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About this Guide

This guide clarifies the main instructions to the establishments on how to access and use the smart services
of the Federal Authority for Identity & Citizenship, Customs & Port Security. These services aim to improve
the process of issuing Work Package services that have been launched for private establishments. It will

also eliminate the need for applicants to visit the service center in person.
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Basic Requirements for Access Smart Services

Icon

1 Internet Connection

2 IOS Mobile Application.

! )

3 Android Mobile Application.

= |

4 An active email address.

I

Technical Support

All information provided in this document is subject to change without any further notice and might be
inaccurate. If you detect technical or linguistic errors while using the platform, please report them by
sending an email to our complaints and feedback email address or by calling the following:

Call Centre: 600522222

Complaints Platform: https://cc.icp.gov.ae/Web/landing

Icons Used in This Guide

Completion Note Important Note
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1 Consolidated Action Icons

D Edit Modify specific information in the platform.
02 \l, Download Allow the user to download items from the platform.
03 = . . .
‘"m Delete Delete specific actions in the platform.
——
04 — Actions Display a list of actions for an item in the platform.
| |
05 View Display additional Information about an item in the platform.
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2 Work Package Services Overview

The Work Package Services was developed by the Smart Services of the Federal Authority for Identity,
Citizenship, Customs & port Security in cooperation with the Ministry of Human Resources and
Emiratisation to facilitate and streamline the recruitment and management of employees in the UAE,
especially in the private enterprise sector. This service comprises a range of sub-services, provided via a
single platform, to facilitate the effective and smooth handling of staff-related administrative processes.
This service is based on the one-time information request principle and a single payment platform, which
enhances the efficiency of operations and reduces the effort and time taken in employee management

procedures.

® The Work Package Service includes three main types, as follows: -

s )
__v
—/ \(? msatAresore oA o gl ot v
Q;mw -
[ §
Renewal Employee Work Add New Employee
-

c:;/

&

Cancellation Employee Work Cancellation VisaWaik
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3 Login

The user can login to the Smart Services of the Federal Authority for Identity, Citizenship, Customs & port
Security and start benefiting from the features provided by following different three methods as below: -
3.1 Login Using UAE PASS

1. Open the Smart Services of the Federal Authority for Identity, Citizenship, Customs & port Security.

2. The “login” screen will appear to the user, press on "Login with UAE PASS".

B e L B e e (e S
X € FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIF, CUSTOMS i PORF SECURITY

ublicSarvices  Coldemsenices FublicVisaServices  wefor  Usestamasle Q.| a % Login Settings

Golden Services

for Federal Authority For Identity,Citizenship,Customs & Port
Security

GOLDEN VISA

Click Here

Unitod Arab Emirates and the GOC cauntrios wh

of the United Arab Emirates and the GCC wha ara ou yoars and cacparata sponsarzhip or VIP

Login by QR code

5 Individuals a2 Establishments Typing Centers —
Services ‘ Services Services [ # Login with UAE PASS )

A single trusted digital identity For all citizens,
residants and visitors.

Is

Im not a robot

Public Services Golden Services Public Visa Services ll

Forgot Password ?

Figure 1: Login Screen - Access to Login with UAE PASS.
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3. The platform will redirect the user to “Login to UAE PASS “, enter the “Emirates ID”, then press on

“Login” to access the account.

Login to UAE PASS

IBAveearess

& Aemember me

— S

Don't have UAEPASS account? Create new account

Recover your account

Home About Support FAQ Kiosk Locations Service Provider

Figure 2: Login to UAE PASS Screen.

4. The “Access Request" screen will appear to the user, open the UAE PASS application on your mobile

then press on “Allow Access” to login.

2 Gt tgall
2 UAE PasSS

Access Request

to MOI Controlled Medication Unified Poital website

h

Check UAE PASS App on your mobile

Flease tap "Allow aceess™ 1o sign In, Do nat
chick Back or Refresh please

l?(\:;‘\!

Waiting for your confimation.

Cancel J

Powered by UAE PASS

Figure 3: Access Request Screen.
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3.2 Login Using User Credentials
1. Open the Smart Services of the Federal Authority for Identity, Citizenship, Customs & port Security.
2. The “Login “screen will appear to the user, enter the “Username “ and “Password”.

3. Press on “reCAPTCHA" which is a security test to confirm the validity and that the user is not a harmful

software or a robot, then press on “Login” to access the platform.

U TE RN PYC PUSIPPN [ WRSWLEN [Py Sy POy S ES S (S

N
5= C_ | FEDERAL AUTHORITY FORIDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY

B3 () Publicservices GoldenServices Public VisaServices  Helpv  UserManual» T Q- | Q @rogn Sattings

Golden Services
for Federal Authority For Identity,Citizenship,Customs & Port

bl

eadiall
GOLDEN VISA |

e
SS10ER ViTA

Security
Click Here s8000000 °
2] Quick Search Request Number / PRAN /1d Nurmber o
+ Please note that lication regi ion is available For the following categories :

+ Establishments

« Typing Centers

« (itizens of the United Arab Emirates and the GCC countries who are over the age of 18 years

+ Residents of the United Arab Emirates and the GCC who are over the age of 18 years and corporate sponsorship or VIP

Login by QR code

Individuals =i Establishments Typing Centers
i Services d=ls  Services Services [ '@' Login with UAE PASS J

| 3 [ ingle trusted digital identity For all citizens,
‘Establishments Typing Centers Asingle 9 yros d

Mmm rESidenu andyiiey

| Forgot Username / I or

m —

I (~ )y test@tlest.com

[~

(53]
2)8

/" Imnotarobot c

Public Services Golden Services Public Visa Services “@

Forgot Password ?

Figure 4: Login Screen.
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3.3 Login Using QR Code

1. Open the Smart Services of the Federal Authority for Identity, Citizenship, Customs & port Security.

2. The “Login“ screen will appear to the user, press on “Login by QR Code”.

.\{‘ BN (el Tyl anty Attty R sell AyslaIW Ayl
=y C

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY

B () rublicservices GoldenServices PublicVisaServices  Helpv  UserManual» 1 Q-+ | Q @rogn settings

Golden Services
for Federal Authority For Identity,Citizenship,Customs & Port

L aviall
GOLDEN VISA

Security
3 00000000 ©
Click Here
(Z)=] Quick Search Request Number / PRAN / 1d Numbe e "
» Please note that licati i jon is available for the following categories :

+ Estoblishments

«+ Typing Centers

« Citizens of the Unted Arab Emirates and the GCC countries who are over the age of 18 vears

« Residents of the United Arab Emirates and the GCC who are over the age of 18 years and corporate sponsorship or VIP

Login by email Login by QR code
= Individuals = Establishments Iyplng Centers
Yot ;b: @

6 Services Services Services ( @ Login with UAE PASS J

Establishments Typing Centars A single trusted digital identity For all citizens,
p—
[ i‘omol Username / + [ o ¢ OR
- e e

I'm not a robot e

IBCAPTOHA
Frinady - Torwn

Public Services Golden Services Public Visa Services “

Forgot Password ?

Figure 5: Login Screen - Access to Login by QR Code.
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3. AQR code will appear to the user, open ICP mobile application then navigate the User Profile and select

“Login by QR Code”.

4. Scan the QR code to complete the process.
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B () Publicservices GoldenServices  Public VisaServices  Help»  User Manual = o7 [v

Golden Services

for Federal Authority For Identity,Citizenship,Customs & Port
Security

i anliall]

GOLDEN VISA |

88800000 @

Click Here

Raquest Number / PRAN / 1d Number

£l Login

» Please note thet application registration is available For the following categories :

» Establishments

« Typing Centers

o Chtizens of the United Arab Emirates and the GCC countides whao are ouer the age of 16 vears

« Residents of the United Arab Emirates apd the GCC who are over the age of 18 years and corporate sponsorship or ViP

Login by email

&8 Individuals [gi Establishments Typing Centers ——
4 Services - Services Please open ICP mobile application then navigate

Services

to user profile and select login by QR code option

Public Services Golden Services Public Visa Services

Figure 6: Login Screen - Login by QR Code.

Page 110116 Federal Authority | sl 2 i s




FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIP. CUSTOMS & PORT SECURITY

& AU (el g ety i |y A aggll Bl Al |
=y O

United Arab Emirates

4 Dashboard

The Dashboard feature of the Smart Services platform provides a crucial set of indicators and data that
provide the user with valuable and immediate insights into the overall platform performance. The purpose
of this feature is to help users make well-informed decisions quickly, contributing to the accomplishment

of the Federal Authority for Identity and Citizenship, Customs and Port Security strategic objectives.

ALY (el g 5Lt g Bt (g Augell B3 loDNT Atught
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

United Arab Emiraces.

@ My Requests~ Sponsored~ Drafts Requests Ready To Payment My Team Performance ~ Payments Fees And Deposits Refund Complaints and Suggestions
Help »

4 Translate

Control Panel

&  Establishment's Related Users Management Add a child establishment [ Available Balance [-TELGLT TS

Dashboard Last Update since:  10:08 AM B
Show From Date * Show To Date *
| 30/01/2024 1) | 29/02/2024 )

S 7 B 6 B 5

sponsored Visa Requests Residency Requests

= Entry and exit @ 37 @ O

Financial Transaction Ready To Pay Requests
© ° o
0,
0%
Daily Progress
Browse Smart Service
Module Q Service Q Sub Service Q Service Action Q
RESIDENCY WORK PACKAGE PRIVATE SECTOR ADD NEW EMPLOYEE =i
VISA RENEWAL EMPLOYEE 4 ‘
WORK
SPONSOR
CANCELLATION
INVESTIGATION EMPLOYEE WORK 7
FINES CANCELLATION VISA
WORK

OTHER SERVICES

PERMITS

RESIDENCE AND IDENTITY

EMIRATES ID SERVICES

DIPLOMATIC CARDS

VALIDATION GATEWAY SERVICE

WORK PACKAGE
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WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR Q
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-ADD NEW EMPLOYEE % Favorite 4 Share Service

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-RENEWAL EMPLOYEE ¥ Favorite 4 Share Service

WORK

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION EMPLOYEE # Favorite ¢ Share Service

WORK
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION VISA ¥ Favorite ¢ Share Service
WORK

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

e s 53229 QOOO0QOO i @uit
Visitors Available 24/7
Accessibility - Disclaimer - Terms & Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 7: Dashboard Screen.
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5 Access to Work Package Services

This feature from the Smart Services platform of the Federal Authority for Identity, Citizenship, Customs &

Port Security allows the user access to the Work Package services.

® The Smart Services platform in the Federal Authority for Identity and Citizenship, Customs and Port
Security allows access to the Work Package services, as shown below: -

First Method: -

1. From the dashboard screen, select “Work Package” from the quick access tool.

”n u

2. Select the required “Service”, “Sub-Service”, and “Service Action”.

Browse Smart Service

! Q Service Q Q e Action Q
RESIDENCY ACKAGE ADD NEW EMPLOYEE | =il
Vi REMEWAL EMPLOYEE =
WORK '
SPONSOR
CANCELLATION | <]

INVESTICATION EMPLOYEE WORK

FINES CAMNCELLATION VISA | <

WORK
OTHER SERVICES

PERMITS

RESIDENCE AND IDENTITY

EMIRATES ID SERVICES

DIPLOMATIC CARDS

WVALIDATION CATEWAY SERVICE

WORK PACKAGE

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR Q
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-ADD NEW EMPLOYEE (ST < Favarite 4] Share Service

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-RENEWAL EMPLOYEE
WORK

AEWETTTTTT) o Favorite 4 Share Servics

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION EMPLOYEE

T ERTR e ] © Favorite ] Share Service

WORK
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION VISA CESETD G < Fevorite 4 Share Service
WORK

Figure 8: Dashboard Screen — Submitting Requests — First Method.
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Second Method: -

1. Press on “Start Service” after selecting the required module.
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WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR Q
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-ADD NEW EMPLOYEE R L I S =) < Fovorite < Share Service
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-RENEWAL EMPLOYEE CEEETD CIENTYET « favorite 4 Share Service
WORK
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION EMPLOYEE  (CRET I CICan)  Fevorite < Share Service
WORK
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION VISA T CIERTYET) < ravorite 41 share Service
WORK
FAQ Happiness Formula | Sitemap ContactUs | Archive ICAEmail | Suppliers'inquiries | Help
Visitors Counter Soclal Media & Programs Call Center
7~
irisay | i 53299 OOQOOOOQOO o @ UAE
Visitors Available 24/7 .
Accessibllity Disclalmer Terms & Conditions Privacy Policy Copyright CA Terminology

Figure 9: Dashboard Screen — Submitting Requests — Second Method.

The user can display service details by pressing on “Service Card”, aswell as adding services to favorites to

easily access it later.
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Third Method: -

1. From the dashboard screen, press on “Sponsored”.

2. Adrop-down list will appear, press on “Sponsored”.

SR el g T ety B i |y A sggll sl A gl
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)] My Requests = Sponsored=l Drafts Requests Ready To Payment My Team Performance = Payments

Help - Q Sponsored

Old sponsored

Canceled Files
Escape Files

Canceled Escape Report

Control Panet

Show To Date *

Dashboard Last Update since:  10:01 AM
show From Date *

‘ 31/01/2024 | | 01/03/2024 )

E

1l

ery and exit

4  Establishment’'s Related Users Management Add a child establishment. Black Points 0

AUnieeet A Emiries

Fees And Deposits Refund  Complaints and Suggestions

i Translake

Figure 10: Dashboard Screen - Access to Sponsored.
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3. The system will redirect the user to the “Sponsored” screen, enter the search parameters in the required

fields.
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. My Requests~ Sponsored~ Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help =

“n Translate

Sponsored Management

Unified Number Emirates ID

Unified Number Emirates ID
Sponsored Name Nationality

Sponsored Name Please Select ¥
Expire date from Expire date to

Expire date from My | BB Expire date to / , B

O Tourist visa violators

This reCAPTCHA 1s for testing purposes only. Please report to the site admin if
you are seeing this.

I'm not a robot ot
reCAPTCHA

Privacy - Terms

—>=m

Emirates ID Renewal for Sponsorship Transfer Case

Sponsored Name Type Expire Date Nationality File Status Fine Status
FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
Visitors Counter Social Media & Programs call Center

iy | s 53299 OO OOOQOOO 2 @ uie
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 11: Sponsored Screen - Searching for Sponsored.

4. Press on “reCAPTCHA" which is a security test to confirm the validity and that the user is not a harmful

software or a robot, then press on “Search”.
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5. The system will get the search results based on the search parameters, select the required sponsored
then press on “Actions”.

