Department of Planning & Development uﬁ-\i‘ ,)3 —todaidlgda a5 315, Sl
Ports, Customs & Free Zone Corporation K / 8,4 dalailly J)ladly oledl duuango
Government of Dubai Trakhees — g >

Facilitating Growth...d « o i | 1 g c»

Trakhees

Online Services
User Manual - Web - CED Services




Trakhees Online Services User Manual

Document Details

Document Information

DOCUMENT NAME TrakheesOnlineServices_UserManual - Web
PROJECT NAME Trakhees Online Services

AUTHOR(S) PCFCIT

DATE 26-Aug-15

CURRENT VERSION 1.1

£ S
-
g‘ oz, Ports Customs & Free Zone Corporation



Trakhees Online Services User Manual

Table of Contents

1 Introduction

............................................................................................................. 4
1.1 PUrpOSe Of the DOCUMENTE. . .ueniiiie ittt et ettt ettt et e et e e e e ensaeenenetnsasaaenseansaeeaensanensnnnnnes 4

1.2 LN e=T gl [=Ta YU ) (=] o o = PPN 4

2 I =] IO A7 =T 74 1= 5
3 TraKhees ONliNE SOIVICES i iiitiiete ettt ee et tttiieeeeeeeeteaaneeaeeeesansnneneeessesnnsesesesssnsnnneseseees 6
3.1 CED DePartment SOIVICES. ..unnintninineeietee ettt et e e e e e ettt tteneneneeenenenenenenensnsnsnsnsnsnsnsnsnsnsasasasnsnnes 6
3.1.1 DASNBOAId. ....c.vniniiiiniiiee ettt ettt et et et e s et e s e e et et e e eas 6

3.1.2 MOGTfICAETON SOIVICES.euenieneiietee ettt e et et e et e ea et e eatessssneansnssnsnennsnsneensnees 14

3.1.3 Meeting APPOINEMENT SYSEOM ....c.inini ittt et e e eaeaeaeeeteteenentatasnsnsnsnenensnsnsnsnrnenns 66

3.1.4 /1] 2o ) G PP OT PR PTPTRN 73

3.1.5 [0 o Y= [l £ IS 74

3.1.6 DOtAILEOA SOAICR «.cuvuneneeeeeee ettt ettt ettt e it e ettt e e e ea e easaeneasneaansneananenneennennn 76

3.1.7 (€T =T (oY= ol o PPN 79

3.1.8 CPR SOIVICES. ettt ettt ettt ettt ettt et e e e et ettt ettt e e e aetattataeenananans 83

£
=
w Jotz. Ports Customs & Free Zone Corporation



Trakhees Online Services User Manual

1 Introduction

At the beginning of 2008 Trakhees was established by the Ports, Customs and Free Zone Corporation with the
aim of integrating licensing and compliance functions, already performed by the Civil Engineering Division and
Environment, Health and Safety Division with a new function, Commercial Licensing to be offered by a young

division, Commercial Licensing Division.

On July 1st of 2008, the new department went into operation and the objective of establishing Trakhees
started to materialize. PCFC, Dubai World Business Units, the Engineering Community interacting with
Trakhees, and the Dubai World Communities now have a one stop shop where all their licensing and
government services can be done. It has following main departments:

e Commercial Licensing Department (CLD)
e Civil Engineering Department (CED)
e Environment Health & Safety (EHS)

Part of the new mandate is providing services to businesses, owners and tenants of the new Dubai World
Communities who had little interaction with the already existing departments before. To this end, Trakhees
adopted a concept of “distributed services” by having satellite Helpdesk Offices in these communities, such as
Dragon Mart, Atlantis and Ibn Batuta Mall. With the electronic platforms Trakhees uses, a full range of services
can be offered at these locations, making life easier for clients without any compromise on quality of service.

Trakhees Online Services system will enable the users to avail e-Services provided like Client Registration,
Visa application, Licensing etc. First users must have to register themselves in Trakhees back office to get
Trakhees ID which is unique identification for each company/person. After back office registration an online
account can be created by using Trakhees ID & PIN which is received during back office registration.

1.1 Purpose of the Document

The purpose of this document is to serve as the User Manual for the Trakhees Online Services so, that they can
easily avail the services. It will give you a walkthrough of the Trakhees Online Services.

1.2 Intended Audience

Intended audiences are general public & Trakhees Clients.

4 g 3
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2 System Overview

Trakhees Online Services will support to registration of company or person, and enable them to avail services.
System is having following features:

e Back Office Registration
e Online Account Creation
e Profile Management

e Role Request

e Service Request

e CLD Services

o CED Services

e EHS Services

e Finance Services

If you are a company you can have more features as following:
e Employee Management
o Create User Account for Company Employee
o Active/Disable Employee User Account
o Grant/Revoke Available Services

5 £ 5
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3 Trakhees Online Services

User Manual

3.1 CED Department Services

3.1.1 DashBoard

Once logged in, the user will be redirected to the dashboard page. User can view an overview of all requests
submitted by him, notifications, all tasks awaiting action by the user, Financial Information etc.

-2

\_/..35;%@

GOVERNMENT OF DURAY

Welcome : 22dec

e
PP Tasks Awaiting My Action
ﬂ Logout

Q | cuksaznn

Status
Reschacaie Meating

Resuwdmk EN
4 Horaiv EN

More =1 MAS
DraREN

.3

%  Dashboard

& | Inbox

Q  Search Reguest

© | Modification Services

& | Mesting Appointment System

Request Name
Moateanion Permi New
Modification Permk Amengment
Modification Permi Ravaiiaztion

&

A3y 03, 2014 | 0421 PM

£ W s

3t Aaladlly ol slaadly Sl gt da
PORTS, CLATOMS & FREL ZONK CORPORATION

L
More i @ Notifications Mare it

Count Subject Date

5 MPN-T# 1363, , Det22 - TKS Modtication I
05082014

g Suamission Confimazion a0eR0

. MPN-T# 1363, Je0el All Fres Zonz, Dec22 - TKS
5108/20

33 }A0Siczto i3l Fee P3yment Conimmation Sae2018

1

Apolicztion AcT20iea 05032014

SARV-T# 1355, Jedel All Free Zonz Dec22- TKS

s
Apaiication Supmission Confirmation oS804
>, ¥ F Tore Dac?? -T2

WPATE 1381 J2o2l All Free Zone Dec22- TS 05087014

Appliction Supmizsion Confinmation

A Requests In Progress Moare int “ Financial Information

Count A. Client Prepaid Account

42

Avaiiadle Baence AED 50205600

:: M Print Client Pre-Paid ADoount Sitement
© Toowp Pre-Pai Acoount DalEnsE
B. Payment Advice {PA):
Noof Un-03ii PA's N
AED 1611,507.08

Totai Viaioe of Unpaid PA

¥ Print Unpald Payment Advics Regont

6 E L S

Ports Customs & Free Zone Corporation



Trakhees Online Services User Manual

3.1.1.1Tasks Awaiting My Action

Al requests awaiting an action by the user will be displayed in this screen. This will include Draft Modification
Permit Requests, Resubmit Modification Permit Request and More Information for Modification Permit
Request. A Count of how many tasks are awaiting user’s action will also be displayed in this section.

(PP Tasks Awaiting My Action More Info

Task Count
Resubmission Required 4

Mare Info Required 4]

Draft 16

Clicking on any task will display all tasks awaiting the same action by the user in a table format
Example: More Info
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Example:
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Example: Resubmit Modification Permit Request
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3.1.1.2 Notifications
All notifications to the user will be displayed under the Notifications section in Dashboard. This includes

Modification Permit Request submission confirmation, Meeting Request submission confirmation etc.

