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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 

NO Service Icon 

1 Internet Connection 
 

2 IOS Mobile Application. 
 

3 Android Mobile Application. 
 

4 An active email address. 
 

 

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 
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1 Consolidated Action Icons 

No Icon Technical Name Description 

01  Edit Modify specific information in the platform. 

02  Download Allow the user to download items from the platform. 

03  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: - 
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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". 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 2: Login to UAE PASS Screen. 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 5: Login Screen - Access to Login by QR Code. 
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3. A QR 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 6: Login Screen - Login by QR Code. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  

 

 

 

 Page  13 Of 116 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

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

 

  

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

1. Press on “Start Service” after selecting the required module. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

The user can display service details by pressing on “Service Card”, as well 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. A drop-down list will appear, press on “Sponsored”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 

 

 

 

Figure 11: Sponsored Screen - Searching for Sponsored. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 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: - 
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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:- 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Figure 14: Submit Request Screen - Quota Information Step. 
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Second Step - Payment Method: - 

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

requests. 

 

 

 

 

3. Press on “eWALLET” to continue the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 15: Submit Request Screen - Payment Method Step. 
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4. The platform will retrieve the e-wallet that is linked to the user account, select the required wallet. 

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

submitting each request of the package automatically”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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

 

Figure 16: Submit Request Screen - Payment Method Step - Select the e-wallet. 
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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. 

 

 

 

 

7. From the “Employee Personal Information” part, enter the employee details in the required fields.  
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8. From the “Passport Information” part, enter the passport details in the required fields.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 17: Submit Request Screen - Employee Personal Step - Employee Personal Information Part. 
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9. From the “Passport Information” part, enter the passport details in the required fields.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

13.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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. 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Figure 24: Submit Request Screen - Job Offer Details Step - Allowances and Bonuses Part – Added Allowances and Successfully. 
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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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

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

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

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Figure 27: Submit Request Screen - Attachments Information 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. 

 

 

 

 

 

 

 

20. Check the entered information to reduce the risk of the request inaccuracies. 
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21. Press on “Next” to move on to the next step. 

 

 

Figure 28: Review Application Step. 
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22. A Confirmation Message will appear to the user, press on “Yes, Continue”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 30: Submit Request Screen - Application Fees Step. 
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24. The platform will retrieve the final total fees, press on “Pay” to complete the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

Figure 32: Submit the request Successfully Screen. 
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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. A drop-down list will appear, press on “Establishments Requests”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 35: Establishment Request Screen - Access to Package Timeline Action. 



  

 

 

 

 Page  45 Of 116 

 

• The platform will redirect the user to “Request Timeline”, which displays the status of the request. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 36: Request Timeline Screen. 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 37: Request Timeline - Access to Contract Ratification Action. 
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• 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: - 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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. 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

Figure 39: Issue Permit Approval Screen - Guarantee Information Step – Attachments Info Part. 
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5. The Confirmation message will appear to the user, press on “Yes, Continue” to continue the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 “I Agree to the Terms and Conditions” to activate payment methods. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 42: 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. 

Figure 43: Submit the request Successfully Screen. 
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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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 44: Request Timeline - Access to Contract Ratification Action. 
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• 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: - 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 45: Residency and Identity Issuance Screen - Attachments Info 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 “I Agree to the Terms and Conditions” to activate payment methods. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 46: Submit Request Screen - Application Fees Step. 
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5. The platform will retrieve the final total fees, press on “Pay” to complete the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

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 establishment employees. 

Service Workflow: - 
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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: - 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

Press on “eWallet” to choose a wallet for payment. 

 

  

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 “I Authorize the Direct Deduction from the Selected Financial Wallet Balance 

During Submitting Each Request of the Package Automatically”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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

 

 

 

 

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

 

  

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. 

 

  

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

fields. 

  

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

 

 

 

 

 

9. From the “Job Offer Details” part, enter the job offer information in the required fields. 
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10. Press on “Next” to move on the next step.  

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

 

 

 

 

  

11. Upload the required attachments to ensure that the information provided is accurate. 
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12. Press on “Next” to move on to the next step. 

  

Figure 58: Submit Renewal Employee Work Package Screen – Application Info Step – Upload Attachments. 
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Fifth Step – Review Application: - 

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

 

 

 

 

 

13. Check the entered information to reduce the risk of the request inaccuracies. 
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14. Press on “Next” to move on to the next step. 

Figure 59: Submit Renewal Employee Work Package Screen – Application Review – Review Application Information. 
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15. The Confirmation Message will appear to the user, press on “Yes, Continue”.   

 

  

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

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

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

17. Press on “Pay” to complete the process. 

Figure 61: Submit Renewal Employee Work Package Screen – Application Fees Step – Pay Application Fees. 
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Congrats! You have followed the steps correctly and a new request has been submitted successfully. 

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. A drop-down list will appear, press on “Establishment Requests”.  

   

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 

Figure 64: Establishment Request Screen - Searching for Request. 
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4. The system will retrieve the search results based on the search parameters, press on “Package 

Timeline”. 

5.   

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

 

  

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”. 

  

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. 

 

 

 

 

 

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.   

 

 

 

  

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.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

 

Figure 69: Residency and Identity Renewal Screen – Guarantee Information Step – Upload Attachments. 
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4. The Confirmation Message will appear to the user, press on “Yes, Continue”.   

  

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”. 

  

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.   

 

  

Figure 72: Residency and Identity Renewal Screen – Application Fees Step – Pay Fees. 
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Figure 73: Request Applied Successfully. 

Congrats! You have followed the steps correctly and the request has been submitted 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”. 

  

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: - 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 75: Residency and Identity Renewal Screen - Attachments Info 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 “I Agree to the Terms and Conditions” to activate payment methods. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

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.  

Service Workflow 
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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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 

 

 

 

 

Figure 80: Sponsored Management Screen - Search Sponsor. 
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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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 81: Sponsored Management Screen - Cancellation Employee Work Service. 
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• 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: - 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
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. 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

submitting each request of the package automatically”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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

Figure 84: Cancellation Employee Work - Payment Method - Select Wallet. 



  

 

 

 

 Page  102 Of 116 

 

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

 

 

 

 

 

 

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. 

 

 

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Figure 86: Cancellation Employee Work - Attachments Info Screen. 



  

 

 

 

 Page  105 Of 116 

 

Fourth Step – Review Application  

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

 

 

 

 

32. Review the application data carefully. 
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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”. 

 

 

 

 

 

 

 

 

 

 

Figure 87: Cancellation Employee Work - Review Application Screen. 

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. 

 

 

 

 

 

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

“Pay” to complete the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

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”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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”. 

 

 

Figure 92: Establishment Request Screen. 
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5. The platform will retrieve the search results of the cancellation employee work requests, press on 

“Package Timeline”. 

 

6.   

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. 

  

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”.   

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Press “Send” to move on to the next step. 

 

  

Figure 96: Permit Cancellation Signing Screen. 
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• The user will notice that the request status will change to “Waiting for Permit Cancellation”. 

  



  

 

 

 

 Page  116 Of 116 

 

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 at the Cancellation Employee Work to start the 

process of Cancellation Visa Work service. 

 

 

 

 

 

 