6. A drop-down list will appear, select the required service.
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. My Requests~ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help »

“x Translate

Sponsored Management

Unified Number Emirates 1D

Unified Number Emirates ID
Sponsored Name Nationality

Sponsored Name Please Select v
Expire date from Expire date to

Expire date from MMy | R Expire date to / [

O Tourist visa violators

Vher FIGERTE F A fir el in€ prsssiect e cHiesefclopeyt 10 the site admun it
LRy apsceng this F o]

D I'm not a robot renrETA

Privacy - Terms

Emirates ID Renewal for Sponsorship Transfer Case

Sponsored Name Type Expire Date Nationality File Status Fine Status

TEST NAME RESIDENCY - WORK - PRIVATE SECTOR 28/02/2025 JORDAN ACTIVE No Fine @a
i

Unified Number: 56*****x#xx RESIDENCY - WORK PACKAGE PRIVATE SECTOR - Renew I
E’mirates ID 784***************

RESIDENCY - CANCELLATION EMPLOYEE WORK

5 n 20 Showing 1 to 8 of 8 records 1 of 1

FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

Federal Authority | Aualowdlaies 5:382,919 o o @ e 0 o e 0 SRt @ U'/\©
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 12: Sponsored Screen - Selecting the Service.

Please note that using the third access method is only when applying for a “Renew Employee Work” or

“Employee Work Cancelation” Request.
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6 Add New Employee

This service from the Work Package services facilitates the recruitment process of new employees through

the smart services platform, enabling establishments to apply for work permits for new employees and

submit all required documents in electronic form.

Service Workflow: -

Issuance Work
Permit Approval

Initial Approval

? ~ for Entry Permit -/

|

Work Permit
Issunance

- Medical Examination
’ Services

Work Contract |
Issuance '

il

. Residence and
. Identity Issuance

Request V
Approved
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Submit Service Request: -

® When accessing the service, the platform will redirect the user to “Submit Request” screen, which

contains seven steps should the user follow to complete the submission process successfully, as follows:-

L] =
Quote Payment Employee Personal Job Offer Artachments Review Application
Information Methods Information Details Information Application Fees
) B UNITED ARAB EMIRATES
hY AL Galy 23y Lanly I—gpudnifly Aspgll 2_p3b3¥ ) 2! Bl MINISTRY OF HUMAN RESOURCES  Logout TES
roa FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY Ei & EMIRATISATION - & ABLI e W

®@ My Requests ¥ Sponsored~ Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help »

s Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE

Service Description

0%

U V Vv Vv

Quota Information Payment Methods Employee Personal Job Offer Details ~ AttachmentsInfo Review Application  Application Fees

Information
Quota Information -

Available Quota Occupation Description Gender
(@] 1 )5 e - TRAINING MANAGER MALE
o 1 C2sadll ye- CATERING MANAGER MALE
Person Full Name (En) * Person Full Name (AR) *
| Person Full Name (En) | Full Name (Arabic)

FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

irsen i 5299 O OQOO0OOO  wn @ui)
Available 24/7

Visitors

Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - ICATerminology @

Figure 13: Submit Request Screen.
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First Step - Quote Information: -

In this step, the user should identify the target group that is commensurate with the labor quotas of the job

vacancy. In addition, the user should enter the name of the job candidate in Arabic and English for record

and communication purposes.

____________ A én]

=

antl

Quote Payment Employee Personal Job Offer Artachments Review Application
Information Methods Information Details Information Application Fees

1. Select the quote from the available one, then enter the employee’s name in the required fields.

UNITED ARAB EMIRATES
Bl MINISTRY OF HUMAN RESOURCES
M & EMIRATISATION

s
[ (o,

4

B (g )L and 19 A g9 Aggll B 3aLo0W| Al
= FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

. My Requests ¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help =

s Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE

Service Description

0%
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Figure 14: Submit Request Screen - Quota Information Step.
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2. Press on “Next” to move on to the next step.
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United Arab Emirates

Second Step - Payment Method: -

In this step, the user should select the e-wallet to pay all the required transaction fees in the package

req uests.

@' i r’m]

:' ___________ e el Pl
Ll i [5 )
Quote Payment Employee Personal Job Offer Artachments Review Application
Information Methods Information Details Information Application Fees

3. Press on “eWALLET" to continue the process.
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Service Description \
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Quota Information Payment Methods Employee Personal Job Offer Details  AttachmentsInfo Review Application  Application Fees

Information
Available payment methods -
Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journey.

— G
eWALLET
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Figure 15: Submit Request Screen - Payment Method Step.
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FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIP. CUSTOMS & PORT SECURITY

4. The platform will retrieve the e-wallet that is linked to the user account, select the required wallet.

5. Press on “l authorize the direct deduction from the selected financial wallet balance during

submitting each request of the package automatically”.
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Quota Information Payment Methods Employee Personal Job Offer Details  AttachmentsInfo Review Application  Application Fees

Information

Available payment methods -

Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journey.

Service Description

| - |

(&} (9 e-wallet two
1100.8 AED

Q 1 authorize the direct deduction from the selected Financial wallet balance during submitting each request of the package automatically.

| ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
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Figure 16: Submit Request Screen - Payment Method Step - Select the e-wallet.

The selected e-wallet will be used in the next payments, kindly ensure there is sufficient balance.

6. Press on “Next” to move on to the next step.
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Third Step - Employee Personal: -

In this step, the user should fill out the employee details to meet the requirements of the application.

( 108 OFFER

=l =
Quote Payment Employee Personal Job Offer Artachments Review Application
Informarion Methods Information Details Information Application Fees

7. From the “Employee Personal Information” part, enter the employee details in the required fields.
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Service Description

UAE Unified No.
UAE Unified No.

Years of Residence *

2

English First Name *
| Test

English Second Name

English Second Name

English Third Name

English Third Name

English Forth Name
English Forth Name

Family Name (English) *

Name

Current Nationality *

JORDAN

Date Of Birth *
| 10/02/1994

Place of Birth (En) *

Amman

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE

Employee Personal Information

Information

X~

s Translate

Reference Number : 00011%**39

29%

OO0 00 ¢ ¢

Quota Information  Payment Methods Employee Personal Job Offer Details ~ Attachmentsinfo Review Application  Application Fees

0 If the user has entered UAE before and has Unified Number, please fill it here to ease the processing phase.

UAE Identity Number
UAE Identity Number

Arabic First Name *
P““
Arabic Second Name

Arabic Second Name

Arabic Third Name

Arabic Third Name

Arabic Forth Name

Arabic Forth Name

Family Name (Arabic) *

e

Previous Nationality

Please select e

Birth Country *

JORDAN x -

Place of Birth (Ar) *

s
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Mother Name (En) * Mother Name (Ar) *
| TEST NAME | .
Religion * Faith*

ISLAM x - | SUNNI x -
Marital Status * Qualification Level *

SINGLE x - | BACHELOR - g
Qualification Country * Qualification Description *

JORDAN x - | Accountant

Passport Information

Inside UAE Address
Address outside UAE

Delivery Information

FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center
e i 53220 G OOOOOOO oz @ui)
Visitors Available 24/7

Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - [CA Terminology

Figure 17: Submit Request Screen - Employee Personal Step - Employee Personal Information Part.
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Information

Employee Personal Information

Passport Information

Passport Type * Passport No *
ORDINARY PASSPORT x - | 123
Passport Issue Date * Passport Expire Date *
| 01/01/2024 & | 31/12/2028 d
Passport Issuance Place (En) * Passport Issuance Place (Ar) *
Amman | s
Passport Issue Country *
JORDAN x -

Inside UAE Address
Address outside UAE

Delivery Information
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Figure 18: Submit Request Screen - Employee Personal Step - Passport Information Part.
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10. From the “Inside UAE Address” part, enter the employee address details inside UAE in the required

fields.

¥k
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Quota Information Payment Methods Employee Personal Job Offer Details ~ Attachments Info Review Application  Application Fees
Information

Employee Personal Information

Passport Information

Inside UAE Address

Emirate City Area Permanent Phone Number Address Details

No Addresses Available

Emirate * City *

ABU DHABI x - ABU DHABI L g
Area *
| AL HOSN x -

Detailed Address *
| Test Address

Building / Hotel * Local Flat Number *
| 00 00
UAE Mobile Number * Residence Tel *
00971 - UNITED ARAB EMI... 500000000 00971 - UNITED ARAB EMI... 60000000
Email *

test@test.com

Do you want to save the entered address info?

(O Use for current request only

Address outside UAE

Delivery Information

E
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Figure 19: Submit Request Screen - Employee Personal Step - Inside UAE Address Part.
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11. From the “Outside UAE Address” part, enter the employee address details outside UAE in the

required fields.
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Information

Employee Personal Information

Passport Information

Inside UAE Address

Address outside UAE

Permanent Country * Detailed Address Outside UAE *
| JORDAN x - | Test Address

Permanent Mobile Number *
00962 - JORDAN > | 123456789

Delivery Information

|

<  Next
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Figure 20: Submit Request Screen - Employee Personal Step - Outside UAE Address Part.
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12. From the “Delivery Information” part, enter the delivery details in the required fields to deliver the

documents to their destination, then press on “Next” to move on to the next step.
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Service Description
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s Information  Payment Methods Employee Personal Job Offer Details  Attachments Info  Review Application  Application Fees
Infermation

Employee Personal Information

Passport Information

Inside UAE Address

Address outside UAE

Delivery Information

Emirate City Area Permanent Phone Number Address Details

@ ABU DHABI ABU DHABI Al Nahyan - E20_01 0097150***5646 ALSQ, THE SYSTEM SHALL BE UPDATED TO ENABLE A
NEW GRID FOR THE SAVED DELIVERY AD

Delivery Method * Celivery Company *

Deliver to specific address L | Tawzea

Delivery Emirates *

' ABU DHABI x -

Delivery City * Delivery Area *

' ABU DHABI x v | Al Nahyan - E20_01 x -
Land Mark * Delivery Address Details *

' Aramex X - | Test Address

UAE Mobile Number 00971 - UNITED ARAB EMI, . | 500000000

Second Mobila Numbar 00971-UNITED ARABEML...  Second Mabile Number

If you have another phone number that works in the UAE, please nate that you must enter this number

Do you want to save the entered address info?

() Update selected address @ Use For current request only

—
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Figure 21: Submit Request Screen - Employee Personal Step - Delivery Information Part.
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Fourth Step - Job Offer Details: -

In this step, the user should fill out the employee job offer details to meet the requirements of the

application.

@
108 UFFER

Artachments Review Application

Quote Payment
Information Methods

Employee Personal Job Offer

Information Details Information Application Fees

14. From the “Job Offer Details” part, enter the job offer information in the required fields.
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Quota Information Payment Methods Employee Personal  Job Offer Details  AttachmentsInfo Review Application  Application Fees

Information
Job Offer Details -
Work Permit Type® Wage Type*
| Full Work x - Monthly Wage X -
Working Hours * Weekends *
| - :
Sunday % ‘ ‘ Saturday X

Job Emirate* Annual Leave Days *
| ABU DHABI X - | 30 X~
Probation Period* Notice Period *

3 Months x - 2 Months X~
Currency* Contract Duration *
| AED x - | 4

Basic Salary(AED) *
| 5000

Bonus

1000

Growth Salary (AED) *
| 10000

Allowances And Bonuses

Terms OF Contract

Figure 22: Submit Request Screen - Job Offer Details Step & Part.
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15. From the “Allowances and Bonuses” part, enter the job allowances and bonuses information in the

required fields, then press on “Save” to ensure that the employee wage details are accurately recorded.
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p—y _
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Figure 23: Submit Request Screen - Job Offer Details Step - Allowances and Bonuses Part.
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® The user will notice that the platform added allowances and bonuses successfully.
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Information
Job Offer Details +
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Allowances And Bonuses
Please select .4
Arabic Term Description Allowances Amount English Term Description
Sl Jy 1000 Housing Allowance ﬂ
Terms OF Contract +
o
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Figure 24: Submit Request Screen - Job Offer Details Step - Allowances and Bonuses Part — Added Allowances and Successfully.

The user can add more than one type of allowance and bonus by following the same previous steps.

Page 3201116 Federal Authority | sl 2 i s



United Arab Emirates

\{» SR el g T ety B i |y A sggll sl A gl
=

FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIP. CUSTOMS & PORT SECURITY

16. From the “Terms of Contract” part, enter the terms of the employment contract information in the

required fields, then press on “Save” to support the onboarding process.
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Quota Information Payment Methods Employee Personal Job Offer Details  AttachmentsInfo Review Application  Application Fees
Information

Job Offer Details

Allowances And Bonuses

Terms OF Contract

Terms OF Contract

The employee shall be entitled to an airway ticket every {Se... %~
Arabic Term Description English Term Description
Ot palls K007 20al AN sanl g A S jhss S8 alall Bty Select Number Of Years * The employee shall be entitled to an airway ticket

every One Year in addition to 1 airway tickets for
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One Year Xow,

Number Of Ticket For Dependent
1

x Cancel | 4 Save
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Figure 25: Submit Request Screen - Job Offer Details Step - Terms of Contract Part.
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® The user will notice that the platform added the terms of the employment contract successfully.

D UNITED ARAB EMIRATES
i MINISTRY OF HUMAN RESOURCES  Logout TEST -
Dl & EMIRATISATION ENT

U TH TR NPUPYC JTRIDPS [P WDV [Pl WY 11 b SN PRy W91
J$ FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

. My Requests ¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions
Help »

s Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE ~ Reference Number: 0001133

Service Description

43%

O—60 900 ¢
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Information

Job Offer Details

Allowances And Bonuses

Terms OF Contract

Terms OF Contract

Please select v

Selected Terms OF Contract

Arabic Term Description English Term Description
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Figure 26: Submit Request Screen - Job Offer Details Step - Terms of Contract Part - Added Employment Terms Successfully.

The user can add more than one type of employments terms by following the same previous steps.

17. Press on “Next” to move on to the next step.
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Fifth Step - Attachments Information: -

In this step, the user should upload the required files to meet the requirements of the application.

JOB OFFER

$99 i,
iy 1 \
Quote Payment Employee Personal Job Offer Attachments Review Application
Information Methods Information Details Information Application Fees

18. Upload the required attachments to ensure that the information provided is accurate.
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Quota Information Payment Methods Employee Personal Job Offer Details  AttachmentsInfo Review Application  Application Fees
Information

@ Colored Photo (Required) €9
& Select \ Select other file

@ A COPY OF THE PASSPORT OF THE BENEFICIARY OF THE SERVICE (Required)

& Select \ Select other file

@ SCIENTIFIC CERTIFICATE (Required)

& Select \ Select other file

O scan As pdf

i}
Attachment max size 2 mega byte & Scanner Application
Type Name
m | Colored Photo v Name Bn
}v | A COPY OF THE PASSPORT QF THE BENEFICIARY OF THE SERVICE ™ | TEST NAME_A COPY OF THE PASSPORT OF THE BENEFIC aa
-
}- | SCIENTIFIC CERTIFICATE v | TEST NAME_SCIENTIFIC CERTIFICATE a u

Figure 27: Submit Request Screen - Attachments Information Step.