@ Notifications

Subject

MPN-T# 576, JAFZ - South, Sony Middle
East And Africa FZE - TKS Modification
Initial Fee Payment Confirmation

MPN-T# 608, , Pegasus Egestrian FZCO -
TKS Modification Submission Confirmation

MPA-T# 603, , Sony Middle East And Africa
FZE - TKS Application Submission
Confirmation

MPN-T# 576, JAFZ - South, Sony Middie
East And Africa FZE - TKS Application
Acceptance

MPN-T# 599, | Sony Corporation - TKS
Modification Submission Cenfirmation

More Info

Date

18-Sep-2014

17-Sep-2014

16-Sep-2014

16-Sep-2014

15-Sep-2014

User Manual

Clicking on a notification will open a pop up window with the corresponding notification. (Please see the

image below)

MPN-T# 576, JAFZ - South, Sony Middle East And Africa FZE - TKS
Modification Initial Fee Payment Confirmation

Clicking on the ‘More Info’ link on the top right corner of the Notifications section will open up the list of all
notifications for that user in a table format.

,1;;'
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18 06/08/2014 Application Acceptad View
19 06708/2014 MPN-T# 1360, Dubai Martime C“Y, Now V[rudrv TKS Modification Submission View
Confirmation
20 05/08/2014 MPA-T# 1361, Jabel All Free Zone, Dec2? - TKS Application Submission Confirmation View
il - .
Page 1 |of 18 == » View 1+ 20 of 284

Clicking on the ‘View’ link towards the right side of a line will open a pop up window with more details on that particula
notification. (Please see the image below)

Notification ®

Date : 05/10/2014
Subject: MPM-T# 1399, | Dec22 - TKS Modification Submission Confirmation
Details : Dear Applicant,

Client Mame: Dec22

Consultant Mame: Test Company 1

Contractor Name: CMP UAT Test 101

Business Unit:

Project Location:

Facility Info:

Modification Submission Reference: MPN T# 1398

Submission Count: 1

Application Date: 10/05/2014

We acknowledge the receipt of your above request for TKS Modification Permit. Please find Payment Advice for
CED and EHS submission fee attached in this notification.

Note: Processing of your application would begin with the payment of the subject initial service fee. Kindly make
sure your company?s pre-paid account has sufficient balance for the senvice fee payment.

Please guote the above provided submission reference for any queries related to your request.

File List: PA_MPMN-1399-1-GENPV_33912. pdf

User will be able to download the document upon clicking on the PDF link provided under File List

10 gL
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3.1.1.3 Requests in Progress

Al the requests made by the user that are currently in progress will be displayed under the Requests In
Progress section in Dashboard. The Requests will be grouped together according to the Request type and a
count of the requests of that particular request type will also be displayed. User can click on any Request
type and all the requests of that particular type will be displayed to the user in a table format.

A Requests In Progress More Info
Request Name Count
Maodification Permit New 13
Madification Permit Amendment 3

(o8]

Maodification Permit Completion

Modification Permit Revalidation

S I -

Modification Permit Revision

1 1 ’?‘ 7
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3.1.1.4Financial Information

Al the finance related information of the user will be displayed under the Financial Information Section in Dashboard. T
information is divided into 2 categories:

3.1.1.4.1 Client Prepaid Account
The fields displayed in here are:

a) Available Balance: The available balance in the user’s Trakhees pre-paid account will be displayed in this
field.

b) Print Client Prepaid Account Statement: Click on this link and the user will be re-directed to the Account
Statement page of his prepaid account

c) Top up Pre paid Account Balance: Clicking on this link will open the Trakhees Bank Information page for the
user to create Transferee copy.(Please see the image below)

af | e b dobomodd s 4565 xtms e Vet Smmc s dgpbaten e e 0+ 3 C X | Uiakis - dhavien C Traktews - efanvices
Fie iu-vo- Fovertrs Yook n-' 3
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DN P s

By Rl p ol Aaay o g S o
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Logest

-

i wabmns Nast Harme MIOC Sans {hda t2amen
G Owes Beaen
Traatuas et Accemwt Hame POIC Thabans
Tiattmas Lowt Accont e 006 19N 00D

Traatmas Hase Pbe ALBEIO00DN) M TANISANT Y

Trathunns Dast St Code BAMEAFAD

—

Dareoss

"o

P D * >

Damch Regoent

) Moshcaton Seniom

L

Mewtnig ALGON IR G yiten

User can now proceed to submit the “topup” request by hitting “Proceed” button. Then the User is presented
with a form to provide information to request the top up. (Please see the image below)
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The User needs to enter the information (Bank Name, Amount and Transferee Copy) and then hit the Submit
button. When user hits submit button, an email will be sent to the finance administrator requesting topup for
the specified amount.

3.1.1.4.2 Payment Advice (PA)
This section displays the following fields:
a. No of unpaid PAs: This field displays a count of the number of Payment Advices that are still pending
payment by the user.

b. Total Value of the Unpaid Pas: This field displays the total value of All Payment Advices that are still
pending payment by the user in AED.

c. Print Unpaid Payment Advice Report: Click on this link if the user needs to print a report on all Unpaid
Payment Advices.
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3.1.2 Modification Services

The Modification Section of CED undertakes the approval of modification works for completed and existing
buildings (building which have received the Building Completion Certificate) in order to ensure that the
concerned works are carried out in compliance with Trakhees’ rules and regulations, specifically Blue Code
which is the Building Regulations & Design Guidelines. The process is critically important as some modification
works may compromise safety and structural integrity or even negatively impact basic services.

The user can access modification services by clicking on the modification services link on the left side of the
screen. Clicking on this link will list down the 6 types of modification services available. These are:
1. New Permit
Permit Amendment
Permit Revalidation
Permit Revision
Permit Cancellation
Permit Completion

oUAWN
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User Manual
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3.1.2.1 New Permit

The user can submit a request for a new modification permit by clicking on the new Permit link under
modification services.

© | Medification Services

This will open that new modification permit page which is divided into six tabs. By default the page will open
into the first tab called ‘service details’

3.1.2.1.1Service Details

1. This page contains a brief description of the modification permit service from Trakhees.

2. User can access that service catalogue of the civil engineering Department in PDF format by clicking on the
‘SERVICE CATALOGUE’ link.

3. The user can start the New Modification Permit request process by clicking on the ‘INITIATE’ button.
4. If the user wishes to terminate the process, he can do so by clicking on the ‘CLOSE’ button.

3.1.2.1.2 Applicant

Once the user clicks on the INITIATE button in the service details, he will be redirected to the next tab
‘APPLICANT’.

16 gri?
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2 AT
R

GOVERNMENT OF DUBAL

User Manual

y
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PORTS, CUSTOMS & FREE ZONE CORPORATION

Ll

Weilcome : 22dec Service Details Applicant Location Modification Info Documents Confirmation

ﬂ Logout
Q | Quick Search
Servics )

vice Name

-Please Sele ¥

# Home

Y% | Dashboard

&  Inbox

Q | Search Request

@ Modification Services

& Meeting Appointment System

Client Details:
* Name Dec22 .
* Client ID C-0008-774432 Tlicense® | 505642
* Mobile 0123455789 " Teisphone | (0123456777
* Email Sagaya Egnitius@pcfc.se

Trakhees

1. Here, the first section is called client details, which will be auto populated by the application based on the
users login ID. it is recommended that the user checks that the details populated are correct.

Client Details:
* Mame Deczz
* Cliznt 1T C-0008-774432
™ Maobile 0123456769
* Email Sagaya. EgnitivsiDpoic.as

* Licens= &

* Telephone

295642

23438777

2. The user needs to enter the details of the contractor/consultant that he is employing in the next two

sections

17
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Contractor Details :

" License &

* Telephons

" License &

* Telephons

User Manual

The fields are contractor/consultant name, contractor/consultant ID, license number, mobile phone
number, and Telephone number and e-mail ID.

