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1 Introduction 

 

 

        Fawri is a comprehensive Application which will allow an automatic visa Application  

        Submission through the Internet.  

     This system provides its services to the Establishments which already get registered  

                              With the MOI.  

.           

  

   

 

What is Fawri? 

______________________________________________________________________________  

    Fawri is an online self-service system that will allow establishments to apply, track and complete all     

    Their immigration procedures for issuing visas from the comfort of their office/home.  
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1.1 Objectives 

                 Fawri System explanation  

             

1.2 Scope 

                 This Document is the User Manual for Fawri system 

 

1.3 Audiences:  

� The intended audience of this User manual involves every person interested in  

                  FAWRI system Such as help desk and call center employees, and NRD  

                  Employees. But mostly it is Customer oriented.  

� This manual is designed special for the establishments in UAE  

 

1.4 System Requirement 

                 Internet explorer 7.0 or above 

 

 

 

1.5 Manual Styles & Conventions  

           Throughout this manual, we will refer to specific items of information as the following: 

  

             Note: you will see this note when there is an additional point we need to draw  

                   Your attention to it.  

           Remember! You will see this icon when we need to remind you of previous  

                   Mentioned information  

           Example: you will see this icon when we want to give you a real example on  

                   How to complete a specific area  
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2 Getting to know Fawri 

      The Fawri interface is simple and easy to use. There are no complicated menus or Screens. 

      Following the User manual instructions is all what it takes to perform your Roles successfully. 

 

2.1 Fawri Pr-requisite 

         The web scanning utility is accessing client's local resources therefore it requires more privileges  

         To work correctly. Following are the pre-requisites to scan with web scanning utility.  

1. The website should be added to Trusted Sites. Follow the steps mentioned below for adding the 

site into Trusted Sites  

a. Go to Internet Explorer’s Tool menu  

b. Click Internet Options from the drop down menu as depicted below 

 
c. Go to Security tab  

d. Select Trusted sites and click on Sites button as shown below 
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e. Uncheck ‘Require server verification (https:) for all sites in this zone’, if the option is 

checked  

f. Type the URL of the website and click on Add button to add the website in the Trusted 

Site List. Please refer to the following image 

 

 
 

3. Go back to the Security tab with Trusted sites selected and click on Custom Level.. button  

4. Select Enable for “Initialize and script ActiveX controls not marked as safe for scripting” option 

under ActiveX controls and plugins section  as shown in the picture below 

 

 
 

5. With the settings specified above, the Scanner ActiveX should be installed on the client. In case of 

any errors on the scanning page, set Enable for all options under ActiveX controls and plugins 

section   

After performing the steps please verify that the website has been added to Trusted Sites.  

Following icon  appears on the Status bar of Internet Explorer once the website is 

successfully added to Trusted Sites. Scanning utility will not work properly without these steps. 
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2.2 Fawri Home Page  

                Before you login to Fawri, the home page of Fawri includes the following panels:  

 

Fawri System major Modules:  

 

Create Application 
 

Application Management 

 

User Management 

 

2.3 User Interface and Menu Options 

2.4 Authorization  

        The following screen shows a progress of Fawri login screen. 

        ________________________________________________________________________________ 

   

    Login screen appears on start of the Application. User needs to enter Id, password and click  

    On Login.  

    If User Id and passwords are valid then system allows User to enter Application and home page  

    Is shown. 

    One of the inputs is invalid then appropriate message is thrown. 

         : On Click 

� Valid User ID & Password 

o Fawri Main Page    
 

 

Note: User ID and password are case-sensitive                                    
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2.5 General Questions about login 

How to Login? 

      To login you need to enter the User ID, the relevant password in the textboxes  

      Provided   next to each label and select the appropriate language and click on the  

      “OK” button. 
� 
       

      I get “Invalid User ID/Password, try again” message? 

            This means the User ID/Password you entered is incorrect; try entering a correct password and 

            Try to login. If you still don’t remember the password, contact the administrator to 

            Reset your password. 

             

Language: 
Change the Language 

� Enter the User name in the User name textbox. 