19. Press on “Next” to move on to the next step.
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Sixth Step - Review Application: -

In this step, the user should check entered information to meet the requirements of the application.

N

(O f
JOB OFFER

; L]
= i =
Quote Payment Employee Personal Job Offer Attachments Review Application
Information Methods Information Details Information Application Fees

20. Check the entered information to reduce the risk of the request inaccuracies.

Help »

Service Description
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FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE

UNITED ARAB EMIRATES
Bl MINISTRY OF HUMAN RESOURCES
& EMIRATISATION

. My Requests v Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

s Translate

Reference Number: 00011***39

1%

Quota Information Payment Methods

Employee Personal Information

Years of Residence 2

Person Full Name (En) TEST NAME
English First Name : Test
Family Name (English) : Name
Current Nationality : JORDAN
Date Of Birth : 1994/02/10
Marital Status : SINGLE

Place of Birth (En) : Amman
Mother Arabic Name : = 5 au!
Faith : SUNNI

Qualification Country : JORDAN

Company Name : Abu Jarour private ESTABLISHMENT

Passport Information

Passport Type : ORDINARY PASSPORT
Passport Issue Date : 2024/01/01
Passport Issue Place (English) : Amman

Passport Issue Country : JORDAN

O—0 0 0 ¢

chments Info

Employee Personal Job Offer Details Review Application  Application Fees

Information

Person Full Name (AR) = 2 ol
Arabic First Name : ~!

Family Name (Arabic) : o= =3
Gender : MALE

Birth Country : JORDAN

Place of Birth (Ar) : il

Mother English Name : TEST NAME
Religion : ISLAM

Qualification : BACHELOR

Marital Status SINGLE

Passport No: 123
Passport Expire Date : 2028/12/31

Passport Issue Place (Arabic) : U=
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Addresses Info

Emirate : ABU DHABI

Area: AL HOSN

Local Building: 00

Residence Tel: 60000000

Applicant location outside UAE : Test Addrass

Email: test@test.com

Dalivery Information

Delivery Method : Daliver to specific address
Delivery Emirates : ABU DHABI
Delivery Area : Al Nahyan - E20_01

Delivery Address Details : Test Address

Job Offer Details

Contract Type : Full Work
Probation Period : 3 Months
Job Emirate : ABU DHABI
Notice Period : 2 Months
Growth Salary (AED) : 10000

Weekends : Saturday , Sunday

Allowances And Bonuses

Arabic Term Description

S 1000
Selected Terms OF Contract

Arabic Term Description

i pall s (€0 ] sand ALYl maal g L (IS s €38 Jalall (s

Attachments Info

A COPY OF THE PASSPORT OF THE BENEFICIARY OF THE SERVICE View

Colored Photo View

[revwm—

Allowances Amount

City : ABU DHABI

Address in U.AE : Test Address
Local Flat Number : 00
Permanent Country : JORDAN

Permanent Mobile Number : 00962123456789

Delivery Company : Tawzea
Delivery City : ABU DHABI
Land Mark : Aramex

UAE Mobile Number : 00971500000000

Wage Type : Monthly Wage
Working Hours : 8
Annual Leave Days: 30

Basic Salary(AED) : 5000

English Term Description

Housing Allowance

English Term Description

The employee shall be entitled to an airway ticket every one year in addition to
1 airway tickets For their dependents

SCIENTIFIC CERTIFICATE View

m—

FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
Visitors Counter Social Media & Programs Call Center
Federst Authority | Apslmiinizs 1382919 o o 6 . e o o 0 T @ UA@
Visitors Available 24/7
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Figure 28: Review Application Step.

21. Press on “Next” to move on to the next step.
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22. A Confirmation Message will appear to the user, press on “Yes, Continue”.

Confirmation

Please note that the entered information will be sent to the Ministry of Human Resources
and Emiratization. Are you sure of the entered information?

Figure 29: The Confirmation Message.
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Seventh Step — Application Fees Step: -

In this step, the user should pay fees to complete the requirements of the application.

{
\Y /] |\ e i
= P/ ) g i

Quote Payment Employee Personal Job Offer Artachments Review Application

Information Methods Information

Details Information Application Fees

23. Press on “l Agree to the Terms and Conditions” to activate payment methods.
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® My Requests~ Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help »
Uk Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE ~ Reference Number: 00011%+439

Service Description

0%

Review Application  Application Fees

Beneficiary name: TEST NAME

WORK PACKAGE - WORK PERMIT - Private sector - ADD NEW EMPLOYEE
Total With Vat

Fees Description Amount(AED) Vat Amount (AED) 5%
Application fee - Ministry of Human 50.00 8:88-Vat Free 50.00
Resources and Emiratisation
50.00 AED

Total
Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

Q [ 1 Agree to the Terms and Conditions

FAQ Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Social Media & Programs Call Center

Visitors Counter
s e 5% QQOOOOOO = @uf)
Available 24/7

Visitors

Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - ICA Terminology

Figure 30: Submit Request Screen - Application Fees Step.
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y

I -,
p f| MINISTRY OF HUMAN RESOURCES
¢ \'I & EMIRATISATION

UNITED ARAB EMIRATES

FS-TH TN PR, JYNIPPN [P WP 2N [Pl WYY | b WYY P e

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

. My Requests v Sponsoredv Drafts RequestsReady To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help =

= 4y Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE ~ Reference Number: 00011+33

Service Description

0%

Review Application  Application Fees

Beneficiary name: TEST NAME

WORK PACKAGE - WORK PERMIT - Private sector - ADD NEW EMPLOYEE
Fees Description Amount(AED) Vat Amount (AED) 5% Total With Vat

Application fee - Ministry of Human 50.00 6-86-Vat Free 50.00

Resources and Emiratisation

Total 50.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

| Agree to the Terms and Conditions

Fees Description Amount(AED)
Fees Total 50.00
ePayment Commission \ Vat 3.00 0.15
Final Total 5315
Pay
FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
Visitors Counter Social Media & Programs Call Center

amiraiiy | e 53299 QOO0 O coos22222 (@ 1)/ )
Visitors Available 24/7
Accessibility - Disclaimer - Terms&Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 31: Submit Request Screen - Application Fees Step - Access to Pay Action.
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Congrats! You've followed the steps correctly, and the request has been submitted successfully.
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United Arab Emirates.
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. My Requests v Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help =
Uk Translate

Requests Applied Successfully
Service Name: WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE
Application Reference : 01011%**39 1 00%
Receipt Number: 031%**85

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

FAQ Happiness Formula Sitemap Contact Us Archive ICAEmail | Suppliers' inquiries | Help
Visitors Counter Social Media & Programs Call Center
s i 535259 QQOOOOOO iz Quit)
Visitors Available 24/7
Accessibility - Disclaimer - Terms & Conditions Privacy Policy - Copyright - ICA Terminology

Figure 32: Submit the request Successfully Screen.

Page 410f116 Federal Authority | sl 2 i s




il
)

|‘|
fl

FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIP. CUSTOMS & PORT SECURITY

g{> S BULS el g g Becin] |y Al Ao Al |
=5 O

United Arab Emirates

6.1 Tracking The Add New Employee Request

This feature from the Smart Services platform of the Federal Authority for Identity, Citizenship, Customs &

Port Security allows the user to track the add new employee requests.
® To start tracking the request, follow the steps below: -
1. From the main screen, press on “My Request”.

2. Adrop-down list will appear, press on “Establishments Requests”.

. i'a
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FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY 'i"-' / m ‘\“,!.

ST
United Arab Emirates

() | MyRequests vl sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help ~ Establishment Requests @

Returned Requests

% Translate

Control Panel

4 Establishment's Related Users Management Add a child establishment Available Balance Black Points 0

Dashboard Last Update since:  10:01 AM B
Show From Date * Show To Date *
| 31/01/2024 ] | 01/03/2024 &1

® 8 7 1 1 o Active Visas
(=] @ @ Q 0 Visas about to expire

sponsored Visa Requests Residency Requests
o Expired Visas

o Active Residencies
@ — ~— | [R— © 74 B 0
o Residencies about to — Yy and exit 7
exire Financial Transaction Ready To Pay Requests
XPL

[}
o Expired Residencies © ©

+) Work Package Completed
0% W ol i
equest

Daily Progress
Y 9 0 Work Package In Progress

Request
Browse Smart Service
Module Q
OTHER SERVICES
‘WORK PACKAGE
FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers' inquiries | Help
Visitors Counter Social Media & Programs call Center

Federal Authority | “slsSiaica 5"382'919 o o 6 o o e 0 600522222 @ U/\[
Visitors Available 24/7
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Figure 33: The Main Screen - Access to Establishments Requests.
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3. The platform will redirect the user to “Establishment Request” screen, enter the search criteria for
the required request.
4. Press on “reCAPTCHA” which is a security test to confirm the validity and that the user is not a harmful

software or a robot, then press on “Search”.
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United Arab Emirates

® My Requests~ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help »

4 Translate

Establishment Request

Search for requests

Module Name Services

WORK PACKAGE b4 Services
Nationality Passport Number

Please Select - Passport Number

Date From Date To Request Actions

14/02/2024 v B 29/02/2024 / =) Please Select -
Service Beneficiary name Emirates ID Number

Test Name Emirates ID Number

Search for request

Please Select v
This ceCAPTCHA is fortesting purposes caly: Plesse repart t the site adunin i€
vou are sesing this
I'm not a robot =
reCAPTCHA
Privacy - Terms
Request Number Creation Date Service Beneficiary name Service Type Status
No record found
FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inguiries | Help
Visitors Counter Social Media & Programs Call Center
i i 52259 QQOOOOOO 2 @uE)
Visitors Available 24/7
Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - ICA Terminology

Figure 34: Establishment Request Screen.
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5. The platform will retrieve the data according to the entered search criteria, press on “Package

Timeline” to continue the process.
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My Team Performance ¥ Payments

@ My Requests ¥ Sponsoredv Drafts Requests Ready To Payment

Help »

Establishment Request

Search for requests

Module Name Services

WORK PACKAGE * Services

Passport Number

Nationality
Please Select - Passport Number
Date From Date To Request Actions
14/02/2024 d v B 29/02/2024 / B Please Select

Service Beneficiary name Emirates ID Number

Test Name Emirates ID Number

Search for request

Please Select

you are sesing this

Accessibility Disclaimer Terms & Conditions Privacy Policy Copyright ICA Terminology
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United Arab Emiraces

Fees And Deposits Refund Complaints and Suggestions

5 Translate

‘This reCAPTCHA is for testing purposes only: Please report to the sife admin if

I'm not a robot =

reCAPTCHA
Frivacy - Tems

<

Request Number Creation Date Service Beneficiary name Service Type Status
©  0101163168182024301063439  29/02/2024 12:26 R WORK PACKAGE - WORK Request aaa
PM TEST NAME PACKAGE - PRIVATE SECTOR - Initiated
ADD NEW EMPLOYEE
FAQ Happiness Formula Sitemap Contact Us Archive | ICAEmail | Suppliers'inquiries | Help
Visitors Counter Social Media & Programs Call Center
s e 225 QQOOOOOO = Quib)
Visitors Available 24/7

Figure 35: Establishment Request Screen - Access to Package Timeline Action.
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® The platform will redirect the user to “Request Timeline”, which displays the status of the request.
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United Arab Emirates.

@ My Requests~ Sponsored~ Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

% Translate

Help »

Request Number: 01011%*39

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE
Reference Number : MB386453458AEMOCK

| 'Request Initiated
Residence And

orr @ ®
Medical Examination Work Contract
Identity Issuance

12:26 PM
Issuance

The concerned authorities will review the request and take the appropriate action.

Federal Authority | sl 2 i s

Page 45 0f 116

Issuance Work Permit Initial Approval For
Approval Entry Permit Work Permit Issuance Entering Country Services
FAQ Happiness Formula Sitemap | ContactUs | Archive ICAEmail | Suppliers’ inquiries Help
Visitors Counter Social Media & Programs Call Center
Federal Authority | ssloiZios SAREIES o o e e o e . e @ U'A@
Visitors Available 24/7
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Figure 36: Request Timeline Screen.
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6.1.1 Contract Ratification

This function from the Smart Services platform of the Federal Authority for Identity, Citizenship, Customs
& Port Security allows the user to complete the contract ratification.

® To start completing the contract ratification, follow the steps below: -

1. From the “Request Timeline” screen, press on “Work Package — Contract Ratification”.

; T TR PR JYRPPN [P0 SUWLPN () NPV b BRPTYPL G Jf B 0P )
e FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY  © % % ogout Test Establishment~ & A&

2) MyRequests= Sponsored= Drafts Requests Ready To Payment My Team Performance = Payments Fees And Deposits Refund  Complaints and Suggestions

Help =

= Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE
Request Number: 010116316816202430106343%
Refarence Mumber ; MBE386453458AEMOCK

Qo @ @ @® ® ® ®

Issuance Work Permit Initial Approval For Medical Examination Work Contract Residence And
Approval Entry Permit Work Permit Issuance Entering Country Services Issuance Identity Issuance

|:> T

FAQ | Happiness Formula Sitemap | Contactts | Archive | ICAEmall | Suppliers’ inquirtes | Help

Vislbors Counbis Social Media & Programs Call Center

s 520 QOOOO0OO X @ub)
: = Visitors Available 24/7 i S
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Figure 37: Request Timeline - Access to Contract Ratification Action.
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United Arab Emirates

® The platform will redirect the user to “Issue Permit Approval” screen, which contains two steps

should the user follow to complete the submission process successfully, as follows: -

Guarantee Information Application Fees

First Step - Guarantee Information

In this step, the user is required to select the type of guarantee required, whether it is social insurance or
bank security. In addition, the necessary attachments and documents evidencing the authenticity of the
information provided are requested.

2. Select the “Guarantee Type” from the drop-down list.

B UNITED ARAB EMIRATES

A\ LB Gl g Loy Aoy A ggll AaaloD W A gl @ MINISTRY OF HUMAN RESOURCES
i Q FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY N
Nl & EMIRATISATION

() MyRequests~ Sponsored~ Drafts RequestsReady ToPayment My Team Performance~ Payments FeesAnd Deposits Refund Complaints and Suggestions

Help ~

5 Translate

WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL

Reference Number : 0001827467452024301063699

Service Description

0%

Guarantee Application Fees
Information

Guarantee T;_fpe‘
@ | Please select ¥
Q

INSURANCE
Bank Guarantee m

FAQ Happiness Formula Sitemap | ContactUs Archive | ICA Email Suppliers' inguiries Help

Visitors Counter Social Media & Programs Call Center

e e 225 QQOOOOOO == @u)
Visitors Available 24/7
Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - [CA Terminology @

Figure 38: Issue Permit Approval Screen - Guarantee Information Step - Guarantee Type Part.
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3. The “Attachments” part will display to the user, upload the required files.

