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e - Forms User Manual
( Edit Labour Card)
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Navigation to Eforms

User can access eforms in 2 ways

- Service Map
- Eforms Menu Bar

Service Map

A Service map is a link through which user can easily access list of eforms organized in
hierarchical order in tree view format. This helps users to quickly find desired form on the
site.
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Benlacement of Work Peemyt

Eqg. If a user needs to type a Modify Company form then he / she should click on Establishment and
the click on Modify Company.

Eforms Menu Bar

User can access the eforms through Eform Menu bar at the top of the page. These forms are
organized in hierarchical order in menu format. This helps users to quickly find desired form
on the site.
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Eg. If a user needs to type a Sponsorship Cancellation form then he / she should click on eform menu
bar, then select cancellation and then choose Sponsorship Cancellation.
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Edit Labour Card

Introduction

Edit Labour card service is use to edit employee labour card information in Ministry
of Labour.

Functional description

0 C(Click on "Edit Labour Card ".

Labkour Card

? + Modify Contract

7 + Mational and GCC Labour Card

7 + Replacement of Damaged Labour Card
7 + Replacement of Lost Labour Card

7 + Reprint Labour Card

Select "Edit Labour
Card” 7 + Renewal + Modification of Labour Card

Edit Labour Card

v

? + Renew Labour Card + Renew Contract

? + Renew Labour Card

? + Mew Labour Card

? + Modification of Mational Or GCC Labour Card
7 + Renewal of Mational Or GCC Labour Card

0 Enter company code, work permit No. and press "GO".

Hew Labour Card

Company Code |

‘Wark Permit Mo.

0 On clicking "GO" a form is displayed that needs to be completed.
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User Name: RAFITEST Date: 29/06/2011 09:18:53

Company Information

Company Number 215448 24 Licenze No 222542 Expiry Date 28082011
Company Mame GLOBAL INFORMATION TECHNOLOGY L.L.C
PO Box 7832 Emirate Dukai Labour Office Dubai

Employee Information

Card Number 2082919 lzzue Dats 230171999 Expiry Date 2210172002

Card Type Sponsorzhip Tranefer Card o
Perzaon Mame NAGLA HASSAN MOHAMED KAIR AHMED L “
Pazzport Number 543020 Expiry Date 03032010

Mationality SUDAN

Residency File Humber

Residence WisaNo.* 101 | [2011 | 112345

101 2010 0070410 Example : 101/2010/02/0070410

Documents Scanned

Contact Information

Perzon Mames (Englizh) |.L'-.BDLIL RAFI | Perzon Mams (Arabic) | sL._.,.a,cu_.‘;l_._|
ID Number 412345645 |  DType | PASSPORT v|
Mobile No. los01111114] |

Attachments | Contract Information | | Cloze

Fields with (*) are mandatory and needs to be filled.
Enter applicant’s residence file number in immigration.

Enter contact information of the person who should be contact in future for any

reference.

Contact mobile numbers should always start with 050 OR 055 OR 056 and should

be 10 digits.
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Complete contract information of the employee filling the contract form.

Userlame: RAFITEST
Contract Information

Owener Name*
Job Title *
Working Hours *

Basic Zalary ~

Basic Salary-Engligh
{InWWords) *

Basic Zalary-Arabic
(InWords)*

Contract Duration *

Start Date *

Probation Period (in
Months) *

Allowance

Accomodation
Allowance *

Transport Allowance *
QOther Allowance1
QOther Allowance?
Other Allowanced
Other Allowanced
Other Conditions A

Other Conditions B

Contract Information
Date: 29/06/2011 09:31:34
| KHALIFA MOHD MAKHIT ALFALASI |
13121033 SECRETARY | &
|8 | Annual Leave * |3D |
5000 | TotalSalary©  [s000 |
FIVE THOUSAND DIRHAMS |
| PESRENE T
O Limted & UnLimited
[21/06/2011 |72 End Date * 7]
3 |
English Arabic
|FIRST PARTY | | 2880 adg
[FIRST PARTY | | e
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
| Save | Cloze |

Choose the owner who shall sign the contract.
Total salary cannot be less than basic salary.
Limited contract should have a start and the end date should not be more than 2
years from the start date.
Unlimited contract should have start date of the contract.

Educational contracts (eg. For teachers) will have an additional contract page in
the print receipt giving details of their job terms and conditions.
Accommodation and transportation allowance are mandatory to be filled.
Complete and save the form.

Scan and attach the following documents.
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1.  Applicant photo

0 If you are unable to scan, please visit
http:/ /tasheel.mol.gov.ae/Molforms/help/usermanual.htm

0 After scanning all the documents, click on "Save" to save the transaction. (Please
note the save button will not be active till all the necessary documents are scanned
and attached).

0 After save, you will be diverted to payment gateway where payment for the
transaction should be made.

Payment =

Company Information

Company No. /2, = = License No. /=L, R xpiry Date / &2
Company Ho. /2 cense ho i Expiry Date / =
2 2 = 233642 ;

i = 33 3 21032011

444 2-4

& 0 K e f 3 _
sl i GLOBAL INFORMATION TECHNOLOGY L L C /5,5 —asiad L 2 L 00 38 20
Labour Office / =

PoBox /2 Jye  TIE2 Emirats /3 7 Dubai§
P

Dubai f

Payment Details

Transaction ki / 4

Al

MET101018424E

Eservice Details

Sen.-n_:e Description Sen-_'lce Amount Service Quantity

i) sy & 3 L

G1 text payment

1 1
G1 test payment

tesling = 1
Testing =

Amount to be
Pl | e
anky

Payment Method

Payment Type / 2 5 2 G1 Online N

Submit | Je=

0 Select the mode / method you want to pay with.
0 Federal fee is paid through Ministry of Finance gateway.
0 Typing fee is paid through CBD gateway.
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0 On completion of payment you will receive a receipt which needs to be given to

o

] https:ffwww.cbddirect.ae - Attijari Online - Direct Debit - Microsoft Internet Explorer

Wsil s elia ra‘
Comm | Bank of Dubai

Welcorne

TO ATTIJARI DIRECT DEBIT

Please Enter your User ID and Password then press login:

the customer.

AT
MBOO0093552AE

03:53:05 21A05:2009 C.))L'z\l
E e i

p o d el il giall.g il ydall alzidl r‘“"
rigna8ll Ui [maguai dhakeall £ 53

;This is sample teur for elestronic work permit

Wb =

Slalys by cOlogdndl 3ad S gtbos ol s Led] f-

et lzame g Lo gLds IdLa g
ikl g | L laadd paos 10,000 3] s wd

Hote

Application with wrong information will be cancelled and dealt as per =anction of.
laws. Fines up to 10,000 RAED per application may be imposed

- elalb] s olasdtss -

Madieal Fitna
e am

dgpdt 3 opudg ks dasdl ijlia 2 dlslall pidudoug -

Bl eda Slgin) dmg wthdl piag dELhalt Tlgin] Fusld o pared dds edT Mg daiial) AJLED L3 dh paAd ag -

Receipt
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