Activity @

No Records

No Records

Facility Hame e Facility Tvpe @ Status @
User Registration

[oce] @y

User 1d = First Name = Fiddle Name =

No Records

-
Last Name —

Attachments

Document thlev Document Type@ File Name{Max 200 char}@ File Type@

Mo Records

Document Size {in Bytes}@ Edit

1-30f3

pan
Template -

Download Letter of Undertaking for Clearing Agent(Applicable for Broker Business Type)
Download Letter of Undertsking for Importer{Applicable for Importer Business Type)
Download Letter of Undertaking for Shipping Agent{Applicable for Shipping Agent Business Type)

Group Informati

Group Business Name -

Mo Records
Relationship Tm:nev Edit

4.2 Business Address
1. Click on “Add” button to add Address details of business.

Business Address

Add | fQuery | Delste Mo Records

Address Line 1 Country = City = P.OBoOX Edit

2. The following screen is displayed

Busingss &dddress

Address Line 1:* H | P.0.Box:* l:l
Address Line 2:* | | Country:* l:lm
Street: | | Emirate/StateProvince™: l:lm

3. Fillin all the applicable fields
4. Click on

a. “Save” button to save the changes
b. “Cancel” button to cancel the changes

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

-12 -
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Business Addres,
|| 11071
AddressTine T Country City P.0.Box Edji

> Lined United Arab Erirates Dubsai 54321

6. Click on
< “Edit” button to modify the address details

<  “Delete” button to delete the address details

< Add button is disabled to accept only one address for a business.

< “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.

4.3 Business Types
1. Click on “Add” button

Blsiness Tyvpe
Mo Records

Business Type

2. The following screen is displayed

Business Type

Added Business Types cannot be deleted
*Business Type: [ |

3. Click the Select Icon 4 to show a list of all the business types

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

-13 -
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A Pick - Microsoft Internet Explorer. provided by Information Technolo. .. |z

ZH {Cargo Handler)

Caurier

Exporter (Commercial)

>

>

>

g Cuskoms Warehouse
>

> Importer {(Commercial)
>

Shipping line Agent

DUBAI CUSTOMS

=S

5. Click on
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 ||;’|

| Cancel

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

I =

1-10f1

Business T =
I > Broker

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

KD

«» Business Type once added cannot be deleted.

4.4 License Activities
1. Click on “Add” button

jgepee hotivities
Delete

License Activity —

-14 -
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2. The following screen is displayed

License Activities

*License Activity: IEE'

3. Click the Select Icon 2 to show list of all the license activities

4. Select the License Activity by clicking on the arrow on the left side

Licenze &ctivity |

License Activity %

Acess Cradles Manufacturing
Accidents & Liabilities Insura
Accounting & Bookkeeping
Accounting & Cffice Machinery
Acid Manufackuring

Acids & Alkalines Trading
Acquariarm Park,

Acupunckure Therapy Clinc

Adhesives Manufackuring

WO W N

Adhesives Trading

5. Click on
a. “OK” button to add it

b. “Cancel” button to cancel the process

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

License Activities

*License Activity: |§ccess Cradles Manufacturing ||z|

7. Click on
a. “Cancel” button to cancel the record
b. “Save” button to save the record
8. After clicking on “Save” button, following screen is displayed.
Licerse Actwities

License Activity =

[ > Access Cradles Manufackuring ]

-15 -
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9. Click on
a. “Add” button to add another License Activity
b. “Delete” button to delete the already added License Activity

4.5 Facility Details
1. Click on “Add” button to add a facility.

acility Details

I Mo Records

.

Facility Hame Facility Type Status

2. After clicking on “Add” button, following screen is displayed
Facility Dietails
Facility Name:’[_ Status:* | Active ~

Facility Type:* v

3. Below are the available facility types in the system

W

Eranch

Free zone
FPremizes
Warehouze

4. Fillin all the applicable fields
5. Click on

a. “Cancel” button to cancel the record

b. “Save” button to save to add more details of the facility
Note:

« Depending on the Facility Type, different fields have to be filled in. This is described in
the following sections.

4.5.1 Branch Facility

1. The following screen is displayed if the Facility Type “Branch” is selected.

- 16 -
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Fa

Facility Mame:* |B3-na trading - Jevel Ai Status:* Active

Facility Type:® Branch

Mo Records

= TMobile .

Last Name = Email =

astiame < ek < {(Country-Area-Number) =

No Records
Address Line 1= Country = City = P.0.Box = Edit
Attachments
Detete No Records
Document Title @ Document Type @ File Namei{Max 200 char) @ File Type @ Document Size (in Bytes) @ Edit

2. Following sections must be filled for a Branch Facility
e Facility Contacts

e Facility Address

4.5.1.1 Facility Contacts
1. Click on “Add” button to add a Facility Contact.

Facility Contacts
icld Delete Mo Recards

' N - S Mobile &
First H. Last H. Email
irst Hame — ast Hame = mail = (Country-Area-Humber) =~

2. The following screen is displayed

Mobile
(Country-Area-Humber):*

First Name:* |r~‘.3r‘ar'r“5: |

Middle Name:|-r‘rj3: | Phone |
|
|

[571-55-1665070 |

971-4-3498234

(Country-Area-Number):*

Last Name:™ |—‘1i

Fax
{Country-Area-Humber):*

[571-4-3498233 |

Designation: | Owner

Mationality: | UAE (United Arab Emirate % Email:* |f:-arJa:'5:3-na:I adinglimited.c
Place of Worlk: Place of Birth: | United Arab Emirates