) UNITED ARAB EMIRATES
\ AR Gely Sllsndly Rmgulegly A—ipell dpaled®) Al MINISTRY OF HUMAN RESOURCES  Logout EST &
o C FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY i " -
’ & EMIRATISATION STABLISHMENT

@

() MyRequests~v Sponsored~v Drafts RequestsReady To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help ~

5 Translate

WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL

Reference Number : 0001927467452024301063699

Service Description

0%

Guarantee Application Fees

Information

Guarantee Information

Guarantee Type*

| Bank Guarantee

Attachments Info

@ Crop Employee Signature (Required)

. select \ Select other file

O scan As pdf

(i ]
Attachment max size 2 mega byte & Scanner Application
Allowed Types: .jpeg, .jpg, .pdf
Type Name
} I Crop Employee Signature ¥ TEST NAME_Crop Employee Signature an
-
—
FAQ | Happiness Formula Sitemap | ContactUs | Archive ICAEmail | Suppliers'inquiries | Help
Social Media & Programs Call Center

Visitors Counter
s 250 QOOO00O0 i @uid)
Visitors Available 24/7

Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - ICA Terminology

Figure 39: Issue Permit Approval Screen - Guarantee Information Step — Attachments Info Part.

4. Press on “Next” to move on to the next step.
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5. The Confirmation message will appear to the user, press on “Yes, Continue” to continue the process.

Confirmation

Please note that the entered information will be sent to the Ministry of Human Resources

and Emiratization. Are you sure of the entered information?

“ ” v Yes, Continue

Figure 40: The Confirmation Message.
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Second Step — Application Fees Step: -

In this step, the user should pay fees to complete the requirements of the application.

6. Press on “ Agree to the Terms and Conditions” to activate payment methods.

UNITED ARAB EMIRATES

&{\C “""‘"""“"’t‘"’"- 19 A 'Az"t—‘—’“:l:"‘;:’:‘ At MINISTRY OF HUMAN RESOURCES  Logout £ & A
e FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIR, CUSTOMS & Ul svew ;
" AT R b & EMIRATISATION FABLISHMEN

(2] MyRequests~ Sponsored~ Drafts RequestsReadyToPayment My Team Performance~ Payments FeesAnd Deposits Refund Complaints and Suggestions

Help =
5 Translate

WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL

Reference Number : 0001927467452024301063699

Service Description

50%

> ¢

Guarantee Application Fees

Information
Beneficiary name: TEST NAME

WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL

Fees Description Amount(AED) Vat Amount (AED) 5% Total With Vat
REQUEST FEES 3,450.00 8-00-Vat Free 3,450.00
Total 3,450.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

Q [0 1 Agree to the Terms and Conditions

FAQ | Happiness Formula Sitemap ContactUs | Archive | ICA Email Suppliers' inquiries Help

Visitors Counter Social Media & Programs Call Center

s i 2259 QQOOOQOOO 2 @u)
Available 24/7 \J

Visitors

Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - ICA Terminology

Figure 41: Submit Request Screen - Application Fees Step.
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7. The platform will retrieve the final total fees, press on “Pay” to complete the process.

. UNITED ARAB EMIRATES
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= My Requests~ Sponsored~ Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help »
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WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL
Reference Number : 0001927467452024301063699

Service Description

50%

—0

Guarantee Application Fees

Information

Beneficiary name: TEST NAME

WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL

Total With Vat

Fees Description Amount(AED) Vat Amount (AED) 5%

3,450.00 8:80-Vat Free 3,450.00

REQUEST FEES
Total 3,450.00 AED
Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

| Agree to the Terms and Conditions

Fees Description Amount(AED)
Fees Total 3,450.00
ePayment Commission \ Vat 3,00 0.15
Final Total 3,453.15
] Pay
FAQ Happiness Formula Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries Help
Call Center

Visitors Counter Social Media & Programs

=0 Q0000000 «nr @ui)
Visitors Avallable 24/7 ERS
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Figure 42: Submit Request Screen - Application Fees Step - Access to Pay Action.

Federal Authority | uslswdiiies

Accessibility - Disclaimer

Federal Authority | sl 2 i s

Page 510f116



y
fl
ey

Sl dgall i

United Arab Emirates

Congrats! You've followed the steps correctly, and the request has been submitted successfully.
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@ My Requests v Sponsored~ Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help ~

s Translate

Requests Applied Successfully
Service Name: WORK PACKAGE - WORK PERMIT - Private sector - ISSUE PERMIT APPROVAL
Application Reference : 0101927467452024301063699 1 0 0 %
Receipt Number: 031332024000767085

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page
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Figure 43: Submit the request Successfully Screen.

Page 5201116 Federal Authority | sl 2 i s

@




(m Iy

il

x{‘ BN (el sl ety B o] |y R aggll A saloBW Al
=5 O

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY

United Arab Emirates

6.1.2 Issue Residency and Identity

This function from the Smart Services platform of the Federal Authority for Identity, Citizenship, Customs
& Port Security allows the user to issue residency and identity.

® To start completing the contract ratification, follow the steps below: -

1. From the “Request Timeline” screen press on “Work Package — Issue Residency and Identity”.

IBLL Sl g Y gl |y it g Aapgll A s LD Aght

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY  © © © © ogout

F

(] My Requests» Sponsored~ Drafts Requests Ready To Payment My Team Performance v  Payments Fees And Deposits Refund  Complaints and Suggestions

AUnieedt A Emiries

Help =

4 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - ADD NEW EMPLOYEE
Request Mumber : 010116316818202430106343%
Referance Number: MBE938350710AE

2024.02-29
6:07 PM

Issuance Work Permit Initial Approval For Medical Examination Work Contract Residence And
Approval Entry Permit Work Permit Issuance Entering Country Services Issuance Identity Issuance

k Package - Issue Residency And Identity

FAQ Happiness Formuta | Sitemap ContactUs | Archive | ICAEmail Suppliers’ inguiries | Help

Visitors Counter Social Media & Programs Call Centar

rirn e 529 QQOOOOOO @ uic)
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Figure 44: Request Timeline - Access to Contract Ratification Action.
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United Arab Emirates

® The platform will redirect the user to “Residency and Identity Issuance” screen, which contains two

steps should the user follow to complete the submission process successfully, as follows: -

Attachments Info Application Fees

First Step — Attachments Info

In this step, the user should upload the required files to meet the requirements of the application.

2. Upload the required files.

T
AL (alg Syl an g A sl Aagqll A aloG¥I gl ! ) i
. . 2 T (il

i , ' IRy

C__ FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

() MyRequestsv Sponsored~v Drafts RequestsReady To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help v
"5 Translate

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY AND
IDENTITY ISSUANCE Reference Number : 0001562887272024301063733

ﬁ Please note we changed number of years to one year based on medical test result.

= Service Card

Service Description
0% = ¥ Favorite

%

Attachments Info  Application Fees

@ A copy of the Health Examination Test Result (Optional)

&S \ Setect other file
@ A Copy OF Health Insurance (Required)
& Select Select other file
@ Supporting documents (Optional)
& Select \ Select other file

O scan As pdf

Attachment max size 2 mega byte & Scanner Application

Allowed Types: .jpeg, .jpg, .pdf
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1YY

l Supporting documents

Type Name
}- I A Copy Of Health Insurance v | TEST NAME_A Copy Of Health Inst a n
-
} v | TEST NAME_Supporting document a u
-

FAQ Happiness Formula Sitemap | ContactUs Archive ICA Email Suppliers' inquiries Help
Visitors Counter Social Media & Programs Call Center
=
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Visitors Available 24/7
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Figure 45: Residency and ldentity Issuance Screen - Attachments Info Step.

3. Press on “Next” to move on to the next step.
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Second Step — Application Fees Step: -

In this step, the user should pay fees to complete the requirements of the application.

4. Press on “ Agree to the Terms and Conditions” to activate payment methods.

LB (el S lanllg Aindly Agell Aaloi¥WI At
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY % © % Logou [EST ESTABLISHMENT v &% &
United Arab Emirates.
(8] My Requests v Sponsored~v Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions
Help =
“x Translate
RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY AND
IDENTITY ISSUANCE Reference Number : 0001562887272024301063733
Q Please note we changed number of years to one year based on medical test result.
. — = service Card
Service Description
50% = ¥ Favorite
Attachments Info  Application Fees
RESIDENCY - WORK - PRIVATE SECTOR - ISSUE RESIDENCE
Fees Description Amount Vat Amount (AED) 5% Total With Vat
REQUEST FEES 100.00 8-86-Vat Free 100.00
ISSUE FEES 100.00 6-:60-Vat Free 100.00
E-SERVICES FEES 28.00 1.40 29.40
ICP FEES 122.00 6:66-Vat Free 122.00
Total 351.40 AED
Refund amount in the case of rejection of the application 100.00 AED/Refund amount in the case of Acceptance of the
application 0.00 AED
RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY
AND IDENTITY ISSUANCE
If you would like to apply for an exemption request please click on the following link here
Fees Description Amount Vat Amount (AED) 5% Total With Vat
Card Issuance 100.00 9-00-Vat Free 100.00
Smart Services Fee 100.00 ©-66-Vat Free 100.00
Total 200.00 AED
Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the
application 0.00 AED
Q (O 1Agree to the Terms and Conditions
FAQ | Happiness Formula Sitemap | ContactUs Archive ICAEmail | Suppliers'inquiries Help
Visitors Counter Social Media & Programs Call Center
Federal Authority | Aosloudiiiis i o o @ 6 0 o ° 0 s @ \'J/@
Visitors Available 24/7
Accessibility - Disclaimer - Terms&Conditions - PrivacyPolicy - Copyright - ICA Terminology @

Figure 46: Submit Request Screen - Application Fees Step.
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United Arab Emirates

5. The platform will retrieve the final total fees, press on “Pay” to complete the process.

LB (il g Sty Alndly Aasgll AabeD¥W ATl
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@ My Requests v Sponsored~ Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help =

U5 Translate

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY AND
IDENTITY ISSUANCE Reference Number : 0001562887272024301063733

‘ Q Please note we changed number of years to one year based on medical test result.

Service Description E Service Card

50% = ¥ Favorite

O—O

Attachments Info  Application Fees

RESIDENCY - WORK - PRIVATE SECTOR - ISSUE RESIDENCE

Fees Description Amount Vat Amount (AED) 5% Total With Vat
REQUEST FEES 100.00 8:80-Vat Free 100.00
ISSUE FEES 100.00 6:86-Vat Free 100.00
E-SERVICES FEES 28.00 1.40 29.40
ICP FEES 122.00 8-66-Vat Free 122.00
Total 351.40 AED

Refund amount in the case of rejection of the application 100.00 AED/Refund amount in the case of Acceptance of the
application 0.00 AED

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY
AND IDENTITY ISSUANCE

IF you would like to apply for an exemption request please click on the Following link here

Fees Description Amount Vat Amount (AED) 5% Total With Vat
Card Issuance 100.00 8-66-Vat Free 100.00
Smart Services Fee 100.00 6-66-Vat Free 100.00
Total 200.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the
application 0.00 AED

| Agree to the Terms and Conditions

Fees Description Amount
Fees Total 551.40
ePayment Commission \ Vat 6.00 0.30
Final Total 557.70
Pay

FAQ | Happiness Formula Sitemap | ContactUs | Archive | ICAEmail Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

i s 52220 QOOOO0QOO i @ui)
Visitors Available 24/7
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Figure 47: Submit Request Screen - Application Fees Step - Access to Pay Action.
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Congrats! You've followed the steps correctly, and the request has been submitted successfully.

oA
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PN
United Arab Emirates

i
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FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

(2)  MyRequestsv Sponsored~ Drafts RequestsReady To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help v

5 Translate

Requests Applied Successfully
Service Name: RESIDENCY - WORK - PRIVATE SECTOR - ISSUE RESIDENCE
100%
Application Reference : 0101562887272024301063733
Receipt Number: 031162024000767098

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

Service Name: RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY
AND IDENTITY ISSUANCE

Application Reference : 0101485283312024301063735
Receipt Number: 032012024000767099

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

FAQ | Happiness Formula Sitemap | ContactUs | Archive ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

e 529 QQQOO0QOO i @uiE)
Available 24/7

Visitors

Accessibility - Disclaimer - Terms & Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 48: Submit the request Successfully Screen.
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7 Employee Work Renewal Service

This feature from the Smart Services system of the Federal Authority for Identity, Citizenship, Customs &

port Security allows the user to submit work renewal service requests for private establishmentemployees.

Service Workflow: -

Medical Examination
Services

Work Permit

B s
o

? . Work Permit Renewal

Work Contract
Renewal

Residency and
Identity Renewal
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Submit Service Request: -

® The system will redirect the user to the “Submit Request” screen, which consists of six main steps the

user has to follow to submit the request these steps are as follows:

Qi

]
[
—

@. ]
A OFFER
[.: ..... — e

Payment Employee Personal Job Offer Attachments Review Application

Methods Information Details Information Application Fees

(=R UN'TED ARAB EMIRATES
IRl MINISTRY OF HUMAN RESOURCES  Logout

BB ol g Lty Aty A aggll A aladN) ALt -
i i
Pl

M’ f““\\\-}i\I & EMIRATISATION

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

. My Requests ¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help ~

= X Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Number: 0001942612152024301063446

Service Description

Payment Methods Employee Personal Job Offer Details ~ Attachments Info  Review Application  Application Fees
Information
Available payment methods -
Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journey.

| S |

eWALLET
Person Full Name (En) * Person Full Name (AR) *
| TEST USER | (it ad pakiase
FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

ira e 57 QOOOOOOO @ uiE)
Visitors Available 24/7

Accessibility - Disclaimer - Terms& Conditions - PrivacyPolicy - Copyright - [CA Terminology @

Figure 49: Submit Renewal Employee Work Package Screen.
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First Step — Payment Method: -

In this step, the user will choose an e-wallet to pay all the fees for the work package.

e

___________ ia—]

= =
Payment Employee Personal Job Offer Attachments Review Application
Methods Information Details Information Application Fees
i UNITED ARAB EMIRATES
ABUL1 (paly ety A_suiably A—agell A_salad¥) Atught f MINISTRY OF HUMAN RESOURCES
Fie FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY hi & EMIRATISATION
Help »

. My Requests~ Sponsored~ Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund

Complaints and Suggestions

0 Translate

Service Description

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Number : 0001942612152024301063446

0%
Payment Methods Employee Personal Job Offer Details ~ Attachments Info
Information

C9

Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make

eWALLET

Person Full Name (En) *

Person Full Name (AR) *
TEST USER At i
FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers' inquiries | Help
Visitors Counter Social Media & Programs Call Center
s 5250 QOOOO0QO0O QU
Visitors Available 24/7
Accessibility Disclaimer Terms & Conditions Privacy Policy - Copyright - [CA Terminology @
Figure 50: Submit Renewal Employee Work Package Screen - Choose eWallet.
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1. Select the required e-wallet from the user’s available wallets.