Please note that all the fields are mandatory

Y Licence No

The user can enter this information by searching the Trakhees database by clicking on the Search option [

~4] next to the Name.
Clicking the search option opens a new pop-up window. This search window has three fields. The user can
search for a contractor or consultant by their name or the Trakhees user id or the license number.

2 Name W Trakhees Client

5. Once a particular consultant and contractor is selected, their details will be auto populated into the
respective fields by the Application. The user may have to enter the mobile phone number telephone
number and the e-mail ID manually.

6. Once all the fields are completed, user can go to the next tab by clicking on the NEXT button

7. The user can also save the request as draft so that he can review and complete it at a later time by clicking

on the SAVE button.

3.1.2.1.3 Location
Clicking on the next button in the applicant tab will take the user to the next tab LOCATION

18

,1;;'
E w JEE=  ports Customs & Free Zone Corporation



Trakhees Online Services

~edD

P e
\',,32"“

GOVERNMENT OF DURAY

8  togout
Locstion Detstis

Q | GutckSearcn

Home

Dashtoard

Search Request

Modification Services

f
*
& | Inbox
Q
bed
F

Meeting Appointment System

FAGS | Priacy Poticy | Temns & Conaltiods

Weicome : 22dec Service Detalis Applicant Locstion Modmcstion info Documents Confinmation

sl Q

Trakhees

=a3). M3y 05, 2014 | 0532 PM

£ W s

5y Glailly W phaad !y Sl gl Aii)a
PORTS, CLATOMS & FREE JONE CORPORATION

L]

Cogyrignt [2) 2010 Traess All ignt rezened

User Manual

1. The User needs to enter the location details of the building that needs Modification Permit in this page.

Available Fields are

Business Unit:

There are 3 categories in this option which the user has to select:

1. Economic Zones World
2. Dubai Maritime city
3. Nakheel

19
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a.

]

Haty

B Ee i

CONVTRNMENT OF DUAM PORTS CLETOMS & FMLTL JIPNE CORPOS 410N

Weicome : 22dec
Servw s [etatiy Bpopts wnt | Mod®e wiion Wil (o ot T o eratem
ﬂ Legow
Locatiom Dednin
Q  Ouick Sem
- - . S Sn 08 ¥ s '
: o

f o
n
W  Dashbomdl
c inboe
Q  Seach Regues
:} 1ACA glim SareC ey
&  Vesting Appamtment Systen

User Manual

After selecting the business unit user will have to select the corresponding business location from the

next tab.

1. For different business units the locations available are shown below:

Economic Zones World

Service Details ; Applicant } Location " Modificationinfo ) Documents ) Confirmation )

Location Details

* Business Unit Economic Zones Waorld ¥ | *Location | Jebel Ali Free Zone v |
*Plot Mo 0123 @ Jebel Ali Free Zone
Bldg Mo 123 Lnit Mo 123

Covs L o [ oon L

b. Dubai Maritime city
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C.

Service Details ) Applicant ) Location 3 Modificationinfo ) Documents ; Confirmation )

Location Details

* Business Unit Dubai Martime City ¥ | *Location r
* Plot Mo 0123 1] Dubai Martime City
test
Bldg Mo 123 Lnit Mo 123
e [ oo oo [
Nakheel

Service Details } Applicant ) Location ) Modificationnfo } Documents )

Location Details

* Business Unit

* Plot Mo

Bldg Mo

Makheel

0123

123

¥ | *Location

e

Unit Mo

o Lo Lo e

Jumeirah Park

Jumeirah Village Circle
Jumeirah Village Triangle
International City Phase-1
Falm Jumeirah
Jumeirah Island
Discovery Garden

Al Furjan

User Manual

o After Selecting the business unit and its corresponding location, user will have to enter the Plot no, building
number (bldg No), and Unit no manually

e Once all the fields are completed, user can go to the next tab by clicking on the NEXT button
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3.1.2.1.4 Madification Info
e C(Clicking on the next button in the Location tab will take the user to the next tab ‘Modification Info’.

Herpd Friday, May 09, 2014 | 10:35 AN

5l Aalailly el Gilsl] duaida

GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
T
Welcome : 22dec ] " . 3 o ;
Service Details Applicant Location Modification Info Documents Confirmation
8 Logout

Modification Details
Q Quick Search

Service Name | _Please Sele ¥ Resubmission No Submission Count 1
Request No 4 * Category v Requested By CLENT
Status —] * Modified 5

Area(SQM)
ﬁ Home * Modification Type

* Dashboard

Inbox

Search Request

Modification Services

o o D

Weeting Appointment System

e Since the user is requesting for a new modification permit the default value for ‘resubmission’ will be “NO”,
and the ‘submission count’ will be 1. ‘Requested by’ is an auto populated field and category field shall be
selected from the fields shown below:
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Service Details ) Applicant | ) Modification Info

Modification Details

Resubmission Mo Submission Count 1

* Category v Requested By CLIENT

* Modified Area(SQM) | INDUSTRIAL
LAMDLORD'S UMNIT

nr—.-mcliﬂcatiun Type RETAIL & OFFICE
TEMPORARY FACILITIES

Cos Lom oo Lren

e The ‘Modification area’ (in Square meter) and the ‘Modification Type’ fields are mandatory.
e Category and corresponding Modification types are shown in the table below:

Industrial

Gypsm Tile Ceiling Plumping Electrical HVAC
Landlord’s Unit

Description

Retail & Office

Office Retails modification Car Parking GSM Tower

PP Fitting PARK
Temporary facilities
Fire Fighting System Ceiling

e Once all the fields are completed, user can go to the next tab by clicking on the NEXT button
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3.1.2.1.5 Documents

Helpm

R A
35

GOVERNMENT OF DUBAI

Welcome : 22dec
Service Details Applicant Location Modification Info Documents

Friday, May 09, 2014 | 10:35 AN

£ % =

3o Aalailly @l slasdly S3tad| Russha
PORTS. CUSTOMS & FREE ZONE CORPORATION

8 Logout
All documents with * must be uploaded.

Q | Quick Search
Service Name | Please Sele ¥ ’ Document Type Upload document ’ l
Request No A M lcﬁaoée!?rle No file chosen
Status
# Home
Y Dashboard

Drawing Type Upload Drawing ‘ l
£ | Inbox —

M | Choose File | No file chosen

Q  Search Request
© Modification Senvices
& Meeting Appointment System You have used 0 M8 out of 50 M8

oo Lo Lowe [

Adding Documents

User Manual

All supporting documents relative to the request shall be uploaded in documents. Click on the Add Document
button and then select the document type from the drop-down list. And then click on the choose file button
to browse your computer and upload the respective document.

The document types available are

Copy of clients trade license

Copy of lease/sales agreement

Clearance letter from Landlord/developer

Copy of appointment letter of contractor/supplier
Floor plan

Elevations

Sections

Design calculations

please note that all documents are mandatory.
To remove a document once uploaded, click on the Red colour ‘REMOVE’ button to the right side.

Adding Drawings

Click on the ‘Add Drawings’ button to upload the drawing that is relevant to the modification plan. Mandatory
drawing type to be uploaded is the Utilities Layout Plan. Once the drawing type the selected, click on the
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User Manual

choose file button to browse your computer and select the appropriate drawing file. To remove a drawing
once uploaded, click on the red colour ‘REMOVE’ button to the right side.