3. Fillin all the applicable fields.
4. Click on
a. “Save” button to save the changes
b. “Cancel” button to cancel the changes

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

-17 -
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Facility Contacts

First Hame:™ | Mohammed

Last Hame:* |.-‘1i

|
Middle Name: |Amad |
|
|

Designation: | Dwner

Mationality: | UAE (United Arab Emirate s
Facility Address

pan
Address Line 1. —

Attachments
Delete

LY i
Document T1tlev Document T)/rpev

Facility Contact Addresses

HMobile
{Country-Area-Humber):*

971-55-1665070 ‘

Phone
(Country-Area-Humber):®

971-4-3498234 ‘

Fax

971-4-3498133
(Country-Area-Humber):* " - ‘

Email:*

Place of Birth: | United Arab Emirates b

]
3
&
2
3
2
&
o
5
]
o
8
g
m
=2
m
3
a
8
E

Country @ City @ P.0.Box @

File Hame(Max 200 char) @ File Type @ Document Size (in Bytes) @

1. Click on “Add” button to add a Facility Contact Addresses

gptact fddresses
oo fery ] e
fddress Line 1 @

Country @ City @

Fay
P.0.Box —

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

Contact Addresses

Address Line 1:*

206 A Amal Tower

Address Line 2:* |2nd Floor

| Country:* (United Arab Emirates

Address Line 3: |

| Emirate/State/Province™: |CUEA! I

Street: | Alkhaleej Street

Area: |Bsira

st

3. Fillin all the applicable fields.

4. Click on

a. “Save” button to save the record

b. “Cancel” button to cancel the record

5. The following screen is displayed when the save button is clicked.

Contact Addresses

- Fay
Address Line 1. —

> 206 Al Amal Tower

6. Click on

Country = City =
United Arab Emirates Dubai 3047

s
P.0.Box —

a. “Edit” button to modify the address information.

b. “Delete” button to delete the address record

-18 -
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Mo Recaords
Edit
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Facility Contact Credentials

1. Click on “Add” button to add a “Facility Contact Credentials” e.g. Passport details, Visa

Details etc.

2] ontact Credentials
Identity Humber Identity Type Issue Date Expiry Date

2. The following screen is displayed

Identity Number:* | KD29)898 Issue Date:* | 17/08/2009
Identity Type:* | Passport “ Expiry Date:* |16/08/2014
Issuing Country:* | United Arab Emirates w

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

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

Facility Contact Credentials

Identity Humber Identity Type Issue Date Expiry Date

> KD891393 Passport 17/08/2009 16/08/2014
6. Click on
a. “Edit” button to modify the credential record

b. “Delete” button to delete the credential record

4.5.1.2 Facility Address
7. Click on “Add” button

Issuing Country

Issuing Country

United Arab Emirates

geility dddress
[ Acd |
Address Line 1 Country City P.0.Box

8. The following screen is displayed

Facility

I
Address Line 1:* |Dyna Trading LLC P.0.Box:* 73644
Address Line 2:* |Industrial Area 1 Country:* |United Arab Emirates
Address Line 3: Emirate/State/Province™: | SHARJAH
Street: |Industrial Area 1 City:* | Sharjah b
Area: Sharjah Facility Location: |Industrial Area 1
Plot Moz |33

9. Fillin all the applicable fields

-19 -
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10. Click on
a. “Save” button to save the record

b. “Cancel” button to cancel the record

< Please note that the fields “Plot No” & “Facility Location” are required to save a Facility
Address record

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

Facility Address

< e L N
Address Line 1 - Country - City - F’.O.Bo)cv Edit
> Dyna Trading LLC United Arab Emirates Sharjah 73644

12. Click on
a. “Edit” button to modify the record

b. “Delete” button to delete the record

4.5.1.3 Facility Attachments
1. Click on “Add” button

R—
4 e s
I Delete Mo Records
Pocument Title @ Document Type @ File Hame @ File Type @ Document Size {in Bytes) @ Edit

2. The following screen is displayed

Attachments

File Hame:* H @ Document Title:*
Document Type:* | v—|

3. After clicking on Select Icon i following screen is displayed

2 Add Attachment - Microsoft Internet Explorer pro... |Z E|[Z|

Please specify a File Hame:

4. Click on “Browse” to select the file to be uploaded

5. The following screen is displayed
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Choose file

Laak ir: |@ Desktop ﬂ =) =% ER-

- BMy Daocuments
25 j My Computer
by Recent  |Sdmy Metwork Places
Diocurnents

ol

Desktop

‘;}

ty Documents

by Computer

-

" <

by Metwork  File name: || ﬂ L=

)
Places \—I
Files af type: |,-i'-.|| Files [%.%] j Cancel

6. Choose a file to attach
7. Click on “Open” button
8. The following screen is displayed

ATEaChmEn
Save || Cancel

File Hame:™ |New Text Document ||;’i

Document Title:* |copy of plan offwarehouse

Document Type:* | Copy of the Flan of Warehouse v |

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

b. “Cancel” button to cancel the record

Note:

*,

.0

Allowed file types are: .DOC, .PDF, .JPG, .XLS, .GIF, .BMP, .TXT
» Allowed size is: 10MB per file (maximum limit)

C )

*,

*,

10. The following screen will be displayed

Attachments

[Dckte | -ttt
Docume £ Document Type @ File Hame @ File Type @ Document Size {in Bytes) @ Edit
> copy of plan of warehouse Copy of the Plan of Warehouse Mew Text Document THT 66