2. Press on “l Authorize the Direct Deduction from the Selected Financial Wallet Balance

During Submitting Each Request of the Package Automatically”.

l UNITED ARAB EMIRATES
i iy
i fl MINISTRY OF HUMAN RESOURCES
IW'_‘.'_}UI & EMIRATISATION

\{3 A BLN el BTl ey At A el sl Al
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FEOERAL AUTHORITY FOR IDENTITY, CITIZENSHIR, CUSTOMS & PORT SECURITY

. My Requests» Sponsoredw Drafts Requests Ready To Payment My Team Performance» Payments Fees And Deposits Refund  Complaints and Suggestions

Help =
5 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Mumber : 0001942612152024301063446

Service Description

Payment Methods Employee Personal  Job Offer Details  Attachments Info  Review Application  Application Fees

Information

o Kindly note that the selected wallet will be used For all the payment transactions reguired during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journay.

&

=

Q | authorize the direct deduction From the selected financial wallet balance during submitting each request of the package automatically.

Person Full Mame (En) * Person Full Name (AR) *

ke pai

l TEST USER
FAQ Happiness Farmula Siteman r Us wrehiiw A Emall | C nuiries e
Visitors Counter Social Madia & Programs Call Center
ey
o | s 53299 O OQOOOOO 2 @ui)
Visitors Avaiiable 24f7 4 2 B

Figure 51: Submit Renewal Employee Work Package Screen - Choosing eWallet.

3. Press on “Next” to move on to the next step.
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Second Step — Employee Personal Information: -

In this step, the system will retrieve the user’s personal information and they can be edited as needed.

' @ .]
.......... | ljﬂwm

el Tl Y B
Payment Employee Personal Job Offer Attachments Review Application
Methods Information Details Information Application Fees

4. From the “Employee Personal Information” part, enter the employee details in the required fields.

) B UNITED ARAB EMIRATES
, | A ey g D]ty Ayl AsloB Y At | MINISTRY OF HUMAN RESOURCES  Logout EST 5 A
AL AUTH: ITY a3 ITY, CITIZENSHIR, IMS ITY v
c_ FEDEHR, ORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURI "‘| & EMIRATISATION . . -
. My Requests» Sponsoredw Drafts Requests Ready To Payment My Team Performance» Payments Fees And Deposits Refund Complaints and Suggestions
Help =
5 Translate
WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK
Reference Mumber : 0001942612152024301063446
Service Description \
17%
Employee Personal  Job Offer Details  Attachments info  Review Application  Application Fees
Information
Employee Personal Information -
UAE Unified No. UAE Identity Number
5 7
Years of Residence *
| 2 ¢
English First Name * Arabic First Name *
‘ Test | paadiia
English Second Name Arabic Second Name
‘ User | il
English Third Mame Arabic Third Name
‘ Test | e
English Forth Name Arabic Forth Name
‘ User rEs
Family Name (English) * Family Name (Arabic) *
‘ Test | o
Current Nationality * Previous Mationality
‘ JORDAN X~ UNITED ARAB EMIRATES -
Date OF Birth = Birth Country *
‘ 01/05/1995 iy " | JORDAN X
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Place of Birth (En) * Place of Birth (Ar) *
| amman s
Mother Name (En) * Mother Name (Ar) *
| USER | B
Religion * Faith*
ISLAM t 4 | SUNNI X~
Marital Status * Gender *
SINGLE X~ | MALE X~

Professions @ *

TEACHER (KINDERGARTEN) X~
Qualification Level * Qualification Country *
BACHELOR X~ | JORDAN X~

Qualification Description *

| Test

Passport Information

Inside UAE Address

Address outside UAE

Delivery InFormation

|

<& Next

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

S—— e 11111 L - R - S
Visitors Available 24/7

Accessibility - Disclaimer - Terms & Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 52: Submit Renewal Employee Work Package Screen - Employee Personal Information Step - Employee Personal Part.
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5. From the “Passport Information” part, enter the passport details in the required fields.

UNITED ARAB EMIRATES
il MINISTRY OF HUMAN RESOURCES
‘ﬂ_&l & EMIRATISATION

,;‘” i .
4

D BULY (el g )L antly B suinlly A sgell Asaloi¥) Aght

le?;‘ FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY Saliafialt/

. My Requests» Sponsoredv Drafts Requests Ready To Payment My Team Performance Payments Fees And Deposits Refund Complaints and Suggestions

Help ~

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Number : 0001942612152024301063446

\

17%

Service Description

OO0 & V¢

Payment Methods Employee Personal Job Offer Details

Information

Attachments Info  Review Application ~ Application Fees

Employee Personal Information

Passport Information

||

-~ Translate

Inside UAE Address

Address outside UAE

Delivery Information

Passport Type * Passport No *
| ORDINARY PASSPORT X~ | AS90305
Passport Issue Date * Passport Expire Date *
| 01/01/2022 idfimyyyy | G | 01/01/2026 ddmmpyyyy | B
Passport Issuance Place (En) * Passport Issuance Place (Ar) *
| AMMAN S
Passport Issue Country *
JORDAN t 4

FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
Visitors Counter Social Media & Programs Call Center
Federal Authority | aslsilaioa 5'382'91 9 ° o 9 e o e ‘ 600522222 @ U/\@
Visitors Available 24/7
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Figure 53: Submit Renewal Employee Work Package Screen - Employee Personal Information Step — Passport Information Part.
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6. From the “Inside UAE Address” part, enter the employee address details inside UAE in the required

fields.

l UNITED ARAB EMIRATES
fl MINISTRY OF HUMAN RESOURCES  Logout TEST
gl & EMIRATISATION ESTABLISHMENT

PO TR TSP YRS - SRS e WP b ST P L )
=) (_ FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIE, CUSTOMS & PORT SECLRITY %% 5

- My Requests» Sponsoredw Drafts Requests Ready To Payment My Team Performance» Payments Fees And Deposits Refund Complaints and Suggestions
Help =

= o Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Mumber : 0001942612152024301063446

\

17%

Service Description

Methods Job Offer Details  Attachments Info  Review Application  Application Fees

Faymen

Employee Persanal
Information

Employee Personal Information

Passport Information

Inside UAE Address

Do you want to save the entered address info?

@ Use for current request only

Address outside UAE

Delivery Information

o
o

Emirate City Area Permanent Phone Number Address Detalls
No Addresses Available

Emirate * City *

e ol X - ABU DHABI x -
Areg ¥
| Abu &l Abyad |sland X -
Detailed Address *
| Test
Building / Hotel * Local Flat Mumber *
I 12 I 2
P.O. BOX UAE Mobile Number *
| 0 00971 - UNITED ARAB EMI... 5
Residence Tel * Email*

00971 - UNITED ARAB EMI... 7 TestUser@gmail.com

Figure 54: Submit Renewal Employee Work Package Screen - Employee Personal Information Step — Inside UAE Adress.
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7. Fromthe “Outside UAE Address” part, enter the employee address details outside UAE in the required

fields.

UNITED ARAB EMIRATES
‘: MINISTRY OF HUMAN RESOURCES Logout
‘vM & EMIRATISATION

DB (el g S ylantl g Aswinlly A gl Asalan¥ I Al E w:‘
’.11?: FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY el iw

. My Requests ¥ Sponsored~ Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions
Help »

.~ % Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Number:0001942612152024301063446

Service Description \

17%

v & ¢ <& ¢

Payment Methods Employee Personal Job Offer Details ~ Attachments Info Review Application ~ Application Fees
Information

Employee Personal Information

Passport Information

Inside UAE Address

Address outside UAE

Permanent Country * Detailed Address Outside UAE *
| JORDAN x - | Test

Permanent Mobile Number *
00965 - KUWAIT - | 5

Delivery Information

lU

<& Next

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

ir e 57 QOOOOOOO = QuiE)
Visitors Available 24/7

Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 55: Submit Renewal Employee Work Package Screen - Employee Personal Information Step - Address Outside UAE.
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8. From the “Delivery Information” part, enter the delivery details in the required fields to deliver the

documents to their destination, then press on “Next” to move on to the next step.

l UNITED ARAB EMIRATES
H MINISTRY OF HUMAN RESOURCES  Logout TEST o A

PO TR TSP YRS - SRS e WP b ST P L )
M*\'I & EMIRATISATION ESTABLISHMENT

N :
ey (O FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIE, CUSTOMS & PORT SECLRITY %% ©

- My Requests» Sponsoredw Drafts Requests Ready To Payment My Team Performance» Payments Fees And Deposits Refund Complaints and Suggestions

Help =

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Mumber : 0001942612152024301063446

Service Description \

17%

o0 0 0 ¢

Payment Methods  Employee Personal  Job Offer Details  Attachments info  Rewview Application  Application Fees
Information

Employee Personal Information
Passport Information
Inside UAE Address

Address outside UAE

Delivery Information

Emirate City Area Permanent Phone Number Address Details

- o ABU DHABI Al Mahyan - E20_01 QUDT 1A ALSO, THE SYSTEM SHALL BE UPDATED TO ENABLE A
NEW GRID FOR THE SAVED DELIVERY AD

Delivery Method * Delivery Company *

Deliver to specific address X - Al

Delivery Emirates *

ABU DHABI x -
Delivery City * Delivery Area *

ABU DHABI x - I Al Nahyan - E20_01 X~
Land Mark * Delivery Address Details *
| Aramex X - | Test

UAE Mobile Number 00971 - UNITED ARAB EMI... ‘ 508945646

Second Mobile Number 00971 - UNITED ARABEML...  Second Mobile Number

1f you have another phone pumbar that works in the UAE, please note that you must snter this number

[ — -

Figure 56: Submit Renewal Employee Work Package Screen - Employee Personal Information Step - Delivery Information.

Page 6801116 Federal Authority | doslediiia



J
1 FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIP. CUSTOMS & PORT SECURITY

S{" SR el g T ety B i |y A sggll sl A gl
=5 O

I"f N7

United Arab Emirates

| {
I
iy

7 ||

i ik Y
o

Third Step — Job Offer Details: -

In this step, the system will retrieve the user’s job offer information and they can be edited as needed.

Y08 OFFER
...................... [g : )
a
Payment Employee Personal Job Offer Attachments Review Application
Methods Information Details Information Application Fees

9. From the “Job Offer Details” part, enter the job offer information in the required fields.

l UNITED ARAB EMIRATES
: MINISTRY OF HUMAN RESOURCES Logout EST it y 3
gyl & EMIRATISATION ESTABLISHMENT

B TS TR LR YR, [P SR | P Sy v SR P [ S ]
555 FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIR, CUSTOMS & PORT SECURITY

% MyRequestsw Sponsoredw Requests Ready To Payment MMy Team Performance v  Payments Fees And Deposits Refund  Complaints and Suggestions
Help =

5 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Mumber : 0001942612152024301063446

Service Description

33%
Payment Methods Emple sersonal  Job Offer Details  Attachments Info  Rewview Application  Application Fees
Job OFfer Details -
Wwork Permit Type* ‘Wage Typa*
‘ Job sharing x - Piecework-paid wage X -
Working Hours * Weekends *
K :
Thursday x
Job Emirate* Annual Leave Days *
‘ ABU DHABI X ~ | 30 X -
Notice Period * Currency®
‘ 1 Month x - | AED x -
Contract Duration * Contract End Date *
‘ 3 I o1/o3f2027
Basic Salary(AED) * Growth Salary (AED) *
‘ 3000 | 100
Baonus
Bonus
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Working Hours *

4

Job Emirate*

| ABU DHABI

Notice Period *

1 Month

Contract Duration *
E

Basic Salary(AED) *
| 3000

Bonus

Bonus

Allowances And Bonuses +

Terms OF Contract

Visitors Counter
= Q0000000
Visitors

Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology

Federal Authority | aslSlaioa

Weekends *

Thursday %
Annual Leave Days *
x - | 30 %~
currency*
X~ | AED X~
Contract End Date *
| 01/03/2027 daampyyyy | BB

Growth Salary (AED) *
| 100

Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Social Media & Programs Call Center

600522222 @ U/\@
Available 24/7 .

Figure 57: Submit Renewal Employee Work Package Screen — Job Offer Details Step - Review Information.

10. Press on “Next” to move on the next step.
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Step Four — Attachment Information: -

In this step, the user should upload the required files to meet the requirements of the application.

Qi ) | \ —
rrrrrrrrrrr s B =B

S

Employee Personal Job Offer Attachments Review Application

Details Information Application Fees

Payment

Merhods Information

11. Upload the required attachments to ensure that the information provided is accurate.

UNITED ARAB EMIRATES
i MINISTRY OF HUMAN RESOURCES
r___| & EMIRATISATION

\{3 A BLN el BTl ey At A el sl Al
=y C

FEOERAL AUTHORITY FOR IDENTITY, CITIZENSHIR, CUSTOMS & PORT SECURITY

2 MyRequestsw Sponsoredw Requests Ready To Payment 1My Team Performance v  Payments Fees And Deposits Refund  Complaints and Suggestions

Help =
5 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Number : 0001942612152024301063446

Service Description

50%

Payment Methods Employee Personal ob Offer Details Attachments info  Review Application  Application Fees

Information
@ A copy of the Health Examination Test Result (Optional)
r HiE !

@ Colored Photo (Required) €

& Selec ie
@ Last Educational Certificate (Required)

& Select’ Se ther File
@ Last Educational Certificate- Third attachment (Required)

& Select Select other file
@ Last Educational Certificate-Second attachment (Required)

J Scan As pdf

Attachment max size 2 mega byte & scanner Application
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Type Name
| | Z'} | Colored Photo hd | TEST USER_Colored Phaoto na
lL | Last Educational Certificate v | TEST USER_Last Educational Certificate an
L=
)- | Last Educational Certificate- Third attachment Ed | TEST USER_Last Educational Certificate- Third attachmer u u
-
). | Last Educational Certificate-Second attachment ¥ | TEST USER_Last Educational Certificate-Second attachme Ea
——.
FAQ HappinessFormula | Sitemap | ContactUs | Archive | ICAEmall | Suppliers'inguiries Help
Visitors Counter Social Madia & Programs Call Center
inioiy | s 539299 QO OOOGOO 2z @ ui)
Visitors Avalizble 24/7
Accessibility - Disclaimer - TermsE Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 58: Submit Renewal Employee Work Package Screen — Application Info Step — Upload Attachments.