Once all the required documents and drawings are uploaded click on the preview button to go to the

confirmation page

-2o/D

AT
N2 S

GOVERNMENT OF DUBAI

B | Logout

o | Quick Searon

Home

Dashbosrd

Search Request

#®

*

& | Inbox
Q

© | Modification Services
a

Meeting Appointment System

FAQs | Priacy Policy | Terme & CondRions

Friday. M3y 08

3 201
=y 082014

E W5

3t alailly i lendls Sl gl e da
PORTS. CUSTOMS & FREX ZONE CORFORATION

2l

&

Welcome : 22dec
_ Service Detslls Appicant Locstion Modmcstion Info Documents Confimation

All Gozuments Wit * must D2 LDinased

I Document Type ’ Upload document ‘ I
Copy of Lease, ¥ [ Choose Fie | Test.docx
Bank Noc Letter ¥ @W Test docx
Copy of Contra ¥ la;,;_,ﬁ;;} Test,docx

IHOOR0EAE

Copy of Appoin ¥ | Choose File | Test.docx
Floor Plan v lﬂc';“:;ﬁ);! Test.docx
Elavations v 1M| Test.docx
Design Caicolat ¥ @ Test.doex
Sections v R;@ag— Test.docx

Drawing Type ‘ Upload Drawing

Utilities Layouat ' ¥ Remove

i

Youhze used 010 ME o of SO ME

(e [ = [ one [ e

e i Q

Trakhees

Copyright (¢} 2010 Trakness Al right resened

NOTES

1. User can upload documents and drawings of a maximum size of up to 150 MB.
2. Al documents with * are mandatory uploads.
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3.1.2.1.6 Confirmation

The confirmation page displays all the request details that the user has entered.

The user can review all the details and make sure that the data entered is correct before he submit the
request.

-Gﬂm Fricey, May 03 2004 | "D23 AN

w L=
s £ w <

gl A Ly iyl s
FOS TR, CYRTOAR. & FEEN PO UHIPOM A s

GOWVTENSMENT OF DUBAI

g g

Welcome - Z2dec
Sermcs Detwily Sppiscant Loosion Mociisoaisom Inio ooty Lonfermsbon
G | Logoen
Raguast Dstals
0 | ‘Caick Sawrch
Saracafame | Dasgaz W [
Qar Mz - )
Swboy : 1 e 12 SOOTE-TTAED Loowmam 4 e
lwmg=c-a OIZRMTTT Micbale TN
# | Home _ _
S SagEa SR =
4 | Deshinosnd
[
£ | i
M EE
Q| Search Ragues:
| = [ CEATCETTE - s L pared
S | Moaiication Sanices
Iww-c-a Emar WicE TrInam
& Mesting Aoooimmmen Sysiem o PoF CEaSupparEr e ae
Conmasitan
T Py Carpet Incurines Lmibec

U e I Loowem & ™=
[ Mckeie orzase
o
Lot Detaly
S Ussf  Soonomic Zones Wi Lot jatzal A1 Fras Toe
ot Mo =z
B Mo - ] Usat Mo =
e L "
] Mo Submsacs Cowst
Catwgory MOISTRIAL decromatec iy ST
e
23 e L =T
Bewa UM b

e

S Fee Nor i Suomisen - V2000 ARD
o soeiate Fre-pec Samnce . (ERERL0 AR

Tha perics = e wil e reseroec rom oo sosisse Seenos.

Faraizy SECEOE URE e EITON S CImec

Towards the bottom of the confirmation page there is a section called the financial details. This section
displays the service fee that the user need to pay for this request. It also displays the user’s available prepaid
balance.
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Financial Details

Senvice Fee for this Submission - 1000.0 AED
Your available Pre-paid Balance - 169645.0 AED

The service Fee will be reserved from your available balance.

After the financial details there is the remarks field where the user can enter any notes that is relevant to the
request that he is making. To submit the request the user need to click on the checkbox next to the
declaration. By checking this box the user declares that all the information that he had entered is correct.

Remarks

| hereby declare that the above details correct

3.1.2.1.7 On Successful Submission

On successful Submission of the request, a success message will be displayed to the user saying ‘Your modify
permit request is submitted’.

Success

@ Your Modify Permit Request is submitted

R

Clicking on the ‘OK’ button a confirmation page will be displayed to the customer.
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'él:)@ Fridzy, May 08 2014 | 1035 AM

Rt 1 n - g % =

5 ot} Aalaltly hlantly Silst] dunncya

GOVERNMENT OF DURAY PORTS, CUATOMS & FREE ZONE CORPORATION

e
Welcome : 22dec
8  iogout Oepartment of Panning & Development S T b e L)
Poets, Castonss & Free Zoze Corpoeation s Bl Akl Gaad ) L0 gl Ry
Q. | Quick Searon Cowmmeto 0t T1AKNEES e
MPN - 13%
S22 Nam™2 | Plazzz Gzl Y
—— Appacation Detalis

Request No .

Name Dac22 Telkegnons G123456777
s : Traess 1 C-0003-T74432 Modie 0123456753
&  Home Licenze # Emal Ssgays Egnitivs@pefc se
* | Dashboard Contractor Dstass :
&  Inbox Namz RAK Telsonos €787
Q. | Search Request Tranees i C-K-004074 Molie 0123455

Ucense # »nn Emall PCFC SysSupport@pefc.se
©  Modification Services e
&  Mesting Appointmant System Consuitant Detass :

Namz Naypsr Carpet Inaustries Limitsg Telzonons 7143317572

Tramees 0 C-Coom Modiie 012343

Ucense ¥ 78 Emall PCFC SysSupport@pcicss

EZW Biog No 0123
JAFZ Uali N 0123
o

MoaiMication Detssis

Resuomt No Requested By CLIENT

Sudomission Count 0 23

Ca=gory INDUSTRIAL Mosificaiion Type ELECT

Psyment Detssis

Payment Advice No 53835

AED 10000 is resenved ©or Mis sudmission

Your a/aiiatie Pre-paid Balance | 1705450 AED

EEIES

A bar code will be generated with the request details and it will be displayed on the top right corner
of the confirmation page. The reference number of the request will be displayed just below the bar
code.

Department of Planning & Development U"‘s‘ .): PUEPSS NS S NN
Ports, Customs & Free Zone Corporation % 3ol Adlaldly o aall y o 30l aaeye
Gavemnment of Dubal Trakhees P e o o0
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Also the payment details for the request will be displayed towards the bottom of the page.

User Manual

Payment Details

Payment Advice Mo 33895

AED 1000.0 ie rezerved for this submizsion.

“our available Pre-paid Balance : 170645.0 AED

3.1.2.1.8 Payment Advice

User can click on the payment advice number to open the PDF document with the payment details.