11. Click on
a. “Edit” button to modify the record
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b. “Delete” button to delete the record

e [t ails

Facility Hame:® |Dyna trading - Jevel A Status:® Active

Facility Type:* Branch

First Name Last Hame 2 Email T2
(Country-Area-Humber)
> Mohammed Ali mohammed.amjad@dynatradinglimited.com 971-55-1665070

Address Line 1 Country City P.0.Box
> Dyna Trading LLC Urited Arab Emirates Sharjah 73644

Attachments

Document Title Document Type File Name{Max 200 char) File Type Document Size (in Bytes)
> Copy of plan of warehouse Copy of the Plan of Warehouse Copy of plan of warehouse PDF 137,380

12. Click on
a. “Save” button on “Facility License Details” to save the facility

b. “Delete” button on “Facility License Details” to delete the facility

13. The following screen is displayed

Facility Details
Facility Hame - Facility Type Status
> Branch Active

14. Click on the “Facility Name” link to modify the facility details

1of 1+

1-10f1

1-10f1

1-10f1
Edit

1-10f1

15. Click on “Add” button to add another facility and repeat the steps as mentioned in section

4.5

« 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.
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1of 1+

Ghubaiba Status:* Active

Windows Internet Explorer

\:,f/. You have unsaved changes on Facility License Details. Continue?

No Records

; a Concel pite a
First N
st Rame < ntry-Area-Number) ™
Ha Records
Address Line 1= Country = City = P.0.Box = Edit

Attachments

Delete Mo Records

Document Title @ Document T}-'pe@ File Mame{Max 200 char) @ File T}-'pe@ Document Size (in Bytes) @ Edit

KD

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

e “Cancel” button to save the modified information

4.5.2 Free Zone Facility

1. After filling in all the fields below, click on “Save” to proceed

Facility Details

Facility Hame:* |ﬁ3na Trading - Freszone |

Status:* Active

2. The following screen is displayed

Facility License Details

Facility Hame:* ‘B'_ma Trading - Freezone Status:® Ac

Facility Type:* Free zone Reference Code: |

Facility Contacts
d Delete Mo Records

Mobile S
{Country-Area-Humber) =~

s s PN
First Name — Last Name — Email —

Address

Facility

Mo Records
Address Line 1= Country = City = P.0.Box = Edit

Attachments
Delete Mo Records

e PN iy L
Document T1tlev Document Type = File Mame{Max 200 char) - File Tyvpe - Document Size (in Bytes) - Edit

3. Fillin all the applicable fields.

Note:

B3

» Facility Contacts & Facility Address sections are not applicable for Free Zone Facility
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4.5.2.1 Facility Attachments
1. For more information on uploading attachment to a Facility, Please refer to section 4.5.1.3

Facility License Details
 save || Delete | Tof1s
Facility Name:* ‘B{.-na Trading - Freszone Status:* Active

Facility Type:* Free zone Reference Code: | DUBAI MEDIACITY L

Facility Contacts

No Records
) A - L Mobile P
First Hame — Last Name T Ena (Country-Area-Humber) ™"

Facility Address

No Records

iy PN pan Py
Address Line 1 - Eountryv City - F'.D.Bo)cv Edit

Attachments

Dncumentﬁtle@ DncumentType@ File Mame(Max 200 cnar]@ FlleType@ Document 5ize (in Bytes) @ Edit
> Inventory Report Current Inventory Report Inventery Report T 687

2. Click on
a. “Save” button to save the facility
b. “Delete” button to delete the facility

3. The following screen will be displayed

Facility Details

1-40r4

Facility Hame 3 Facility Tvpe @ Status @
> I Dyna Trading - Freezone Free zone Active I
> Dyna Trading Warehouse Warehouse Active
> Dyna trading - Hatta Premises Premises Active
> Dyna trading - Jevel Al Branch Active

4. Click on
a. “Facility Name” link to modify the facility
b. “Add” button to add another facility

4.5.3 Premises Facility

1. After filling out all the fields below, click on “Save” to proceed

Facility Details
Facility Mame:™ |I:3na trading - Hatta Premises | Status:® Active

2. The following screen is displayed
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Facility License Details

Torts
Facility Name:* |Dyna trading - Hatta Premises Customs Location: | HATTA (A Wajajah) b
Facility Type:* Premizes Clearance Message Channel: Email
Status:* Active Clearance Message Channel Address: [dynatr Bdynatradingm
Fa tacts
No Records
First Name Last Hame 2 Email Mebile

{Country-Area-Humber)
Facility Address
Mo Records
Address Line 1 Country City P.0.Box Edit

A

No Records

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

3. Fillin all the applicable fields.
Note:

KD

+ Clearance Message Channel is pre-defaulted to “Email” and it can not be changed.