12. Press on “Next” to move on to the next step.
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Fifth Step — Review Application: -

In this step, the user will review the request application information.

o\

a

S—

Job Offer
Details

Attachments Review

Payment
Methods

Employee Personal

Information Information Application

13. Check the entered information to reduce the risk of the request inaccuracies.

SR el g T ety B i |y A sggll sl A gl
FEDERAL ALTHORITY FOR IDENTITY, CITIZENSHIF. CUSTOMS & PORT SECURITY

Application

Fees

Sl UNITED ARAB EMIRATES
B MINISTRY OF HUMAN RESOURCES  Logout
SI & EMIRATISATION ESTABLISHMENT

B TS TR LR YR, [P SR | P Sy v SR P [ S ]
FEOERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY

3] MyRequestsw Sponsoredw Requests Ready To Payment My Team Performance » Payments Fees And Deposits Refund

tin I

Complaints and Suggestions

Help =

Service Description

4 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Mumber : 0001942612152024301063446

67%

) ©—O

Person Full Name (En) TEST USER
English First Name : Test
English Second Name : User
English Third Name : Test
English Forth Mame : User
Family Name (English) : Test
Current Nationality : JORDAN
Gender : MALE

Birth Country : JORDAN

Place of Birth (Ar): =
Mother English Mame ; TEST
Religion : I5LAM

QualiFication : BACHELOR

Marital Status SINGLE

Payment Methods Employee Personal lob Offer Details
Information
Employee Personal Information
Emirate Unified Number 5
Preferred Language For C ication : ENGLISH

Attachments infa

Review Application  Application Fees

Emirate Unified Number 7

Years of Residence 1

Person Full Name (AR) =t pnt
Arabic First Name ; st

Arabic Second Name : -+
Arabic Third Name : s55

Arable Forth Mame 1 x5

Family Name (Arabic) : .4~
Previous Nationality : UNITED ARAB EMIRATES
Date OF Birth : 01/05/1999

Marital Status : SINGLE

Place of Birth (En) : amman
Mother Arabic Name ! -+

Faith : SUNNI

Education Level Country : JORDAN

Company Name : Test Company
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3

Passport Information

Passport Type : ORDINARY PASSPORT
Passport Issue Date : 01/01/2022
Passport issue Place (English) : abinAN

Passport Issue Country : JORDAN

Addresses Info

Emirate : ABU DHABI

Area: Abu Al Abyad Island
Local Building Name : 12
Residency Address Po Box:0

Permanent Country : JORDAN

hile & =

10096

Delivery Information

Delivery Method : Deliver to specific address
Delivery Emirates : ABU DHABI
Delivery Area : Al Nahyan- E20_01

Delivery Address Details : Test

Job Offer Details

Contract Type : Job sharing
Probation Period : 6 Months
Job Emirate : ABU DHABI
Notice Period : 1 Month
Basic Salary(AED) : 3000

weekends : Thursday

Attachments Info

Colored Photo View

Last Educational Certificate- Third attachment View

A copy of the Health Examination Test Result View

COPY OF THE EMPLOYMENT CARD View

A COPY OF THE PASSPORT OF THE BENEFICIARY OF THE SERVICE View

WORK CONTRACT-LAST PAGE View

Attested Police Clearance Certificate from the Origin Country View

Accessibility Disclaimer

Terms & Conditions

Passport No ; AS*»esss
Passport Expire Date: 01/01/2028

Passport Issue Place (Arabic): =

City : ABU DHABI

Address in U.A.E: 33

Local Flat Number:2

Residence Tel 7rswwsse=

Applicant location outside UAE : Test

Email : TestUser@gmail.com

Delivery Company : Tawzea
Delivery City : ABU DHABI
Landmark : Aramex

UAE Mobile Number: 0037 1 ##+sssiuis

Wage Type : Piecework-paid Wage
Working Hours: 4

Annual Leave Days: 30

Salary Cycle:

Growth Salary (AED) : 100

Last Educational Certificate \View

Last Educational Certificate-Second attachment v

COPY OF RESIDENCY View
A Copy OF Health Insurance View
Supporting documents View

A COPY OF THE PASSPORT OF THE BENEFICIARY OF THE SERVICE-Second
attachment View

FaQ Happiness Formuia | Sitemap Contactus | Archive | I1CAEmail suppliers’ inquiries | Help
Visitors Counter Soclal Media & Programs Call Center
—
iy | e 5329 OO OOOOBOO 2 @ uic
Visitors Availabloe 24/7 b S

Privacy Policy - Copyright - ICA Terminclogy

Figure 59: Submit Renewal Employee Work Package Screen — Application Review — Review Application Information.

14. Press on “Next” to move on to the next step.
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15. The Confirmation Message will appear to the user, press on “Yes, Continue”.

Confirmation

Please note that the entered information will be sent to the Ministry of Human Resources

and Emiratization. Are you sure of the entered information?

Figure 60: The Confirmation Message.
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Sixth Step — Application Fees: -

In this step, the user will pay the request application fees.

o /
el

B " W — l;m"“ ___________ | ) —

['S
Payment Employee Personal Job Offer Attachments Review Application
Methods Information Details Information Application Fees

16. Press on “l Agree to the Terms and Conditions” to activate the payment.

B UNITED ARAB EMIRATES
fl MINISTRY OF HUMAN RESOURCES  Logout TEST 2 A

\{3 B TS TR LR YR, [P SR | P Sy v SR P [ S ] f
PR & emiRATISATION ESTABLISHMENT

a2
= c_ FEDEHAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECLRITY

. My Requests» Sponsoredw Drafts Requests Ready To Payment MMy Team Performance v  Payments Fees And Deposits Refund Complaints and Suggestions
Help =

5 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Reference Mumber: 0001458054512024301063627

Service Description

67%

> @

slcation  Application Fees

Beneficiary name: AHMAD ALI

WORK PACKAGE - WORK PERMIT - Private sector - RENEWAL EMPLOYEE WORK

Fees Description Amount{AED) Vat Amount (AED) 5% Total With Vat
Fines faes 2,000.00 B-88-Y/at Frea 2,000.00
Total 2,000.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

I >u | Agree to the Terms and Conditions

Fees Description Amount{AED)
Fees Total 2,000.00
ePayment Commission | Vat 3.00 0.15
Final Total 2,003.15

E$ & Pay

Figure 61: Submit Renewal Employee Work Package Screen — Application Fees Step — Pay Application Fees.

17. Press on “Pay” to complete the process.
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Congrats! You have followed the steps correctly and a new request has been submitted successfully.

ALt (g EY el g Auaiandt g Aiggll A saloui¥ 1 Ateigl!
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

United Arab Emirates

- My Requests ¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions
Help v

%5 Translate

Requests Applied Successfully

Service Name: WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

100%

Application Reference : 010k k#kikkkkikiikrkinriirk
Receipt NUumber: 031 ¥ skkkirkikisksk

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

Fedorsl Suthadey) | fa i m iR L 5'382'919 0 o @ e o 0 6 0 o @ UA@
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - PrivacyPolicy - Copyright - ICA Terminology @

Figure 62: Request Applied Successfully Screen.
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7.1 Tracking Work Renewal Package Request

This function from the Smart Services system of the Federal Authority for Identity, Citizenship, Customs &

port Security allows the user to track the renewal work package request.
® To start accessing work renewal package timeline, follow the steps below: -
1. From the dashboard screen, press on “My Requests”.

2. Adrop-down list will appear, press on “Establishment Requests”.

L BLIY (el g Y )Lt g Aot |9 Aagglt A lol¥I Atuigh

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

United Arab Emirates

) | MyRequests ¥l sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments Fees And Deposits Refund Complaints and Suggestions

Help » Establishment Requests @

Returned Requests

“h Translate

Control Panel

4 Establishment's Related Users Management Add a child establishment Available Balance Black Points 0

Dashboard Last Update since:  10:01 AM B
Show From Date * Show To Date *
| 31/01/2024 =) | 01/03/2024 et

® 8 7 1 1 o Active Visas
(] @ @ Q o Visas about to expire

sponsored Visa Requests Residency Requests
o Expired Visas

e’ Active Residencies
@ - R Entry and exit @ 74 @ 0
o Residencies about to y - .
expire Financial Transaction Ready To Pay Requests
XPL

2}
o Expired Residencies © ©

0 % @ o Work Package Completed

Request

Daily Progress
Y 9 o Work Package In Progress

Request
Browse Smart Service
Module Q
OTHER SERVICES
‘WORK PACKAGE
FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers' inquiries | Help
Visitors Counter Social Media & Programs Call Center

Federal Authority | Wl ca 5"382'919 o o @ e o o e 0 600522222 @ U/\[
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 63: Dashboard Screen - Access to Establishment Requests.
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® The system will redirect the user to the “Establishment Requests screen.

T NN PYCI Y RIDON [P WP [P STV b ST Py o N ]
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

Aa/mm;ﬂ

v

United Arab Emirates

() MyRequests~ Sponsored~v Drafts Requests Ready To Payment My Team Performance > Payments Fees And Deposits Refund Complaints and Suggestions
Help »

4 Translate

Establishment Request

Search for requests

Module Name Services
VISA X~ WORK PACKAGE/WORK PACKAGE/PRIVATE SECTOR/RENEWAL EMPLOYEE :
WORK
Nationality Passport Number
121 JORDAN X~ Passport Number
Date From Date To Request Actions
14/02/2024 dimmyyyy | BB 29/02/2024 /M ] Please Select v
Service Beneficiary name Emirates ID Number
Sponsored Name Emirates ID Number

Search for request

Please Select v
This reCAPTCHA s for testing purposes only. Please report to the site admin if
you are seeing this.
I'm not a robot &
reCAPTCHA
Privacy - Terms
o
Request Number Creation Date Service Beneficiary name Service Type Status

No record found

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center

Federal Authority | doslsSiaica 5'382'919 o o 6 o 0 o o 0 600522222 @ U/\@
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 64: Establishment Request Screen - Searching for Request.

3. Press on “reCAPTCHA”, which is a security test to confirm the validity and that the user is not a harmful

software or a robot, then press on “Search”.
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4. The system will retrieve the search results based on the search parameters, press on “Package

Timeline”.

T NN PYCI Y RIDON [P WP [P STV b ST Py o N ]
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

Aa/mm;ﬂ

v

United Arab Emirates

() MyRequests~ Sponsored~v Drafts Requests Ready To Payment My Team Performance > Payments Fees And Deposits Refund Complaints and Suggestions

Help »

4 Translate

Establishment Request

Search for requests

Module Name Services
Please Select v services
Nationality Passport Number
Please Select - Passport Number
Date From Date To Request Actions
14/02/2024 M o 29/02/2024 iy | B Please Select v

Service Beneficiary name Emirates ID Number

Sponsored Name Emirates ID Number

Search for request

Request Number

Request Number Creation Date Service Beneficiary name Service Type Status
©  O10%mwwkwmmekniex  29/02/2024 4:10 WORK PACKAGE - WORK PACKAGE - Request ea
PM Test User PRIVATE SECTOR - RENEWAL Initiated
EMPLOYEE WORK
FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers' inquiries | Help
Social Media & Programs Call Center

Visitors Counter

Federal Authority | doslons!idaa ==04913 0 o @ e o o o 0 R @ dA@
i Available 24/7

Visitors

Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 65: Establishment Requests Screen - Access to Package Timeline.
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® The system will redirect the user to the “Package Timeline” screen.

. i
SBLR G elg Sl entlg A rwialig A selt A aloGWI A gl ! (- o
T Logout | TEST ESTABLISHMENT v IR\
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY * Logout TEST ESTABLISHMEN o A Iym:/m“\\w\:"
D SU S

United Arab Emirates

(2)  MyRequests¥ Sponsoredv Drafts Requests Ready To Payment My Team Performancev Payments FeesAnd Deposits Refund Complaints and Suggestions

Help v

= % Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Request Number:0101458054612024301063627
Reference Number : MB123456AEMOCK

‘ ® Request Initiated

2024-02-29 2024-02-29
410 PM 410PM

Medical Examination Services Work Permit Renewal Work Contract Renewal Residence And Identity Renewal
FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
Social Media & Programs Call Center

Visitors Counter

Federal Authority | dslLoiiaiia b o O @ e o e e @ U‘/\@
Visitors Available 24/7
Accessibility - Disclaimer - Terms & Conditions - PrivacyPolicy - Copyright - ICA Terminology @

Figure 66: Work Package Screen - Package Timeline.
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7.1.1 Contract Ratification

This function from the Smart Services system of the Federal Authority for Identity, Citizenship, Customs &
port Security allows the user to submit a contract ratification request.

To start submitting a residency and identity renewal request, follow the steps below: -

1. From the package timeline screen, in the “Work Permit” stage, press on “Work Package — Contract

Ratification”.

A BURY (el g ST )L amfl g Auion] 9 Agell Aaaloni Wl Atuigh
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

United Arab Emirates

(z)  MyRequests¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help v

%4 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK
Request Number: 0101458054612024301063627
Reference Number : MB123456AEMOCK

nding payment of work permit renewal fees

2024-02-2% 2024-02-29
515 PM 5:115PM

Medical Examination Services Work Permit Renewal Work Contract Renewal Residence And Identity Renewal

|:> —TEr—

FAQ | Happiness Formula | Sitemap Contact Us | Archive | ICAEmail Suppliers' inquiries | Help

Visitors Counter Social Media & Programs Call Center

w1 520 QQOOOOOO T @ui
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 67: Work Package Screen — Submitting Contract Ratification.
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® The system will redirect the user to the “Issue Permit Approval” screen, which contains two steps the

user has to follow to submit the request.

Guarantee Information Application Fees

First Step — Guarantee Information: -

In this step, the user will enter the request’s guarantee information.