� Enter the password in the password textbox. 

� Select the desired language (Arabic/English) 

 

 

 

Note: The User can change the Language before even get access to the system  
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2.6 Signing in to Fawri 

Sign in using your Username and password to the following URL (www.moifawri.ae) 

 
 

User needs to enter Id, password and click On Login.  

 

 On Click 

� Valid User ID & Password 

                                            Fawri Main Page    
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2.7 Fawri Main Page   

  

2.8 Create Application / Service Selection Page 

 
� Select from the drop – down menu the category you want to apply which is Entry permit  

� Select from the drop – down menu the sub category which is New  

� Select the service from the drop-down menu 

 

How to fill the Application form? 

Once you choose the required Application form the appropriate form will appear on the screen.  

 On Click go to the next page Application Form 

Note:  All the fields with this symbol * are Mandatory  
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All the forms are similar except for the following two services: 

� Mission 90 days  

� Work - Establishment 

The following window demonstrates the difference:  

 
The User has to fill the following: 

� Passport Number  

� Work Permit Number  

 

Then Click on   to automatically fetch Data from MOL 
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2.9 Application Form 

 

 

� Select from the drop- down menu the relationship, once you select the relationship the appropriate 

code will appear next to it. 

� Unified Number: the value of this field is optional  

 
� Enter the Applicant full Name in English as per the passport 

� Enter the Applicant full Name in Arabic as per the passport  

 

Note:  by click on   you can translate to English/Arabic but the translation should be 

as per the passport  
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� Specify the Nationality from its specific drop – down menu  

� Specify the occupation from its specific drop – down menu  

� Specify the gender from its specific drop – down menu 

 

Specify the birth date by doing the following: 

 
Click  the following Calendar appears: 

 
 

Click " " icons to specify the year, 

Click " " icons to specify the month, 

Select the day.  

� Enter the place of birth  

� Select country of birth from its specific drop- down menu 
 

 
� Enter the applicant’s passport number  

� Select the passport type from the drop- down menu 

� Enter the passport place of issue  

� Select the passport country of issue from its specific drop- down menu 

� Specify the date of issue by clicking on  button 

� Specify the expiry date by clicking on  button 

�   Select the religion and faith from its specific drop- down menu 

�   Select the marital status from its specific drop- down menu 

�   Previous nationality: the value of this field is optional 

�   Select the qualification from its specific drop- down menu 
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� Enter the Applicant Mother Name in English as per the passport 

� Enter the Applicant Mother Name in Arabic as per the passport  

 

Note:  by click on   you can translate to English/Arabic but the translation should be 

as per the passport  

 

� E-mail: the value of this field is optional 
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Select the first, second, last language from its specific drop- down menu 

 
The User can choose just the first language  

 

The value of at land transportation is optional  

 
 

Address inside UAE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

� Select the Emirate from its specific drop- down menu 

� Choose the city from its specific drop- down menu 

� Choose the area from its specific drop- down menu 

� Choose the street from its specific drop- down menu 

� Enter the Building, Residence Tel, Office Tel, P.O Box, Mobile No  

 

Address outside UAE 

 
� Select the Permanet Country from its specific drop- down menu 

� Enter the  Permanet Mobile No, Address Abroad  
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Accompanied Information: this filed is for wife – son – daughter etc……… 

 
 

 

 
 

 

Click on  you will directed to the attached documents page 

 

 

Application Status:  
� Incomplete (Missing mandatory information & Attachments) – if not all mandatory 

information were entered & not all mandatory attachments were uploaded 

� Incomplete (Missing Attachments) – if all mandatory information were entered but not all 

mandatory attachments were uploaded 

� Incomplete (Missing mandatory Information) – if mandatory attachments were uploaded but 

not all mandatory information was entered 

� Complete – if all mandatory information were entered & all mandatory attachments are uploaded 
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2.10 Attachments 

Throughout this Module you can upload the necessary attachments for completing the visa 

Application you have created, such as personal photos, passport copy, Others (Optional). The required 

documents should be scanned and saved in the computer in advance. 