KD

+ Clearance Message Channel Address should be a valid email address in the specified
format i.e. XXX@XX.XXX

4. Select the Customs Location from drop down

4.5.3.1 Facility Contacts
1. Please refer to section 4.5.1.1

4.5.3.2 Facility Address

1. Please refer to section 4.5.1.2

4.5.3.3 Facility Attachments

1. Please refer to section 4.5.1.3

cenze Details

10f 1+
Facility Name:* |Dyna trading - Hatta Premises Customs Location: | HATTA (A Wajajah) b
Facility Type:® Premises Clearance Message Channel: Email
Status:®* Active Clearance Message Channel Address: |dynatr@dynatradingmi
Facili ntacts
Mobile
First N Last Name = Email
irst Hame astHame mat {Country-Area-Number)
> Sohail Tanveer sohail. tanveer @dynatradinglimited. com 971-50-5089334
Facility 55
Address Line 1 Country City P.0.Box Edit
> Plotro-43 United Arab Emirates Al Ain 562342
Attachments
No Records
Document Title Document Tyvpe File Name(Max 200 char) File Type Document Size (in Bytes) Edit

2. Click on
a. “Save” button to save the facility record

b. “Delete” button to delete the facility record
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3. The following screen is displayed

Facility Details

" -
Facility Name -

1-20f2
Facility Type = Status —
> | Dyna trading - Hatta Premises Premises Active I
> Dyna trading - Jevel Ali Branch Active
4. Click on
a. “Facility Name” link to modify the facility
b. “Add” button to add another facility
4.5.4 Warehouse Facility
1. After filling all the fields below, click on “Save” button to proceed
Facility Details
Facility Mame:* |I3'_.-na Trading Warehouse ‘ Status:® Active

2. The following screen is displayed

Facility License Details

Facility Mame:* |I3'_-'na Trading Warehouse | Proposed Area (sq. ft.): I:l
Facility Type:* Warshouse License Humber: I:I

Status:® Active Issue Date: I:IE
Facility Mode: v Expiry Date: I:Ig
Building Type: | L |

3. Fillin all the applicable fields

4. Select the “Facility Mode” from the following list
a. Private

b. Public

5. Select the “Building Type” from the following list

A
Flatted factory

multi starey warehouze
Other

Purpoze-built warehousze
Shop house warehousze
Uncovered yard
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4.5.4.1 Facility Contacts

1. Please refer to section 4.5.1.1

4.5.4.2 Facility Address

1. Please refer to section 4.5.1.2

4.5.4.3 Facility Attachments

1. Please refer to section 4.5.1.3

Facility License Details

10f 1+
Facility Name:* |E:~‘ﬂ3'la:ing'-'-'alsl“atss | Proposed Area (sq. ft.): | 2,000
Facility Type:® Warehouse License Humber:
Status:™ Active Issue Date: | 0"
Building Type: | Multi-Storey v
Facility Contacts
Py a~ o Mobile s
First Name Last Name — Email — I T
> Mohammed Ali mohammed.amjad @dynatradinglimited, com 971-55-1665070
Facility Address
. N =S N Lo .
JﬂujdressL1ne1v Countr}-v Clh-v F‘.EJ.BD.Kv Edit
> Industrial Area 1-69 United Arab Emirates Sharjah 3047

Attachments

No Records
Document Title@ Document T)-'pe@

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

2. Click on

c. “Save” button to save the facility record

d. “Delete” button to delete the facility record

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

Facility Details

1-30f3
Facility Name = Facility Type — Status —
> I Dyna Trading Warehouse Warehouse Active I
> Dyna trading - Hatta Premises Premises Active
> Dyna trading - Jevel Al Branch Active

4. Click on

a. “Facility Name” link to modify the facility
b. “Add” button to add another facility

4.6 User Registration
1. Click on “Add” button
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gp Beaistration
s

s = s
User Id - First Hame -

2. The following screen is displayed

Mote: To select an existing User. Kindly provide the User Code and then click on the Select lcon in the Last Mame field.

User Details

User Code:

Il

First Name:™ | Abdul

Middle Name: |F!sr‘r“an

: L &
Hiddle Hame — Last Hame =

User Contact Details

Hobile

971-55-1665071
(Country-Area-Humber):* |’ |

Phone

S71-4-34%8234
(Country-Area-Humber):* |7 i

Mo Records

Last Mame:* |I'r‘an |u| |"71 -4-3498233

{(Country-Area- Number} B

Alternate Email: |ab_ i.rehman@dynatradinglimited

|
|
Email:* |ab’ i.rehman@dynatradinglimited |
]
|

Place of Work: Natmna1ty.|l.l-.£-_l.ln|,5: Arab Emirates) v
Preferred Mode of Contact: | Email v| Date of Birth: E
PlaceofBirth:|Uni:_=: Arab Emirates v|

3. Fillin all the applicable fields
4. Click on

a. “Save” button to save the changes and fill more information of the user like, “Login
Details”, “Roles”, “User Credentials”, “User Address” and “User Attachments” or
Click on “Delete” to delete the record

b. “Cancel” button to cancel the process
Note:

% To select an existing user, kindly provide the user code and then click on the select icon
in the last name field

Uzer Registration
Save || Cancel

Hote: To select an existing User. Kindly provide the User Code and then click on the $elect Icon in the Last Hame field. ]

User Details User Contact Details
User Code: “ | ] Mobile
{Country-Area-Humber):*
Country-Area-Humber):*
Middle Hame: | | { ¥ ¥
Last Hame: ™ | I {Country-Area-| Humher) Hd I:

5. After clicking on “Save” button, following screen is displayed
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User Details
User Details User Contact Details
First Hame:* |3\bCLl ‘ HMobile |971_55_1555:.71 |
(Country-Area-Humber):*
Middle Name: |Rehman ‘ Phone P — |
971-4-34982
(Country-Area-Number):*
Last Name:™ |I’J'an ‘ o
971-4-3498233 |
Gender: _ (Country-Area-Number):*
Designati _ Email:* |al::LL.rsr‘r’an'?:'_.-na:ra:lngl\r’l:s:.
o T Alternate Email: |ab:u.rﬂ“ran'S:'_.-na:ra:ingl\ri:f:.
ace of Work: | Dubai
Nationaﬁty:|U-‘-£-jUni:s: Arab Emirates) v|
Preferred Mode of Contact: | Email W

Login Details

Please Mote: Login Id once created cannot be removed.