1. Select the “Guarantee Type” from the drop-down list.

R UNITED ARAB EMIRATES
IR MINISTRY OF HUMAN RESOURCES Lo ast I - B |
I‘/ ; NI & EMIRATISATION TA ENT

(. ~
OB (i g ety Bty A gl A aaloGW gl it -

WE% FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

(7)  MyRequests¥ Sponsoredw Drafts Requests Ready To Payment My Team Performance~> Payments Fees And Deposits Refund Complaints and Suggestions
Help =

o Translate
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Figure 68: Residency and Identity Renewal Screen — Guarantee Information Step — Selecting Guarantee Type.
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2. After selecting the guarantee type, the attachment info section will appear, upload the required

attachments.
_ UNITED ARAB EMIRATES
b AL jaly Tyl anlly dtunlly syl Lsiledti A2yt MINISTRY OF HUMAN RESOURCES ogou a &
= c_ FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY seve B EMIRATISATION . v

=) MyRequestsw Sponsoredw Drafts Requests Ready To Payment My Team Perfarmance» Payments Fees And Deposits Refund  Complaints and Suggestians

Help =

&5 Translate

WORK PACKAGE - WORK CONTRACT - PRIVATE SECTOR - ISSUE PERMIT APPROVAL

Reference Number: 000148071103562024301063674

Service Description

- 2

Guarantee Application Fees
Information

Guarantee Information

Guarantee Type*

Bank Cuarantee

Attachments Info

@ Crop Emplovee Signeture (Required)

& Select \ Select other file
2 Last Educational Certificate (Optional)
& select | Select other fils
O scan As pdf

(3]
Attachment max size 2 mega byte X scanner Application
Allowed Types: . peg, Jpg, .pdf
Type MName
| Crop Employee Signature hd AHMAD AL|_Crop Employes Signature n n a

m—py

Figure 69: Residency and Identity Renewal Screen — Guarantee Information Step — Upload Attachments.

3. Press on “Next” to move on to the next step.
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4. The Confirmation Message will appear to the user, press on “Yes, Continue”.

Confirmation

Please note that the entered information will be sent ta the Ministry of Human Resourc

and Emiratization. Are you sure of the entered information?

s |:{>

Figure 70: The Confirmation Message.
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Second Step — Application Fees: -

In this step, the user will pay the fees for applying for this request.

5. Check the fee value then press on “I Agree to the Terms and Conditions”.

> (J I Agree to the Terms and Conditions

S TH TP JTRIPE [Pl BEPWR-SX [P STV ST S { WV [}
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

W,

(I =) B UNITED ARAB EMIRATES
(RSEY MINISTRY OF HUMAN RESOURCES  Logou est - T
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IM hi & EMIRATISATION

(i) MyRequests¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions
Help =

i Translate

WORK PACKAGE - WORK CONTRACT - PRIVATE SECTOR - ISSUE PERMIT APPROVAL

Reference Number : 0001490110362024301063674

Service Description

Guarantee Application Fees

information

Beneficiary name: AHMAD ALI

WORK PACKAGE - WORK CONTRACT - PRIVATE SECTOR - ISSUE PERMIT APPROVAL

Fees Description Amount(AED) Vat Amount (AED) 5% Total With Vat
REQUEST FEES 3,450.00 8:86-Vat Free 3,450.00
Total 3,450.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

FAQ | Happiness Formula | Sitemap ContactUs | Archive | ICAEmail Suppliers' inquiries | Help

Visitors Counter Social Media & Programs call Center
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Figure 71: Residency and Identity Renewal Screen — Application Fees Step — Agree to Terms and Conditions.
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6. Press on “Pay” to complete the process.

UNITED ARAB EMIRATES
s f| MINISTRY OF HUMAN RESOURCES it
M""‘L' Mi & EMIRATISATION ESTAE

N\ RN TR VL JTRIPPN TP ST T SPOT | | S PL S oo )
> FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY % ¢

[ e
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Help =

& Translate

WORK PACKAGE - WORK CONTRACT - PRIVATE SECTOR - ISSUE PERMIT APPROVAL

Reference Number : 0001490110362024301063674

Service Description

e

Guarantee Application Fees
Information

Beneficiary name: AHMAD ALI

WORK PACKAGE - WORK CONTRACT - PRIVATE SECTOR - ISSUE PERMIT APPROVAL

Fees Description Amount(AED) Vat Amount (AED) 5% Total With Vat
REQUEST FEES 3,450.00 ©:86-Vat Free 3,450.00
Total 3,450.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

| Agree to the Terms and Conditions

Fees Description Amount(AED)
Fees Total 3,450.00
ePayment Commission \ Vat 3.00 0.15
Final Total 3,453.15

FAQ | HappinessFormula | Sitemap | ContactUs | Archive | ICAEmail Suppliers' inquiries | Help
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ey | i 53299 QOO0 O soosz2z22 (@ | F )
Visitors Available 24/7
Accessibility - Disclaimer - Terms& Conditions - Privacy Policy - Copyright - ICA Terminology @

Figure 72: Residency and ldentity Renewal Screen — Application Fees Step — Pay Fees.
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Congrats! You have followed the steps correctly and the request has been submitted successfully.

8L (e g EI )L amdlg Aucindtg Agell Aasloi¥ i Augh
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United Arab Emirates

(2 MyRequestsv Sponsoredv Drafts Requests Ready To Payment My Team Performancev Payments FeesAnd Deposits Refund Complaints and Suggestions

Help v

4 Translate

Requests Applied Successfully

Service Name: WORK PACKAGE - WORK CONTRACT - PRIVATE SECTOR - ISSUE PERMIT APPROVAL

0,
Application Reference : 010" 1 00 AJ
Receipt Number: 031!

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page
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Figure 73: Request Applied Successfully.
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7.1.2 Residency and Identity Renewal

This function from the Smart Services system of the Federal Authority for Identity, Citizenship, Customs &
port Security allows the user to submit a residency and identity renewal request.

® To start renewing residency and identity renewal request, follow the steps below: -

1. From the package timeline screen, in the “Pending Residence and Identity Renewal” stage, press on

“Work Package — Renew Residency and Identity”.

A BLt (el g &3yl et g Asuiond) 9 Agell Aasloui ¥ Aeigh
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY *

United Arab Emirates

() MyRequests¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments FeesAnd Deposits Refund Complaints and Suggestions

Help v

4 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - RENEWAL EMPLOYEE WORK

Request Number: 0101458054612024301063627
Reference Number : MB123456AEMOCK

2ncy and Identity Submission
Q 2024-02-29 0 2024-02-29 Q 2024-02-29 ®
515 PM 5:115PM 5:30 PM
Medical Examination Services Work Permit Renewal Work Contract Renewal Residence And Identity Renewal

:> Work Package - Renew Residency And Idenitity

FAQ | Happiness Formula | Sitemap Contact Us | Archive | ICAEmail Suppliers' inquiries | Help
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Figure 74: Work Package Screen — Submitting Work Residency and Identity Renewal.
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® The platform will redirect the user to “Residency and Identity Renewal” screen, which contains two

steps should the user follow to complete the submission process successfully, as follows: -

Attachments Info Application Fees

First Step — Attachments Info: -

In this step, the user should upload the required files to meet the requirements of the application.

6. Upload the required files.

AL Sl g ey ity Aapgll Al At
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY

AUnicad Aechy Errivates

lx)  MyRequests~ Sponsoredw Drafts Requests Ready To Payment My Team Performance> Payments FeesAnd Deposits Refund  Complaints and Suggestions

Help =

“o Translate

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY AND
IDENTITY RENEWAL Reference Number: 0001507584732024301063687

E= Service Card

Service Description
0% = v Favorite

Attachments info  Application Fees

Attachments Info -

@ JOB/WORK CONTRACT (Required)

slact other File

[

| Scan As pdf
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Attachment max size 2 mega byte & Scanner Application

Allowed Types : jpeg, .jpg, .pdf

Type Name

—

AHMAD ALI_JOB/WORK CONTRACT

v

i

| JOB/WORK CONTRACT
-

Figure 75: Residency and ldentity Renewal Screen - Attachments Info Step.

7. Press on “Next” to move on to the next step.
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Second Step — Application Fees Step: -

In this step, the user should pay fees to complete the requirements of the application.

8. Press on “l Agree to the Terms and Conditions” to activate payment methods.

N TR (R APUPIC PURIPEN [P SEIWWEPN R STV | B SR ER (S ] 1
-~ - ’ HMENT> © & §

i Wy
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY |D
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Unieed Avets Ermevates

. My Requestsv Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help «
%5 Translate

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY AND
IDENTITY RENEWAL Reference Number: 0001345923042024301063730

Service Card

Service Description

50% [ ¥ Favorite
Attachments info  Application Fees
RESIDENCY - WORK - PRIVATE SECTOR - RENEW RESIDENCE
Fees Description Amount Vat Amount (AED) 5% Total With Vat
REQUEST FEES 100.00 &-06-Vat Free 100.00
ISSUE FEES 200.00 8-:06-Vat Free 200.00
E-SERVICES FEES 28.00 1.40 29.40
ICP FEES 122.00 8-06-\/at Free 122.00
Total 451.40 AED
Refund amount in the case of rejection of the application 200.00 AED/Refund amount in the case of Acceptance of the
application 0.00 AED

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY
AND IDENTITY RENEWAL

If you would like to apply For an exemption request please click on the Following link here

Fees Description Amount Vat Amount (AED) 5% Total with vat
Card Issuance 200,00 8:00-Vat Free 200.00
Smart Services Fee 100.00 8:06-Vat Free 100.00
Total 300.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the

application 0.00 AED

| Agree to the Terms and Conditions
Fees Description Amount
Fees Total 751.40

ePayment Commission \ Vat 6.00 0.30
Final Total 757.70

Figure 76: Submit Request Screen - Application Fees Step.
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9. The platform will retrieve the final total fees, press on “Pay” to complete the process.

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY ,;' sl e
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. My Requests¥ Sponsoredv Drafts Requests Ready To Payment My Team Performance~ Payments Fees And Deposits Refund Complaints and Suggestions

Help »
%5 Translate

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY AND
IDENTITY RENEWAL Reference Number: 0001345823042024301063730

Service Card

Service Description
50% [@ 1 Favorite

—0O

Attachments info  Application Fees

RESIDENCY - WORK - PRIVATE SECTOR - RENEW RESIDENCE

Fees Description Amount Vat Amount (AED) 5% Total With Vat
REQUEST FEES 100.00 8-06-vat Free 100.00

ISSUE FEES 200.00 8:06-Vat Free 200.00
E-SERVICES FEES 28,00 1.40 29.40

ICP FEES 122.00 8:00-Vat Free 122.00
Total 451.40 AED

Refund amount in the case of rejection of the application 200.00 AED/Refund amount in the case of Acceptance of the

application 0,00 AED

RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY
AND IDENTITY RENEWAL

If you would like to apply For an exemption request please click on the Following link here

Fees Description Amount Vat Amount (AED) 5% Total With Vat
Card Issuance 200.00 8:00-Vat Free 200.00
Smart Services Fee 100.00 8:06-Vat Free 100.00
Total 300.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the

application 0,00 AED

| Agree to the Terms and Conditions
Fees Description Amount
Fees Total 751.40

ePayment Commission \ Vat 6.00 0.30
Final Total 757.70

Figure 77: Submit Request Screen - Application Fees Step - Access to Pay Action.
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Congrats! You've followed the steps correctly, and the request has been submitted successfully.
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- My Requests¥ Sponsoredv Drafts Requests Ready To Payment My Team Performancev Payments Fees And Deposits Refund Complaints and Suggestions
Help v

“h Translate

Requests Applied Successfully

Service Name: RESIDENCY - WORK - PRIVATE SECTOR - RENEW RESIDENCE
100%
Application Reference : 0101349923042024301063730

Receipt Number: 031172024000767096

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

Service Name: RESIDENCE AND IDENTITY - WORK - FREEZONE OR PRIVATE SECTOR SPONSOR - RESIDENCY
AND IDENTITY RENEWAL

Application Reference: 0101439697322024301063732
Receipt Number: 032022024000767097

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

FAQ | Happiness Formula | Sitemap ContactUs | Archive ICA Email Suppliers' inquiries | Help

Visitors Counter Social Media & Programs Call Center
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Figure 78: Submit the request Successfully Screen.
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8 Cancellation Employee Work

This service from the Work Package services facilitates the recruitment process of cancellation employee
work permit through the smart services platform, enabling establishments to apply for work permit

cancellation for employees and submit all required documents in electronic form.

Work Permit
il & . Cancellation Initial
Approved

Service Workflow

3

Permit Cancellation

g Signin
& T Y

1 Work Permit :
= . Cancellation Work
‘. L. Permit

Cancel Residence

Application
Approved
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Start Cancelling Employee Work

® To start Cancelling the employee work, follow the steps below:
1. From Dashboards screen, press on “Sponsored”.

2. The drop-down list will appear, press on “Sponsored”.

GBI el g Sl _amt g il g Applt A abonWi A gt
= FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY FREN ogout est Establishment - & a%

United Avab Ermirotes

. My Requests » | Sponsored~ [JDrafts Requests Ready To Payment My Team Performance > Payments Fees And Deposits Refund Complaints and Suggestions

Help = Sponsored
Old sponsored y 4 Translate

Canceled Files

Canceled Escape Report

Control Panel

&  Establishment’s Related Users Management Add a child establishment J| Available Balance [EGIEEUELILT SN0

Dashboard Last Update since: 04:44 PM B
Show From Date * Show To Date *
| 30/01/2024 | 29/02/2024 £

B 7 R 10

Visa Requests Residency Requests

il

@ 66 @ 0

Financial Transaction Ready To Pay Requests

© o o

0%

Daily Progress
Browse Smart Service
Madule Q Service Q
OTHER SERVICES WORK PACKAGE

WORK PACKAGE

WORK PACKAGE Q
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-ADD NEW EMPLOYEE fr Favorite % Share Service

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-RENEWAL EMPLOYEE © StartService | (= Service Card RO RISTORIP RETIOSIN PN

WORK

WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION EMPLOYEE  (CIEERne) CICaeIt) * Favorite < Share Service

WORK
WORK PACKAGE-WORK PACKAGE-PRIVATE SECTOR-CANCELLATION VISA [© start Service | ¥r Favorite 41 Share Service
WORK
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Figure 79: Dashboards Screen - Access to Sponsored.
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3. The platform will redirect the user to the “Sponsored Management” screen, enter the required search

criteria to cancel the employee work in the required fields.
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Sponsored Management

Unified Number

Unified Number

Sponsored Name

Sponsored Name
Expire date from Expire date to
Expire date from [ ] Expire date to

D Tourist visa violators

Emirates ID Renewal for Sponsorship Transfer Case

Sponsored Name Type Expire Date

FAQ Happiness Formula Sitemap |

Visitors Counter
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Visitors Available 24/7 4 =

Emirates ID

Emirates ID

Nationality

Please Select

Nationality

Social Media & Programs

Accessibility Disclaimer Terms & Conditions Privacy Policy

Payments Fees And Deposits Refund Complaints and Suggestions

Archive | ICAEmail |

Copyright ICA Terminology %

i Translate

\/ I'm not a robot 2

reCAPTCHA

File Status Fine Status

Call Center

Figure 80: Sponsored Management Screen - Search Sponsor.