AW £ & =
Nz 5 J<:>

2 el Halaitly o leadly Sl iz

GOVERNMENT OF DUBAI PORIS, CLUSTOMS & FRVE ZURE CORPURATIUN
PAYMENT ADVICE
Payment Advice # : 32895 PA Date: 08-May-2014
Client Name: Dec22
Dec22 Sl 2
Client ID: C-0008-774432 License #:

Departmental Remarks:

NOTICE:

Itis Mandatory for Customers to mention the correct Trakhees Client 1D {Eg: C-X - 111111) while depositing money in their Pre- Paid
Accounts, at Trakhees Cash Counters. This is to avod getting funds credited to incommect Pre- Paid Accounts and mutual

1 Servics Code : EMMS025

Service iption : CED Initiai CED Initial Modification Submission- B ]
Submission- NTL & TKS L-FZ NTL & TKS L-FZ

sr# Fee Coos Fee Description [ Fes Quantity Total

1 07025 CED - Inzal Modfication Submission - | CED - initial Modification Submission - il 1 $0C.OC

2 10047 RS - Inlial ModMcaton Submiselon - | EHS - iilial Moaicaton Submission - 500 1 0000

Tota! Service Fee 1,000.00

Grand Total (Payable Amount) - AED: I 1,000.00]

Note: The following modes of payment are aooeptes
A)Cash 5) Company/Managers Chague C) Direct Bank Transfer 1o
PCFC-Trakhees - HS5C Bank A/C (20-733334-003
IBAN - AE080200000020783334003

Print Date: 08-May-2014 Printed By:C-0008-774432122dec Source:MPS MPN-1226-1-GENPY

This is a computer generated Document and does not need signature and for stamp. Page 1of1

Porty, Custems & Free Zone Corporation U‘ﬁ“.): % aomtl2Ek gt jiaad s S0 Rasdn
PO Bax 2001, Db, Unitad Azeb Fnates Trakhees ¥ il gl Y s T s
‘Tek +971 # 555 6888 « . 9714 363 860 PSSl T NS NS 1 BVL LTI AN Bl VY E TN UM s
Web Site www peEae Department of Aanning & Davelopmert www.pedc.ac sl a3l
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3.1.2.2 PERMIT AMENDMENT

Once a modification permit request is submitted, the user can wish to amend the details that are submitted.
The user can do this by clicking on the permit amendment link under the modification services.

& Modification Services

= [ew Permit

= Permit Amendment

= Permit Revalidation
= Permit Revision
= Permit Cancellation

= Permit Completion

3.1.2.2.1Service Details
When a user clicks on the permit amendment link, it will open the service details tab by default.

This page displays a brief description of the services offered by the civil engineering Department . The user
can also view the service catalogue PDF document by clicking on the ‘Service Catalogue’ link.

Click on the ‘Initiate’ button to start the modification permit amendment process.
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GOVERNMENT OF DUBAI

Welcome - 22dec Service Details Selection Applicant Documents Confirmation

ﬂ Logout
Q.| CQuick Saarch
Service Name | please Sele ¥
Reguest No

4

Status

|

Home

Dashboard

Search Request

Modification Services

#
*
&  Inbox
Q
2
&

Meeting Appointment System

FAQs | Privacy Policy | Terms & Conditions

Service Description:

Friday, May 09, 2014 | 11:02 AM

£ % =

3 5ol Aatailly W slamtly S0 gt) Runya
PORTS, CUSTOMS & FREE ZONE CORPORATION

L

After issuance of the building complation certificate, any modification and fit-out works of the completed faciity
requires spproval on the proposed modification plsns, designs/drawings of the faciiity, by Trakhses. Approved
Modification Permit issusd by Trakhses enables the contractor to start the construction / fit-out works at site.

Service Catalogue

3.1.2.2.2 Selection
Clicking on the Initiate button will lead the customer to the selection tab.

el
Trakhees

¢

Copyright (c) 2010 Trakhees All night ressrves

User Manual

The user needs to enter the relevant permit number and the client ID in their respective fields. Please note
that both fields are mandatory.

After that the user needs to select the details that he wants to amend. This could be client details, contact
details or consultant details. The user can select one or more options. Click on the next button to move to the

next tab: ‘Applicant’.
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GOVERNMENT OF DUBAI

y —

3 pond! akailly Loy Silpt) deniaha
PORTS, CUSTOMS & FREE ZONE CORPORATION

el

Weicome : 22dec Service Details Selection Applicant Documents Confirmation

ﬂ Logout
Q. | Quick Search

Service Name | please Sele ¥

Request No
Status I
ﬂ Home

Y Dashboard

Q Inbox

Q | Search Request

@ Mcdification Services

&

Mesting Appointment System

FAQs | Privacy Policy | Terms & Conditions

* Permit No | I

'
O
i
=
(5]

Flasse select the details you want to amena.

Chent

el i
Trakhees

3.1.2.2.3 Applicant

Contractor Consuitant

(o [ [ o]

¢

Copyright {c) 2010 Trakhees Ali right resarvad

User Manual

The user can change the client details contractor details or consultant details in this page. Note that the
customer will be able to edit only particular detail or details that he has selected in the previous step. For
example, if the user has selected only client in the previous step, he will be able to edit only the client
details and not the contractor or consultant details.
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GOVERNMENT OF DUBAI
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&g f =

Jotar
3! Aakadlly o leadly Gilp] ania
PORTS, CUSTOMS & FREE ZONE CORPORATION

s

Weilcome : 22dec Service Details Selection Applicant Documents Confirmation

8 | Logout
Client Details:
Q | Quick Search
Servicz Name | _please Sele ¥ “hene e
Reguest No * Chent ID C-0008-774432 3
B = Mobile
Status
* Email Sagaya Egnitius@pcic.ae
# Home
Contractor Details :
Y Dashbosard
& | Inbox * Name CADD Emirates updated
Q, | Search Request = Contractor >
id C-F-004075
@ Modification Services
* Mobiie 0123 5
&  Meeting Appointment System
= Emai PCFCSysSupport@pcfc.ae

Consultant Details :

= Nams Aribz Motors FZD

* Consultant

C-0002-729075 * L

Ig

= Mobile

0123486777

10000

45-898999999999

20048

If the user needs to change the contractor or consultant, he can do so by clicking on the search icon next to
the name field. This will open the ‘Select User’ dialogue box. The user can search for a person or a company

if the user select person, then he can search by Name or Trakhees client ID or passport number.

Select User 4

® Person Y Company

W Mame ' Trakhees Client Y Passport No

If the user select ‘Company’ then he can search by Name or Trakhees client ID or License Number

33

=
E #ﬁ JEEL- Ports Customs & Free Zone Corporation



Trakhees Online Services User Manual

Select User *x

Y Person " Company

W Mame Y Trakhees Client 2 Licence No

Please note that after selecting the client/contractor/consultant details, the user can need to enter the
mobile phone number, telephone number and the e-mail ID manually.

After entering all the relevant data the user can click on the next button to go to the next tab: ‘DOCUMENTS’.

3.1.2.2.4Documents

Adding Documents

All supporting documents relative to the request should be uploaded in documents. Click on the Add
Document button and then select the document type from the drop-down list. And then click on the choose
file button to browse your computer and upload the respective document.

Please note that all documents are mandatory.
To remove a document once uploaded, click on the Red colour ‘REMOVE’ button to the right side.
Adding Drawings

Click on the ‘Add Drawings’ button to upload the drawing that is relevant to the modification plan. Mandatory
drawing type to be uploaded is the Utilities Layout Plan. Once the drawing type is selected, click on the
choose file button to browse your computer and select the appropriate drawing file.

To remove a drawing once uploaded, click on the red colour ‘REMOVE’ button to the right side.

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page
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Q | Quick Search

All documents with * must be uplosded.
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= Document T ‘ Upload document
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’ Drawing Type ‘ Upload Drawing ’ ‘
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ﬂ Logout

Q | Quick Ssarch

All documents with * must be uploaded.

Weicome : 22dec Service Details ) Selection ) Applicant | Documents | Confirmation

Fridsy, May 09, 2014 | 11:08 AM
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PORTS, CUSTOMS & FREE ZONE CORPORATION

Ll

Home

Dsshboard

SalEr et [ Document Type ’ Upload document l l

service Name | _please Sele ¥

Requast No MEAtlientt ¥ | choose File | T=st docx
X MEAcljant2 X | choose File | Test doox ® Remoe

Inbox Drawing Type ‘

Upload Drawing

Medification Services MPA contrsctor =2 ¥

#ft
*
@
Q | Search Reguest
2
&

Meeting Appointment System

You have used 0.04 MB cut of SO MB

MPA contractor 1 ¥ Choose File | Test.docx

NOTES

User Manual

1. User can upload documents and drawings of a maximum size of up to 150 MB.

2. Al documents with * are mandatory uploads.

3.1.2.2.5 Confirmation

The confirmation page displays all the request details that the user has entered.