S
Password(Max 30 Char): I:I

Hint Question: | ||;I

Hint Answer: | |

m Query || Delste Mo Records

Fan
Role Hame b

No Records

Identity Humber @ Identity Type @ Issue Date @ Expiry Date @ Issuing Country @ Edit

4.6.1 Login Details

1. Fillin all the applicable fields
Note:

7

< “Check Login Availability” button is disabled. This will be enabled only when you enter value
in Login Id field

Login Details

Please Note: Login Id once created cannot be removed.

e

Hint Question: ‘ ||_v|

Hint Answer: ‘ |

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

N

3. Select the “Hint Question” from the following list
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What is wour Favaorite city?

What is wour Favarite color?

What is wour pet name?

?

>

> what is vour library card number?

>

> What is wour primary frequent Flyer number?
>

What was wour first phone number?

4. Click on the Arrow ~
5. Click on
a. “OK” button to select the Hint Question

b. “Cancel” button to cancel the selection and close the pop-up

Login Details
Please Mote: Login Id once created cannot be removed.
Login Id: | ABDULREHMAN
PasswordiMax 30 Char):
Hint Question: "~‘<'r‘3'. is your primary frequent flye v

Hint Answer: |L-45623 |

Check Login Availability

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

7. If the Login Id is available, following message is displayed

Hotification

[

“Legin |10 is Availabls™ (SBL-BPR-00131)

8. If the Login Id not available, following message is displayed

Hotification

“This Login 10 is not Available, Sorry for the Inconvenience” (SBL-BPR-00131)

-30 -



g._.md.l)l_a.?-

Customs Registration - New Users SUBAI CUSTOMS

4.6.2 Roles
1. Click on “Add” button

Roles

Delete Mo Recards

Ay
Role Hame —

2. The following screen is displayed

3. Select the appropriate role from the following list

Authorized Person
Broker Reprezentative
Indiwidual

Manager

Cner

Partner

Sponsor

Trader Reprezentative

Roles

*Role Hame: | ;1T

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

5. The following screen is displayed

Roles

Quety | | Delete 1-1o0f1

Role Hame —
S—
[ > Authorized Person ]

6. click on “Add” button and repeat the steps from 1 to 5 to add another role

4.6.3 User Credentials
1. Click on “Add” button

= gentials

I Query | Delste Mo Records
Identity Humber - Identity Type - Issue Date - Expiry Date - Issuing Country - Edit

2. The following screen is displayed
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Lizer Credentials

Save || Cancel

Identity Humber:* 67658 Issue Date:™ |01/01/2005 2]

Identity Type:* | Pazsport w Expiry Date:* 01;‘01{2012[ 2]

Issuing Country:* | United Arab Emirates L

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

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

1-10of1

Identity Humber - Identity Type Issue Date Expiry Date Issuing Country
> BTRSE Passpart 01/01/2005 o1joifz012 United Arab Emirates

6. Click on
a. “Add” button to add another User Credentials record

b. “Delete” button to delete a certain record

4.6.4 User Address

1. Please refer to section 4.5.1.1

4.6.5 User Attachments
1. Please refer to the section 4.5.1.3
2. After uploading documents,

3. Click on
a. “Save” button on “User Details” to save the user record

b. “Delete” button to “User Details” to delete the user record

10f 1+

User Contact Details

User Details

Mobile
(Country-Area-Humber):*

71-55-1666071

)

First Name:* | Abcul

Middle Mame: Rehman Phone [ mnan
971-4-3498234
{Country-Area-Humber):*
Last Hame:* |i(han
Fax

971-4-3498233
(Country-Area-Humber):*

Gender: | Male A4
N Email:* | abdul.rehman@dynatradinglimited
Designation: |PCE
Alternate Email: natradinglimited
Place of Work: Dubai
Mationality: | UAE (United Arab Emirates) »
Preferred Mode of Contact: | Email b
Date of Birth: [17/03/1976 ==
Place Of Birth: | United Arab Emirat |%

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

User Registration

User Id First Name Middle Name Last Hame 2
> ABDULREHAN Abdul Rehman
5. Click on

a. “Add” button to add another user

b. “Last Name” link modify the user details

4.7 Attachments

1. Please refer to section 4.5.1.3

4.8 Document Templates

This section is having the templates of the documents to be filled in and uploaded by the users
wherever applicable.

The available templates are:
e Download Letter of Undertaking for Clearing Agent
e Download Letter of Undertaking for Importer
e Download Letter of Undertaking for Shipping Agent
1. Click on link to download the template file to the local system

2. Upload the filled/scanned copy of the above document as applicable. Please refer to the
section 4.5.1.3 for uploading a document

4.9 Group Information
1. Click on “Add” button

Group [nformations
I Ho Riscords

Group Business Hame Relationship Type Edit

2. The following screen is displayed
3. Provide the “Business Code” for the business you want to group with
4. Click on the Select Icon 4 to retrieve the Business Information

5. Select the business
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> Dyna trading - Hatta Premises Premises Active

Active

Business Name | 1-10f1

: Fay : iy
Business Name — Business UCID — Last Namee

£
Status —
> | Mewland organisation AE-1001414 Active I

Khan

Mo Records

— PN
Document T1tlev Document T).rpev Document Size (in By‘tes)v Edit

Document Templates
1-30f3
Template @
Download Letter of Undertaking for Clearing Agent{applicable for Broker Business Type)
Download Letter of Undertaking for Importer{Applicable for Importer Business Type)
Download Letter of Undertaking for Shipping Agent{Applicable for Shipping Agent Business Type)

Group Informations
Cance:

Kindly provide the Group Business UCID and then click on the Select lcon in the Group Business Hame field.