 

 
 

Through the page above you can upload the different attachments needed to complete the visa 

Application. Uploading attachments is discussed in detail throughout the following section: 

 

Upload Attachments 

To upload attachments, do the following: 

Click on Edit Attachments 

� Click  button and select the path of the files to be uploaded. 

� Find the required document in your local drive.  

 

Selected files will be displayed in the bottom of the page 

 
 

 

 Note: upon uploading files you have to make sure that the uploaded file should meet the 

following: 
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  On click to scan the required Documents 

  On click to save the uploaded documents 

 On Click to move to the following window: 

 
Action 

� Edit: To Edit & Update your Application 

� Edit Docs: To Edit & Update the attached documents 

� View: To View the Application  

� Calculate fees: where you can calculate the Application fees  

 Note: If the User want the transaction to be urgent he has to choose urgent either from the  

                Drop- down list near calculate fees or from the calculate fees window and the fees added is 

100DHS               

In case of Complete Application  

 

 

 

 After the Application Complete (information, Attachment), you can post the Application.  

                    This means it is ready for payment. You can NOT edit the Application after posting it.  

                    You should unpost it first. Then, edit the Application. 

  You can unpost the posted Application. So that you can edit the Application. 
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  Will be valid after posting the Application  

 

 

  Will be valid when the Application complete and it is shortcut for the button post  

And pay button 

 

Click on the button post and the button pay to proceed the Application payment 

 
Tick on 

 
Select the payment Type 

 

Click on  button you will be directed to bank page to complete your payment 

 
 

Click on  print Application to be able to view and print your Application  
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2.11 Application 

  
 

Click on   print Receipt to be able to view and print your Receipt 

 

Receipt 
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2.12 Application Management: 

Application Management Module allows you to search for Applications using different search criteria. 

 

 
 

Application Search Methods 

 
 

Search Application 

 
 

Select from the drop-down menu the entered date range is for either payment, creation, updation 
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� Payment when the Application was paid 

� Creation when the Application was created  

� Updation when the Application was last updated 

 

Specify the Application (From Date/To Date) by doing the following: 

 
Click on the calendar popup 

 

 

 

 

 

 

The following calendar appears:   

 
Click " " and " " icons to specify the year/Month 

Select the day. 

 

Select the Application status from the drop-down menu 
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Application Status 

Application Status  Description  

Accepted Your Application is approved and you will be able to print the visa 

Cancel This status is set for those applications which are cancelled in UDB by 

MOI. These applications will appear as cancelled in the application 

tracking screen. 

Complete All mandatory information and mandatory attachments are entered  

Incomplete Not All mandatory information and/or mandatory attachments are 

entered 

Incomplete Payment The payment has been initiated and no response from the selected 

payment channel has been received  

Posted The Application ready for payment 

Refunded This status is set for applications which have been refunded through the 

eSettlement module after bank reconciliation. This function will be 

visible in eSettlement and not in portal. 

Rejected The MOI reject your request you can check the reasons  

for Rejection in the Application Management page after searching for 

your request 

Under processing The Application is paid and now is being proceed by MOI 

 

 Note: The Action (Copy) means that the User can make a copy of the Application Information   

With different Application ID and different service. 

Select the payment type from the drop-down menu,        

 

� Select the category from the drop-down menu 

� Select the subcategory from the drop-down menu 

� Select the service from the drop-down menu 
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Select Number of results to display from the drop-down menu 

 

 

Search specific Application 

 

 

 

 

Search Specific Application  Description  

By batch ID When you pay for group Application together regardless of its 

status  

By Application ID Auto generated number for each new created Application by 

the system 

By bank reference number Auto generated number for each payment operation done on  

The bank site. It will be displayed on the receipt. 

 

By receipt number For each receipt, there is a unique number. 

By applicant passport number Enter the Applicant passport number  

Application created in a group When search for single Application that is part of group,  

The User can check this box to retrieve all the grouped 

Application. 

 

 

After selecting the search criteria  

Click on Search button to view the results at the bottom of the page 
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  Will delete the Application permanently from the system and you will not be able  

                    To retrieved again 

 

 After the Application Complete (information, Attachment), you can post the Application.  