4. Press on “reCAPTCHA" which is a security test to confirm the validity and that the user is not a harmful

software or a robot, then press on “Search”.
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5. The user will notice that the search result has been displayed, press on the “Actions” then from the

actions list select “Residency — Cancellation Employee Work”.
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Sponsored Name Type Expire Date Nationality File Status Fine Status
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Figure 81: Sponsored Management Screen - Cancellation Employee Work Service.

Page 9801116 Federal Authority | sl 2 i s



TS

'
- g{b VL TN P SRR T WPV [ WY1 T P YL b S
=y O

FEDERAL AUTHORITY FOR IDENTITY. CITIZENSHIP. CUSTOMS & PORT SECURITY

United Arab Emirates

® When accessing the cancellation employee work service, the platform will redirect the user to “Submit
Request” screen, which contains five steps should the user follow to complete the submit process

successfully, as follows: -

-;\\\

Payment Methods Person Info Attachments Info Review Application Application Fees

S B (el g Yyl a1 Asuwintly Asell A a0 ¥ A_ugl
FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIP, CUSTOMS & PORT SECURITY

& EMIRATISATION

e

] My Requests~ Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments

Fees And Deposits Refund Complaints and Suggestions

Help ~

1 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Reference Number : 0001377565472024301063576

Service Description

0%
Payment Methods Person Info Attachments Info  Review Application ~ Application Fees
Available payment methods -
0 Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journey.
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Figure 82: Cancellation Employee Work Application Screen.
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First Step - Payment Methods

In this step, the user should select the e-wallet to pay all the required transaction fees in the requests.

Payment Methods Person Info Attachments Info Review Application Application Fees

25. Press on “eWallet” to continue the process.

(8] My Requests~ Sponsoredv Drafts Requests Ready To Payment My Team Performance v Payments

R UNITED ARAB EMIRATES
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Fees And Deposits Refund Complaints and Suggestions

Help »
1 Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Reference Number : 0001377565472024301063576
Service Description

Service Description

O— & v v v

Payment Methods Person Info Attachments Info  Review Application  Application Fees

Available payment methods -

o Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journey.
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eWALLET
FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help
Visitors Counter Social Media & Programs

Call Center
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Figure 83: Cancellation Employee Work Service - Payment Method Screen.
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26. The platform will retrieve the e-wallet that is linked to the user account, select the required wallet.

27. Presson “lauthorize the direct deduction from the selected financial wallet balance during

submitting each request of the package automatically”.
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Help =
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WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Reference Number : 0001377565472024301063576

Service Description
Service Description

Payment Methods Person Info Attachments Info  Review Application  Application Fees
Available payment methods -
0 Kindly note that the selected wallet will be used for all the payment transactions required during the package requests, please make
sure to keep sufficient balance to avoid any delay in the package journey.

| - |

a

Q 1 authorize the direct deduction from the selected financial wallet balance during submitting each request of the package automatically.

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs call Center
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Figure 84: Cancellation Employee Work - Payment Method - Select Wallet.
The selected e-wallet will be used in the next payments, kindly ensure there is sufficient balance.

28. Press on “Next” to move on to the next step.
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Second Step — Personal Info

In this step, the platform will retrieve the employee information from the database, where the data are able

to edit and modify as required.

.l\\\

Payment Methods Person Info Attachments Info Review Application Application Fees
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WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Reference Number: 0001377565472024301063576
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Service Description

20%
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Payment Methads Person Info Attachments Info  Review Application  Application Fees

Identification Information For Sponsored (Service Beneficiary)

UAE Unified No. * UAE Unified No.

Personal Information For Sponsored (Service BeneFiclary)

Name (English) * Name (Arabic) *

| TEST USER | A pdi

Reason For Request *

Resignation By The Employee

Passport Information

Passport Expire Date *

Passport No *
I 01/01/2027 vy | 6
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Inside UAE Address

Emirate City

Emirate *

I ABU DHABI

Area *

| Al Nahyan-E19

Detailed Address *

ABU DHABI

Building / Hotel *
| 12

P.O. BOX
P.O. BOX

Residence Tel *

@ Use for current request only

Permanent Country *

AUSTRALIA

Permanent Mobile Number *
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Do you want to save the entered address info?

00971 - UNITED ARAB EMI... v |**kkddikkshik

FAQ | Happiness Formula

Permanent Phone Number

No Addresses Available

City *
x - ABU DHABI

Local Flat Number *

1

UAE Mobile Number *
00971 - UNITED ARAB EMII...

Email *

testuser@mohre.com

Detailed Address Outside UAE *

%~ | Sydni

Social Media & Programs

0000006060

Terms & Conditions - Privacy Policy - Copyright

ICA Terminology

Address Details

FkFhFAAKK R AK

Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Call Center

600522222
Available 24/7 @ UA@

29. Press on “Next” to move on to the next step.
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Figure 85: Cancellation Employee Work - Personal Info Screen.
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Third Step — Attachments Info

In this step, the user should upload the required files to meet the requirements of the application.

_— _— =9 R

Payment Methods Person Info

30. Upload the required attachments to ensure that the information provided is accurate.
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@ A COPY OF THE PASSPORT OF THE BENEFICIARY OF THE SERVICE (Required)
& Select | Select other file

O scan As pdf
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Attachment max size 2 mega byte & Scanner Application
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Figure 86: Cancellation Employee Work - Attachments Info Screen.

31. Press on “Next” to move on to the next step.
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Fourth Step — Review Application

Payment Methods

In this step, the user should check the entered information to meet the requirements of the application.

Person Info Attachments Info Review Application Application Fees

32. Review the application data carefully.

UNITED ARAB EMIRATES
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WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Reference Number : 0001485170952024301063535

Service Description

Pay

ent Methods Person Info Attac

chments Info  Review Application  Application Fees

Identification Infarmation For Spansored (Service Beneficiary)

UAE Unified No. : #xrriarriias

Visa File Number : 101/2024/2/ 23

Personal Information For Sponsored (Service Beneficiary)

Full Name (English) Test User
Current Nationality : AUSTRALIA
Gender : MALE

Birth Country : INDONESIA

Place OF Birth (English) : Melburne
Mother Arabic Name : (g3 sa5 piaSese
Qualification : BACHELOR

Religion : ISLAM

Full Name (Arabic) = praiee
Previous Nationality :

Date OF Birth:01/01/1995
Residence Country : AUSTRALIA
Place OFf Birth (Arabic) : o)l
Mother English Name : Test User
Profession : TRAINING MANAGER

Marital Status SINGLE

T

- My Requests» Sponsoredv Drafts Requests Ready To Pay t My Team Performance~ Payments FeesAnd Deposits Refund Complaints and Suggestions

it Translate

60%

Page 105 Of 116

Federal Authority | sl 2 i s




"J"! "l
)

Uiﬂill\s\l

United Arab Emirates

\{> JBLI el g o gt g Baiont |y Raggll sl Al
i Q

FEDERAL AUTHORITY FOR IDENTITY, CITIZENSHIF, CUSTOMS & PORT SECURITY

Addresses Info

Emirate : ABU DHABI

Area: Al Nahyan-E19

Local Building : AbuDhabi

Residence Tel: xakxrkrrkrr

Applicant location outside UAE : Sydni

Email: testuser@mohre.ae

Passport Information

Passport Type : ORDINARY PASSPORT
Passport Issue Place (English) : amman
Passport Issue Date :01/01/2022

Passport Issue Country : JORDAN

Attachments Info

A COPY OF THE PASSPORT OF THE BENEFICIARY OF THE SERVICE View

City : ABU DHABI
Address in U.A.E : AbuDhabi
Local Flat Number: 1

Permanent Country : AUSTRALIA

Per| t Mobile Numb

Passport NO : skskrxkkss
Passport Issue Place (Arabic) : Jle

Passport Expire Date : 01/01/2027
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Figure 87: Cancellation Employee Work - Review Application Screen.

33. Press on “Next” to move on to the next step.

34. A Confirmation pop-up window will appear to the user, press on “Yes, Continue”.

Page 106 Of 116

Confirmation

Please note that the entered information will be sent to the Ministry of Human Resources
and Emiratization. Are you sure of the entered information?

v  Yes, Continue

[« e

Figure 88: Confirmation Window Screen.
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Fifth Step — Payment Fees

In this step, the user should pay fees to complete the requirements of the application.

| Saved 10 this PC

Payment Methods Person Info Attachments Info Review Application Application Fees

35. Press on “l Agree to the Terms and Conditions” to activate payment methods, then press on

“Pay” to complete the process.
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. My Requests» Sponsored~ Drafts Requests Ready To Payment My Team Performance» Payments Fees And Deposits Refund Complaints and Suggestions

Help =

. Translate

WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Reference Number: 0001485170952024301063599
Service Description

60%

-

w Application  Application Fees

Beneficiary name: Test User

WORK PACKAGE - WORK PERIMT - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

Fees Description Amount({AED) Vat Amount (AED) 5% Total with vat
Fines fees 2,000.00 8:860-Vat Free 2,000,00
Total 2,000.00 AED

Refund amount in the case of rejection of the application 0.00 AED/Refund amount in the case of Acceptance of the application 0.00 AED

I > I Agree to the Terms and Conditions

Fees Description Amount(AED)
Fees Total 2,000.00
ePayment Commission \ Vat 3.00 0.15
Final Total 2,003.15

E$ ® Pay

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers' inquiries | Help

\ialtors Cotinbier Social Media & Programs Call Center

e
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Figure 89: Cancellation Employee Work - Payment Fees Screen.
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Congrats! You've followed the steps correctly, and the Application has been submitted successfully.
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Help v

2 Translate

Requests Applied Successfully

Service Name: WORK PACKAGE - WORK PACKAGE - PRIVATE SECTOR - CANCELLATION EMPLOYEE WORK

100%

Application Reference : 0101485170952024301063599
Receipt Number: 031442024000767049

You will receive an email to confirm this process and show details.

You can view and print the Receipt from here, and you can track the status of request or generate QR code from Track Your Application Page

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers'inquiries | Help

Visitors Counter Social Media & Programs Call Center
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Visitors Available 24/7
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Figure 90: Request Applied Successfully.
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8.1 Tracking The Cancellation Employee Work Request
This section will describe the different request statuses to enable the user to track the application request
easily and accurately: -

® To start track the application, follow the steps below: -
1. From the dashboard screen, press on “My Requests”.

2. The drop-down list will appear, press on “Establishment Requests”.
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Fees And Deposits Refund  Complaints and Suggestions

@

My Requests » fSponsoredv Drafts Requests Ready To Payment My Team Performance v Payments

Help ¥ Establishment Requests @

Returned Requests

“h Translate

Control Panel

4% Establishment's Related Users Management Add a child establishment Available Balance Black Points 0

Dashboard Last Update since:  10:01 AM B
Show From Date * Show To Date *
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® 8 7 1 1 o Active Visas
& 2 Ej v
sponsored Visa Requests Residency Requests o Visag abourLo explee
o Expired Visas
© o ©
o Active Residencies
— . 74 @ 0
@ o Residencies about to G Entry and exit @ .
Financial Transaction Ready To Pay Requests
expire
g o )

o Expired Residencies

o Work Package Completed
Request

0%

Daily Progress
Y 9 0 Work Package In Progress

Request

¥ One Click Service

Browse Smart Service

Module Q
OTHER SERVICES

WORK PACKAGE

FAQ | Happiness Formula | Sitemap | ContactUs | Archive | ICAEmail | Suppliers' inquiries | Help
Visitors Counter Social Media & Programs Call Center
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Figure 91: Dashboard Screen - Access to Establishment Requests Screen.
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3. The platform will redirect the user to the “Establishment Request” screen, enter the search criteria

in the required fields.
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(x)  MyRequests~ Sponsored~ Drafts

Help ~

Establishment Request

Search for requests

Module Name

Please Select .
Nationality
Please Select -
Date From Date To
15/02/2024 ] 01/03/2024 ez

Service Beneficiary name

Sponsor

Search for request

Please Select v

Request Number Creation Date

Visitors Counter

Federal Authority | dusloiiaioa

5,382,919

Accessibility - Disclaimer Terms & Conditions

Requests Ready To Payment My Team Performance =

Service Beneficiary name

Payments

Services

Services

Passport No.

Passport No

Request Action

Please Select

Emirates ID Number

Emirates ID Numbe

Fees And Deposits Refund  Complaints and Suggestions

o Translate

No record found

Archive | ICA Email

Social Media & Programs

00000600

Privacy Policy - Copyright

Service Type

Call Center

600522222

Available 24/7

Status

Figure 92: Establishment Request Screen.

4. Press on “reCAPTCHA" which is a security test to confirm the validity and that the user is not a harmful

software or a robot, then press on “Search”.
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5. The platform will retrieve the search results of the cancellation employee work requests, press on

“Package Timeline”.
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Request Number

Services

Services

Passport No.
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Figure 93: Establishment Request Screen - Access to Package Timeline.
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® The platform will display the request progress and current status of the cancellation employee work

service.
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Figure 94: Cancellation Employee Work Package Timeline.
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8.1.1 Permit Cancellation Signing

This service of the Smart Services Platform allows the user to sign the permit cancellation form to
continue the cancellation process.

® To start signing the permit cancellation form, follow the steps below:-

1. From the request timeline screen of the cancellation employee work service at “Waiting Permit

Cancellation Signing” status press on “Work Package — Cancellation Receipt”.
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Request Number:0101485170952024301063599
Reference Number : MB1605776AEMOCK

Cancellation Signing
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Figure 95: Package Timeline Screen - Cancellation Receipt.
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2. The platform will redirect the user to the “Permit Cancellation Signing” screen, where the user will

download the signing forum in both languages to be signed and then upload the signed forums.
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Permit Cancellation Signing

Cancellation Receipt

Kindly download the cancellation form, sign it from the employee and upload it again in the
attachments section Arabic Version - English Version

Attachments Info

@ Cancellation Receipt Signed by the Employee (Required)
& Select \ Select other file

O scan As pdf
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Attachment max size 2 mega byte <. Scanner Application
Type Name
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Figure 96: Permit Cancellation Signing Screen.

3. Press “Send” to move on to the next step.
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® The user will notice that the request status will change to “Waiting for Permit Cancellation”.
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9 Cancellation Visa Work

This service from the Work Package services facilitates the recruitment process of cancellation employee
work visa through the smart services platform, enabling establishments to apply for work permits

cancellation for employees and submit all required documents in electronic form.

® The platform user is enabled to follow the same steps atthe Cancellation Employee Work to start the

process of Cancellation Visa Work service.
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