I Group Business UCID:® |AE-1001414 I
L &

Relationship Type:*

6. Select a “Relationship Type” from the following list

Parent
Other
sSubsidiary

1-10f1

Kindly provide the Group Business UCID and then click an the Select lcon in the Group Business Hame field.

Group Business UCID:* AE-1001414

Relationship Type:*
Group Business Name:* |zl
7. Click on
a. “Save” button to save the record
b. “Cancel” button to cancel the record
8. After clicking on “Save” button, following screen is displayed
Group Informations

iy PN
Group Business Hame = Relationship Type = Edit

> Mewland organisation Parent
9. Clickon
a. “Edit” button to modify the record

b. “Delete” button to delete the record
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Setvice Request Detail:

Qe Beaictration
Prewisw & Submit 1of 1+

Business Details License Details

10. Click on
a. “Save” button to save a draft of the registration request
b. “Cancel” button to cancel the registration request

11. The following screen is displayed

Setvice Request Detail:
Cancellation Comments

Request Id: 1-15964959

Description:

Save | [ Cancel

12. Fill in the Cancellation Reason in the “Description” field
13. Click on
a. “Save” button to confirm the cancellation of the request

b. “Cancel” button to navigate to the previous screen and continue to submit the
request

Service Request Detail: -

Qess Beaictration
Prewiew & Submit 1of 1+

Business Details License Details

14. Click “Preview & Submit” button to preview the registration request in a read only format

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

15. The following screen is displayed.
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istration

orts
Business Details License Details
Request Id: 1-203854294 License Humber:* 40571
Business Hame:* Dyna Trading LLC License Type:* Commercial
Business Hame (Arabic): Issuing Authority:* Department of Economic Development - Dubai
Registration Category:* Dubai based companies Issue Date:* 13/09/2007
Ho. Of Employees: Expiry Date: 13/09/2012
Business Contact Details Renewal Date: 13/09/2010
Phone - = .
971-4-34982" Emirates Post License (EPL) Details
(Country-Area-Humber):* HRERERES
F EPL Number: 345545
(Count '-Area-Number]a'f ARt
£ . Issue Date: 07,12
Email:* dynatr@
Expiry Date: 07/
Operational Email Address:* dynatr
Websiter v dy
NOC Number:
Business Address
1-10f1
Py Py PN iy
Address Line 1 - Countryv Cn:yv P.0.Box -
> 206 Al Amal Tower United Arab Emirates Dubai 3047
Business Types
1-5ofh
Business Type @
Broker
Courier

CH (Cargo Handler)

Customs Warehouse

oW W YW

Imparter {Commercial)

16. Click on
< “Print Screen” to print the registration request before submitting it for approval
< “Continue” to submit the request

< “Back” to go back and modify the registration request

17. After clicking on “Print Screen”, following screen is displayed
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New Registr A
= 1o s
Business Details General | Options |
Request Nu Select Printer
Business N4 HPLJ—1}'DD_D3.1T on prgrD2
- AHPLI4700_05.IT on prgrfp02
Business Name (Ar] ‘a\ﬂ Micrasoft Office Document Imd Status: Ready ic Development - Dubai
Documents: 0
Registration Cated ¢ Location: Forth Floor - B >
No. of Emplg Status:  Out Of Paper [ Print to file
Business Contact Dd Location: 4th Floor - B -
; Comment: 4th Floor - B ind Fnner. ..
(Country-Area-Num
Page Range
(Country-Area-Num @Al Number of copiss:
E Selection Cumen 2
cpersnae] | | OPeme e oo
Enter either a single page number or a single
We| page range. For example, 5-12
NOC Nu
Prirtt ] [ Cancel ] Apphy
Business Address )
1-10f1
N s i S AN
Address Line 1 Country City P.0.Box
> 206 Al Amal Tower United Arab Emirates Dubai 3047
Business Types
1-50f5
Business Type @
> Broker
> Courier
> CH (Cargo Handler)
> Customs Warehouse
> Importer (Commercial)
License Activities A

18. After clicking on “Continue” button, the following screen is displayed
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Uszage Terms
Terms and Conditions

Mew Business Registration

PORTS, CUSTOMS &kD FREE Z0ME CORPORATICN WEER PORTAL TERMS AND COMDITICNS

AGREEMENT FOR USE OF THE PCFC PORTAL

Use of the Partal

Welcome to wenw, dubaitrade.ae, This site is owned and operated by Parts, Customs & Free Zone Corporation (PCFC). (PCFC) iz a public
corpatation, established pursuant to Law Mo, of 2001,

1, User Requitements —
1.1 These are the terms and conditions of the Ports, Customs & Free Zone Corporation and its affiliates ("PCFC" ", "we" or "our") portal
(i, dubaitrade.ae. )] (the "Portal"), These terms and conditions (together referred to as the or this "Agreement") gowvern your use of

the Portal and your use of any services offered wia the Portal and you agree to be bound by them, ("vou" and "your") refers to the
organization, which you hawe named as the user on the registration form relating to the Portal, vou confirm that you (the individual who

has completed the registration process) are fully authorized to bind your organization to this dgreement. You will make all wour users of

the Portal aware of this Agreement and wil ensure they comply with its terms at all times.