                    This means it is ready for payment. You can NOT edit the Application after posting it.  

                    You should unpost it first. Then, edit the Application. 

  You can unpost the posted Application. So that you can edit the Application. 

 

   Will be valid after posting the Application  

 

 Will be valid when the Application complete and it is shortcut for the button post and  

                             The button pay   

 

 

 

 Note: The Application Management Search Methods allow the user to search and check the status 

of specific application and the ability to print eVisa upon approval  
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Resubmit Application 
 

It is a feature available at Fawri System enables the users to re-apply their Application again after getting 

rejected from MOI side.  

The users should read the Rejection Reasons from Fawri /Application Management Module written by 

the MOI Officer who rejects the Application. Edit the Application and change what is required to be 

change only. Then, resubmit the Application again without additional fees. The Application will get 

processed by MOI again and the request would be approved in case it full fills the rule. 

 

Resubmit Application Steps: 
Search for Rejected Applications using Application Management 

 
 

 

Edit the Application and/or attachment to make the required changes in Application. After saving, 

Application is ready to be resubmitted 
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Post the Application using Post button 

 
 

 
 

Resubmit the Application using Resubmit button 
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2.13 User Management 

Throughout this Module the user can manage existing Users and add new Users to the system  

 
 

User Management Fields 

Field Description 

Delete Deletes the selected Users. Only the User information is deleted. All 

the Application data created by the User remains intact. 

Active / Inactive Toggles the status of the selected Users. If the User is Active, then it 

is Deactivated and if the User is inactive, then it is Activated. 

Add New User Moves to the Add User screen, where a new User can be created. 

Edit Moves to the Edit User screen which contains the stored information 

of the User. All the information apart from the login name can be 

edited and saved. 

Assign User role Assigns the selected role in the combo to all the selected Users. The 

Users will now own all the rights defined by the role.  
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User Roles & Privileges: 

No. Role Name Privilege  

1 Data Entry � View Application 

� Post Application 

� Un post Application 

� Create Application 

� Application Management 

� Edit Documents 

� Edit Application 

� Copy application 

� Calculate Fee 

 

2 Operations and Data Entry � Create Application 

� Application Management 

� Edit Documents 

� Edit Application 

� Copy application 

� View Application 

� Post Application 

� Un post Application 

� Calculate Fee 

� Print Receipt 

� Print e-Visa 

� Session Management 

 

3 Payment � Application Management 

� View Application 

� Post Application 

� Un post Application 

� Calculate Fee 

� Pay Application 

� Post & Pay Application 

� Complete Payment 

� Repayment 

� Print Receipt 

� Print e-Visa 

4 Advanced � Create Application 

� Application Management 

� Edit Documents 

� Edit Application 

� Copy application 

� View Application 

� Post Application 

� Un post Application 

� Calculate Fee 

� Pay Application 



 

 29

� Post & Pay Application 

� Complete Payment 

� Repayment 

� Print Receipt 

� Print e-Visa 

� Session Management 

� User Management 

5 Authorized User � Create Application 

� Application Management 

� Edit Documents 

� Edit Application 

� Copy application 

� View Application 

� Post Application 

� Un post Application 

� Calculate Fee 

� Pay Application 

� Post & Pay Application 

� Complete Payment 

� Repayment 

� Print Receipt 

� Print e-Visa 

� Session Management 

� User Management 

� Application Tracking 

 

Add New User  
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This screen is used for new User creation.  The Username, password and the User full name are 

mandatory fields. All other fields are optional 

 

Button  Description 

Next Saves the User and moves back to the User Management page. The newly created 

User will now be visible on the User Management page. 

Cancel Moves back to the User Management page. The User is not saved. 

 

 

Edit User 

 
 

This screen is used for editing User information for an existing User. Apart from the Username all the 

information can be edited. 

 

Button Description 

Save  Saves the User information and moves back to the User Management page. 

Cancel Moves back to the User Management page. The User is not saved. 

 