The user can review all the details and make sure that the data entered is correct before he submit the request.
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User Manual

Towards the bottom of the page, there is a Remarks field where the user can enter any notes that is relevant
to the request that he is making. To submit the request the user need to click on the checkbox next to the
declaration. By checking this box the user declares that all the information that he had entered is correct.

Click on the submit button to submit the modification permit amendment request.
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3.1.2.3 PERMIT REVALIDATION

The objective of this process is to submit request for revalidating modification permit. An online user can
start this process by clicking on the permit revalidation link under modification services.

€ Modification Services
= New Permit

= Permit Amendment

= Permit Revalidation

= Permit Revision

= Permit Cancellation

= Permit Completion

3.1.2.3.1Service Details
Clicking on the permit revalidation link will open the service details tab by default.
This page contains a brief description of the modification permit service from Trakhees.

User can access the service catalogue of the civil engineering Department in PDF format by clicking on the
‘SERVICE CATALOGUE’ link. The user can start the modification permit Revalidation process by clicking on the
‘INITIATE’ button.

If the user wishes to terminate the process, he can do so by clicking on the ‘CLOSE’ button.
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a
Q

oD * »

=

Request No

Help®

GOVERNMENT OF DUBAI

Welcome : 22dec y y 5 :
Service Details Selection Documents Confirmation

Logout

Quick Search

Service Name | _Please Sele ¥

Home
Dashboard
Inbox

Search Request
Detailed Search
Generic Search
Modification Services
New Permit

Permit Amendment
Permit Revalidation
Permit Revision
Permit Cancellation
Permit Compietion

Meeting Appointment System

Service Description:

Friday, May 09, 2014 | 11:39 AM

£ % =

5 5o Zalailly wllasdly otal! Racusta
PORTS. CUSTOMS & FREE ZONE CORPORATION

After issuance of the building completion certificate, any modification and fit-out works of the completed facility requires
approval on the proposed medification plans, designs/drawings of the facility, by Trakhees. Approved Modification Permit
issued by Trakhees enables the contractor to start the construction / fit-out works at site.

Semice Catalogue

3.1.2.3.2Selection

User Manual

Enter the relevant permit number and then click on the next button to go to the next tab ‘DOCUMENTS’.
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He!pm Friday, May 09, 2014 | 11:39 AM
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GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
s
Welcome : 22dec
Service Details Selection Documents Confirmation
B8 Logout

Q | Quick Search *Permit No ‘ | ‘

Service Name | _Please Sele ¥

Status

# Home

p e

% | Dashboard

£ | Inbox

Q | Search Request
= Detailed Search
= Generic Search

@& | Modification Services
= New Permit
= Permit Amendment
= Permit Revalidation
= Permit Revision
= Permit Cancellation
= Permit Completion

& Meeting Appointment System

3.1.2.3.3Documents
Adding Documents

All supporting documents relative to the request shall be uploaded in documents. Click on the Add Document
button and then select the document type from the drop-down list. And then click on the choose file button
to browse your computer and upload the respective document.

Please note that all documents are mandatory.

To remove a document once uploaded, click on the Red colour ‘REMOVE’ button to the right side.
Adding Drawings

Click on the ‘Add Drawings’ button to upload the drawing is relevant to the modification plan. Mandatory
drawing type to be uploaded is the Utilities Layout Plan. Once the drawing type the selected, click on the
choose file button to browse your computer and select the appropriate drawing file.

To remove a drawing once uploaded, click on the red colour ‘REMOVE’ button to the right side.

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page
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Helpm Friday, May 09, 2014 | 11:39 AM
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GOVERNMENT OF DUBAI PORTS. CUSTOMS & FREE ZONE CORPORATION
Tl
Welcome : 22dec
Service Details Selection Documents Confirmation
8 Logout

All documents with * must be uplcaded.
Q | Quick Search

Service Name | _Please Sele ¥ ’ Document Type ‘ Upload document ’ ‘

Request No 4

# Home

‘ Upload Drawing I ]

“ | Dashboard
£ | Inbox
Q

Search Request

You have used 0 MB out of S0 MB

= Detailed Search

= Generic Search m
& | Modification Services

= New Permit

= Permit Amendment

= Permit Revalidation

= Permit Revision

= Permit Cancellation

= Permit Compietion

& Meeting Appointment System

To remove documents/drawings once uploaded, click on the red colour ‘REMOVE’ button to the right side.

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page

41 S
E #ﬁ === Ports Customs & Free Zone Corporation



Trakhees Online Services

Helpm Friday, May 09, 2014 | 11:39 AN
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GOVERNMENT OF DUBAI PORTS. CUSTOMS & FREE ZONE CORPORATION
Tt
Welcome : 22dec
Service Details Selection Documents Confirmation
8 Logout

All documents with * must be uploaded.
Q | Quick Search

Service Name | _Please Sele ¥ l Document Type ‘ Upload document | ]

Request No A MPR Temp Docun ¥ [ Choose File | Testdocx

Status :J MPR Temp Docun ¥ [ Choose File | Test docx

# Home

Y Dashboard

£ | Inbox

o |Eaan R Drawing Type ‘ Upload Drawing ‘ ]
& Detaied Search MPR Temp Drawir ¥ ‘Choose File | Untitied-1.png
= Generic Search MPR Temp Drawir ¥ \M] Untitled-1.png

@&  Modification Services

= New Permit
You have used 0.31 MB out of 50 MB
= Permit Amendment
= Permit Revalidation
= Permit Cancellation

= Permit Completion

&Y Meeting Appointment System

NOTES

User Manual

1. User can upload documents and drawings of a maximum size of up to 150 MB.
2. Al documents with * are mandatory uploads.
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3.1.2.3.4Confirmation

The confirmation page displays all the request details that the user has entered.

The user can review all the details and make sure that the data entered is correct before he submit the
request.
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Towards the bottom of the page, there is a Remarks field where the user can enter any notes that is relevant
to the request that he is making. To submit the request the user need to click on the checkbox next to the
declaration. By checking this box the user declares that all the information that he had entered is correct.

Click on the submit button to submit the Modification Permit Revalidation request.
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3.1.2.4 PERMIT REVISION

If the user needs to revise the information that he has entered while submitting a modification permit
request, he can do so by accessing Permit Revision link under the Modification Services

€ Modification Services
= New Permit
= Permit Amendment

= Permit Revalidation

Permit Revision

= Permit Cancellation

= Permit Completion

3.1.2.4.1Service Details
When a user clicks on the Permit Revision link, it will open the Service Details tab by default.

This page displays a brief description of the services offered by the Civil Engineering Department . The user
can also view the service catalogue PDF document by clicking on the ‘Service Catalogue’ link.

Click on the ‘Initiate’ button to start the modification Permit Revision process.
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3.1.2.4.2Selection

Enter the relevant permit number and then click on the next button to go to the next tab ‘Modification Info’.