1.2 Fallowing registration wou will anly be accepted as a user of the Partal, and you will only be permitted to use the Portal, once you

receive a confirmatary email from us, Without prejudice to the fact that this Agreement governs all your use of the Portal and your use of
any services offered wia the Portal, you will have no right to use the Portal (and we will have no obligations to provide you with access to

it) until you receive that confirmatary email),

1.3 “ou will ensure that all your systems, which may be used to access the Portal hawe Internet Explorer 5.0 (or later version) and

Windows 95, 98 or XP instaled and that all leased lines (or other connections), PCs (with all appropriate available memory and disk space|

are paid for and in place,

Z, Cur Responsibilities

Z.1'We agree to provide you with access to the Portal, There may, howewer, be times when we are unable to prowvide such access. Access
toar uze of the Portal or pages linked to it will not neceszarily be uninterrupted ar errar free, We may log off any user for inactivity on

the Partal during such period as we may decide.

2,2 PCFC accepts no obligation to monitar the use of the Portal, PCFC does, hawewer, reserve the right to block your access to the Partal
andfar to take such other action as may be necessary to prevent any breach of these terms and conditions ar any breach of applicable

lzw ar regulation,

2.3 The Portal includes links to external portals, websites and may include links to co-branded pages. We have included links to these

portals, websites and co-branded pages to provide wou with access to information and services that you may find useful or interesting.,

We are not responsible for the content of these portals, websites and pages or for anything provided by them, e

1 Do Hot Agree

|*

19. Read the “Terms and Conditions” carefully
20. Click on
a. “l Agree” button if you agree the terms and conditions
b. “I Do Not Agree” button if you disagree and do not accept the terms and conditions

MNew Registration Cenfirmation
Mewr Registration Request has been sent for approval. Please note the following information for vour reference.
Request Id: 1-20385425%4

Status: Subs

Request Date: 07/12/2010

WValidation Code: 40571

I | Print Screen | ‘ Print Request |I

21. Click on “Print Request” button or “Print Screen” button to print the submitted request for
your reference

22. After clicking on “Print Request” button, following screen is displayed

- 38 -



Customs Registration - New Users SUBAI CUSTOMS

{= Show in Report - Microsoft Internet Explorer provided by Information Technology Center

e DUBAI CUSTOMS
Registration Details
Request Id:  1-203834294 Validation Code : 40571
Type: New Fegistration Request Created Date - 2010/12/07
Status:  Submitted
Note:

+ Application will send a confirmation email to the email address provided in the business
profile. This confirmation email contains the same message showing in the screen shot above.
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5 How to use Track Registration

This service is used to track a Registration Request.

5.1 Track a Request
1. Refer to the section 3 on how to access “Track Registration”.

2. Provide the “Request Id” and “Validation Code/License Number” sent to you via confirmation
email

3. Click on “Go” button

Track Registration Request:
Track Registration Request
*Request Id:

*Validation Codeflicense number:

4. The following screen is displayed

Track Registration Request:

AR
| (Ve rmmert o] |
Request Humber Request Type Request Status Requested By Request Date
> 1-147033307 Mew Registration Request Submitted Guest User 26/10/2010
Motes
Mo Records
Note Note Type Created By Created Date e

5. Depending on the status of the request the following buttons are enabled/disabled

a. “Withdraw” button is enabled when the status of the request is “Suspended” it is to
withdraw registration request.

b. “Continue” button is enabled when the status of the request is either “Suspended” or
“Draft” and it allows the user to do further modifications for the registration request

c. “Make Payment” button is enabled when the status of the request is “Approved” and
it is useful to make the payment for registration request

d. “View Payment Detail” button is enabled always and is useful to view all the
payment transactions for that registration request

Track Request
il Make Payment || View Payment Detail ‘ I 1-10f1
Request Numnler Request Tvpe Request Status Requested By Request Date
> 1-147033307 Mew Registration Request Approved Guest Usel 26/10f2010
Notes
1-10f1
Note Mote Type Created By Created Date -
> sdfsdfsdfsdf Approval Motes ECR_R 26/10/2010
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This section describes the steps to view the payment transactions made against a registration
request.

5.2 View Payment Detail

1. After 5" step of 5.1, click on “View Payment Detail” button to view the payment transactions
against the registration request
=tration Request
1-10f1
Request |d Request Type Reguest Status Requested By Request Date
> 1-147033307 Mew Registration Request Approved Guest Lser 26/10f2010
Payments List
1-10f1
Payment Transaction . . Transaction Transaction Charge Transaction Payment
7 ID TS TR Date Type Amount Description [zmrEes
> 1-147474314 New Registration

Request

100 Under Process

5.3 Recheck

This section describes the steps to “Recheck” button to get the updated status of the payment
transaction

1.

After 5™ step of 5.1, click on “Recheck” button to get the updated payment transaction
status

Payment Recheck

You are authorizing us now to direct vour request for recheck of your payment to Dubai e-Government payment site.

Payment Id: 1-2FSWDE

Amount: 100

2. Click on ”Cancel” button to go back to the Request’s header details

Track Request

il Make Payment || View Payment Detail ‘ I
L
Request Humber

1-10f1
Request Tyvpe Request Status Requested By Request Date
> 1-147033307 Mew Registration Reguest Approved Guest Lzer 26/10/2010
1-10f1
Mote Mote Type Created By Created Date v
> sdfedfedfedf Approval Notes ECR_R 26/10/2010

3.

Click on “OK” button to continue with rechecking the status. The following screen is
displayed in a popup window
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Suthylas w
BunAl EUSTOMS ePayment Acknowledgement

Transaction No. 1106810 Transaction Date 2010-10-26 00:00:00.0
DEG Transaction No. 000000802973-D DEG Transaction Date 2010-10-26 10:48:36.0
Initiated By CRMSYSTEM Initiated Date 2010-10-26 00:00:00.0
Payment Method Mot Selected ePayment Status Failure

Message SP Terminated

5.4 Make Payment

This section describes the steps to do the payment for the registration request.

1. After 5th step of 5.1, click on “Make Payment” button. The following screen is displayed

Payment Confirmation
You are authorizing us now to direct vour payment request to Dubai e-Government payment site.
Payment Id: 1-ZFDCW

Amount: 100

2. Click on “Cancel” button to go back to the header details of the registration request

Track Request

Continue i| Maks Payment || View Payment Detail | I 1-1of1
Request Numl:lerv Request T‘}-'pev Request Statusé Requested By Request Date@
> 1-147033307 Mew Registration Reguest Approved Guest Lzer 26/10/2010
Hotes
1-10f1
Mote Mote T)-'pe@ Created B)-'@ Created Dateé
> sdfedfedfedf Approval Notes ECR_R 26/10/2010

3. Click “OK” button to continue with the payment, e-payment application is opened in a popup
window. This displays the amount to be paid
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= Make Payment - Microsoft Internet Explorer provided by Information Technology Center

% Home » Reports
ety las

ECa clsToms VQ ePayment Confirm

By clicking the confirm button, you are authorizing us to redirect your request for payment of AED 100.00 through Dubai E-
Government payment site and your request will be cleared only on successful completion of the payment

Confirm || Cancel

4. Click on “Confirm” button to continue with the payment

7= Make Payment - Microsoft Internet Explorer provided by Information Technology Center
MUUiEe east reaulily galewa X
vy ¥ g s B3

=13

Service Provider : Dubai Customs

Service : Miscellaneous Settlement
Amount : Dhs 100.0
Payment Method

@' Credit Card
O Edirham
O Direct Debit

Email Id* | |
Mobile No* | |- |- |t o007i-050-5527543]
Cowntry Arsa P
Cods Cads N
Warning. . Please read the following before proceeding with the ol Alee dAadndl JE L sl
e = B N |

payvment process.
»_-_-"; 5...\._’5; Sleas '___]-E. .ﬂ_"...d:s o 28
Valued Customer, in order to ensure vour full legal rights and N
security while paving online for vour services please avoid
paving for vour services through a third person'party or by using
a credit card in the name of someone other than vourself.

was B A e adsl) -*H 5 ik
AR La e AR e i el S

oSl Al asd ast ) Bl
In case of dispute by the original card owner o 31 Al cual

. Lol o dagn ] A sl o A€ L2
The person‘party or company benefiting from such pavment for At e Aadindl A3l g A8 2

the service will be legallv liable to imprisonment and fined as per (2) A FRES STEt lll_.‘ 10 ool '-u
to clauses 10 & 11 of UAE Federal Law No. (2) Of 2006 on ornd L T e ) A A e Aadl&S
"The Combat of Information Technology Crimes" Ao 22 G SN i Sa

II have read the @ove wam;‘ng and understood the conseguences [ e cwd; e/ sdazr ol d

For Inquiries ‘:""‘ﬁl fy"-'““;
Call AskDubai 7000 40000 700040000 e:J}I e Sl L
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Provide email id, Mobile number and click on warning checkbox as displayed in above
screenshot to proceed further with payment for request

Select the type of payment and fill in all the applicable fields

Click on “Payment” button to complete the transaction
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6 How to use 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.

6.1 Renew Business Code
1. Refer to the section 3 on how to access “Renew Business Code” service

2. After clicking on the “Renew Business Code” link, following screen is displayed

e
nuam CUSTOMS Log Inf0ut

Renew Buginess Cods

*Business Code:

Provide the “Business Code”
4. Click on
a. “OK” button to proceed
b. “Cancel” button to cancel the request

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

.:_J slss
mmm cusTOMS

Request id: 1- License Expiry Date: 17/07/201% |
Business Code: AE
ral Car License Renewal Date: 14/07/200% =
Business Name:* HppErak Careg
LLC
Business Name {Arabic):
Mo Records
Document Title - Document Type File MameiMax 200 charl File Tvpe Document Size (in Bytes) Edit

6. Change the “License Expiry Date” and the “License Renewal Date”
7. Click on

a. “Save” button to save a draft of the request

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

c. “Cancel” button to cancel the request

8. After clicking on “Submit” button, Please fill “Reason for Amendment” in the next screen
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W <yl
DUBAI CUSTOMS

Request Details

Request Mumber: 1-22032511%
Request Type: Amend Renew Business Code

Reqguest Status:

Reason for Amendment:

I Continue |

9. Click on
a. “Continue” button to submit the request

b. “Back” button to navigate to the previous screen

10. After clicking on “Continue” button, following screen is displayed

e <yla
DUBAI CUSTOMS Log InfQut

Setvice Request Detail:

Renew Business Code Request Confirmation
Renew Business Code Request has been sent for approval. Please note the following information for your reference.

Request Id: 1-167%2075
Status: Submitted
Created Date: 03/05/2010 1004948 &

Validation Code: RE57555

Print Request

11. Please refer to the step 22 of section 4.9 to know more detail on “Print Request” button

6.2 Attachments

1. Please refer to the section 4.5.1.3 to know more details on uploading the attachment
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