Ha-lpm Frig:

¢, May 09, 2014 | 11:58 AM

TS £ % =
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PORTS, CUSTOMS & FREE ZONE CORPORATION

Welcome : 22dec Service Details Selection ) Modification Info ) Documents | Confirmation

a Logout

GOVERNMENT OF DUBAI

due

Q | Quick Search

Service Name | _please Sele ¥

Badk Ci Next
Request No -

Home
Dashboard
Inbox

Search Request

QLD X%

Modification Services

L]

Mesting Appointment System

il i
Trakhees

FAQs | Privacy Policy | Terms & Conditions Copyright (¢} 2010 Trakhsss All right ressrved

S

3.1.2.4.3 Modification Info

In this page the fields of resubmission, submission count, and requested by will be greyed out and the user
will not be able to edit these fields.
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hepd Friday, May 09, 2014 | 11:56 AM
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GOVERNMENT OF DUBAI PORTS. CUSTOMS & FREE ZONE CORPORATION
Ll
Welcome : 22dec
Service Details Selection Modification Info Documents Confirmation
8 Logout

Modification Details
Q | Quick Search

Service Name | _Please Sele ¥ Resubmission No Submission Count 1
Request No A * Category INDUSTRIAL v Requested By CLIENT
Status [:] * Modified P
Area{SQM)
Home * Modification Type
Dashboard
Inbox

Search Request

Modification Services

It © O D * »

Meeting Appeintment System

Select category from the drop-down list. The available options are industrial, landlords unit, retail &office
and temporary facilities.

* Category o
" Modied INDUSTRIAL
Area(SQM) LANDLORD'S UNIT

RETAIL & OFFICE

* Modification Type | TEMPORARY FACILITIES

Enter the modified area manually in square meters.

Modification type fields will be displayed according to the category selected by the user. The relationship
between these two fields are given in the below table.

Category Modification Type
Gypsum Tile Ceiling
Plumpin
Industrial ping
Electrical
HVAC
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Landlord's Unit Description

Office Retails Modification
Car Parking

GSM Tower

PP

Fitting

Park

Temporary Fire Fighting System
Facilities Ceiling

Retail & Office

Set the appropriate modification type by clicking on one or more of the check boxes and then click on the
NEXT button to go to the next tab.

3.1.2.4.4 Documents

Adding Documents

All supporting documents relative to the request should be uploaded in documents. Click on the Add
Document button and then select the document type from the drop-down list. And then click on the choose
file button to browse your computer and upload the respective document.

please note that all documents are mandatory.

To remove a document once uploaded, click on the Red colour ‘REMOVE’ button to the right side.

Adding Drawings

Click on the ‘Add Drawings’ button to upload the drawing that is relevant to the modification plan. Mandatory

drawing type to be uploaded is the Utilities Layout Plan. Once the drawing type is selected, click on the
choose file button to browse your computer and select the appropriate drawing file.

To remove a drawing once uploaded, click on the red colour ‘REMOVE’ button to the right side.
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Help® Friday, May 09, 2014 | 11:56 AM

7
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GOVERNMENT OF DUBA) PORTS. CUSTOMS & FREE ZONE CORPORATION
L
Welcome : 22dec
Service Details Selection Modification Info Documents Confirmation

8 Logout

Q | Quick Search

All documents with * must be uploaded.

Service Name | _Please Sele ¥ ‘ Document Type ’ Upload document ‘ ‘

Request No A

Status

Home ’ Drawing Type ’ Upload Drawing ‘ ’

Dashboard

Inbox

You have used 0 148 out of S0 B
Search Request

Modification Services

I ® 2D % »

NOTES

1. User can upload documents and drawings of a maximum size of up to 150 MB.
2. Al documents with * are mandatory uploads.

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page

3.1.2.4.5 Confirmation

The confirmation page displays all the request details that the user has entered.

The user can review all the details and make sure that the data entered is correct before he submit the
request.
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Towards the bottom of the page, there is a Remarks field where the user can enter any notes that is relevant
to the request that he is making. To submit the request the user need to click on the checkbox next to the
declaration. By checking this box the user declares that all the information that he had entered is correct.

Click on the submit button to submit the Modification Permit Revision request.
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3.1.2.5 PERMIT CANCELLATION

If the user wants to cancel a modification permit request that he has already submitted, he can do so by
clicking on the Permit Cancellation link under Modification Services.

€ Modification Services
= New Permit
= Permit Amendment

= Permit Revalidation

= Permit Revision

= Permit Cancellation

= Permit Completion

3.1.2.5.1 Service Details
When a user clicks on the Permit Cancellation link, it will open the Service Details tab by default.

This page displays a brief description of the services offered by the Civil Engineering Department . The user
can also view the service catalogue PDF document by clicking on the ‘Service Catalogue’ link.

Click on the ‘Initiate’ button to start the modification Permit Cancellation process.
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3.1.2.5.2 Selection
Enter the relevant permit number and then click on the NEXT button to go to the next tab ‘DOCUMENTS’.

Helpm Friday, May 09, 2014 | 12:06 PM
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GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
Tl
Weicome : 22dec Service Details Selection Documents Confirmation
ﬂ Logout

Q. | Quick Search

*Permit No

Service Name | plegse Sele ¥

equast No
Status I
# Home
% Dsshboard
Q Inbox
Q | Search Request
@ Modification Services
& Mesting Appointment System

el A
Trakhees Q

FAQs | Privacy Policy | Terms & Conditions Copyright {c) 2010 Trakhees Ali nght reserved

3.1.2.5.3 Documents

Adding Documents

All supporting documents relative to the request shall be uploaded in documents. Click on the Add Document
button and then select the document type from the drop-down list. And then click on the choose file button
to browse your computer and upload the respective document.

Please note that all documents are mandatory.
To remove a document once uploaded, click on the Red colour ‘REMOVE’ button to the right side.
Adding Drawings

Click on the ‘Add Drawings’ button to upload the drawing is relevant to the modification plan. Mandatory
drawing type to be uploaded is the Utilities Layout Plan. Once the drawing type the selected, click on the
choose file button to browse your computer and select the appropriate drawing file.

To remove a drawing once uploaded, click on the red colour ‘REMOVE’ button to the right side.
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Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page

peed Friday, May 09, 2014 | 12:07 P}
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GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
dasm
Weicome : 22dec Service Details Selection Documents Confirmation
8 | Logout

All documents with * must be uploaded
Q| Quick Search

: Document T ’ Upload document ’ ‘
Service Name | _please Sele ¥ e Y

Request No

3
‘ Drawing Type ‘ Upload Drawing ’ ‘
# Homs T
© Add Drawing
% | Dashboard
Q Inbox You have used 0 MB out of 50 MB
Q | Search Request
& Meeting Appointment System
- -
e Q
Trakhees
FAQs | Privacy Policy | Terms-& Conditions Copyrnght () 2010 Trakhzes All night reserveg

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page
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GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
el
Weicome : 22dec Service Details Selection Documents Confirmation
ﬂ Logout

All documents with * must be uplosded.
Q | Quick Search

Servios Name | _piease Seke ¥ I Document Type I Upload document ‘ ‘
Reguest No MPC Temp Doct ¥ | Choose File | Test docx

4 = I

MPC Temp Doct ¥ Choose File | Test.docx

# Home )
Y% Dashboard
& | Inbox ’ Drawing Type ‘ Upload Drawing ‘ ‘
Q | Search Reguest MPC Temp Draw ¥ ‘Choose File | Untitled-1.png
@ | Modification Services - MPC Temp Draw ¥ E—hoose File_ Untitled-1 png
&  Meeting Appointment System

You have used 0.31 MB out of 50 MB

L Jooe [ oor [ e

el A
Trakhees \Q/

FAQs | Privacy Folicy | Terms & Conditions Copynght (c} 2010 Trakhess All nght reserved

NOTES

1. User can upload documents and drawings of a maximum size of up to 150 MB.
2. Al documents with * are mandatory uploads.

3.1.2.5.4 Confirmation
The confirmation page displays all the request details that the user has entered.

The user can review all the details and make sure that the data entered is correct before he submit the
request.
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User Manual

Towards the bottom of the page, there is a Remarks field where the user can enter any notes that is relevant
to the request that he is making. To submit the request the user need to click on the checkbox next to the
declaration. By checking this box the user declares that all the information that he had entered is correct.

Click on the submit button to submit the Modification Permit Cancellation request.
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3.1.2.6 PERMIT COMPLETION

If a user wants to complete a modification permit request that he has already started, he can do so by
accessing the permit completion link under the modification services.

@ Modification Services
= MNew Permit
= Permit Amendment
= Permit Revalidation
= Permit Revision

= Permit Cancellation

= Permit Completion I

3.1.2.6.1 Service Details

When a user clicks on the Permit Completion link, it will open the Service Details tab by default.

This page displays a brief description of the services offered by the Civil Engineering Department . The user
can also view the service catalogue PDF document by clicking on the ‘Service Catalogue’ link.

Click on the ‘Initiate’ button to start the modification Permit Completion process.
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3.1.2.6.2 Selection
Enter the relevant permit number of and then click on the NEXT button to go to the next tab ‘APPLICANT’.

Heipm Frday, May 09, 2014 | 12:10 PM
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GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
)
Welcome : 22dec
— Service Details Selection Applicant Completion Info Documents Confirmation
B8  Logout
Q, | Quick Search = Parmit No

Service Name | _please Sele ¥

Dsshboard

Inbox

Modification Sesvices

*
&
Q  Search Request
el
&

Meeting Appointment System

! Q

Trakhees

FAQs | Privacy Policy | Terms & Conditions Caopyrnght () 2010 Trakhaes All night reservad

3.1.2.6.3 Applicant

User can change the client details contractor details or consultant details at this page.
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Halpm

GOVERNMENT OF DUBAI

Welcome : 22dec

ﬂ Logout

Q, | Quick Search
Service Name | _plegse Sele ¥
Reguest Mo
=

Home:

Dashboard

Inbax

Search Reguest

Medification Services

E 8 2D % >

Meeting Appointment System

Service Details Selection Applicant
Client Details:

* MNames DeciZ

™ Client 1T C-0008-7T74432

* Mobile

* Email Sagaya. Egnitivsf@pefc.se

Contractor Details :

" Mams CADD Emirates updsted

* Contractor

C-F-004075

= Mobile

* Email PCFCSysSupport@pcic.as

Consultant Details :

* Mams Ariba Motors FZD:

- Fon=u= ¢ ooua-720075

= Mobile

* Email PCFCSysSupport@peic.as

Completion Info

* License #

= Telephons

* License &

* Telephons

* License &

* Telephons

Documents

Friday, May 05, 2014 | 12:11 PM
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Confirmation

0123458777

10000

45-898599995559

20048

04-3335384

(e ] Lo T e

User Manual

To change a client details click on the search icon next to the name field under section client details this will
open the Select User dialogue box. User can search for a person or a company in this dialogue box. If person is
selected, then the available search criteria are Name, Trakhees client ID and Passport Number

'® Parson

I O Name

=) Company

) Trakhees Client -

'Passport No

y

57

=
E #ﬁ JEEL- Ports Customs & Free Zone Corporation



Trakhees Online Services
3.1.2.6.3.1 Choose Client
If the user is searching for a company than the available search criteria are Name,
License Number

User Manual

Trakhees Client ID and

" Person '® Company

) Mame ) Trakhees Client ) Licence Mo

Select User ®

V

3.1.2.6.3.2 Choose Consultant/Contractor

User can search for a consultant or a contractor details by clicking on the search icon next to the name field
under sections consultant details/contractor details. This will open the Select User dialogue box. User can
search for a consultant or a contractor by Name, Trakhees Client ID or License Number

' Mame ) Trakhees Client ) Licence Mo

Select User ®

A

Note that the user can have to enter the mobile phone number, telephone number and e-mail ID manually.
Once all the required changes are made in the Applicant tab, click on the NEXT button to go to the next tab.

3.1.2.6.4 Completion Info

The Fields in this page are:
Accredited Site Inspector, telephone number and mobile phone number.
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Helpm Friday, May 08, 2014 | 12:11 PM

N2 o W g % =

. Vv
s 3yl alailly s slasly Silpl! Runica
GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
Syl
Welcome : 22dec ; " : s 5 :
Service Details Selection Applicant Completion Info Documents Confirmation
8 Logout

Q | Quick Search
* Accredited Site Inspector

Service Name | _Plegse Sele ¥

Telephone IMobile
Reguest No 4
Status Close Next

Home
Dashboard
Inbox

Search Request

Modification Services

& O D % »

Meeting Appointment System

Once all the required information are entered into this Page, click on the NEXT button to go to the next tab

3.1.2.6.5 Documents
Adding Documents

Al supporting documents relative to the request shall be uploaded in documents. Click on the Add Document
button and then select the document type from the drop-down list. And then click on the choose file button
to browse your computer and upload the respective document.

Please note that all documents are mandatory.
To remove a document once uploaded, click on the Red colour ‘REMOVE’ button to the right side.
Adding Drawings

Click on the ‘Add Drawings’ button to upload the drawing is relevant to the modification plan. Mandatory
drawing type to be uploaded is the Utilities Layout Plan. Once the drawing type the selected, click on the
choose file button to browse your computer and select the appropriate drawing file.

To remove a drawing once uploaded, click on the red colour ‘REMOVE’ button to the right side.

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page
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Helpm Friday, May 09, 2014 | 12:11 PK

5 st Aalaitly o Lasdly Silght Aumsahn

All documents with * must be uploaded.
Q | Quick Search

Service Name | _Please Sele ¥ ‘ Document Type ‘ Upload document I l

Request No )}
Status [:]

# Home ‘ Drawing Type ‘ Upload Drawing ’ ‘
% | Dashboard if Drawing

£ Inbox

ol Reduest You have used 0 MB out of S0 MB

@  Modification Services

&Y Meeting Appointment System

GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
sl
Welcome : 22dec : 8 ; ; : 2
Service Details Selection Applicant Completion Info Documents Confirmation
8 Logout

User Manual
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Helpm Friday, May 09, 2014 | 12:11 P

AN g N =

5 o1 Zalaitly ety Gl Runha

GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
s
Welcome : 22dec
Service Details Selection Applicant Completion Info Documents Confirmation
8 Logout

All documents with * must be uploaded.
Q | Quick Search

Service Name | _Please Sele ¥ ‘ Document Type l Upload document ‘ ’
Request No -\ MCN Temp Docun ¥ |W(‘3hooseVF‘i7I;| Test.docx ® Remove
Status C ] MCN Temp Docun ¥ oo EaEE] Tast docx ® Remove
Al
Y  Dashboard
£3 | Inbox
Drawing Type ’ Upload Drawin ‘ ’

Q | Search Request ’ 9 yp P 9

MCN Temp Drawir ¥  File | Test d ®R 2]
@® | Modification Services | Choose File | Testdocx
& Neeting Appointment System MENTemD Diawiry | Choose File | Testdocx @ Remove

You have used 0.04 MB out of 50 MB

(o ] e Lo | oo
NOTES

1. User can upload documents and drawings of a maximum size of up to 150 MB.
2. Al documents with * are mandatory uploads.

Once all the required documents and drawings are uploaded click on the preview button to go to the
confirmation page

3.1.2.6.6 Confirmation
The confirmation page displays all the request details that the user has entered.

The user can review all the details and make sure that the data entered is correct before he submit the
request.
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Towards the bottom of the page, there is a Remarks field where the user can enter any notes that is relevant
to the request that he is making. To submit the request the user need to click on the checkbox next to the
declaration. By checking this box the user declares that all the information that he had entered is correct.

Click on the submit button to submit the Modification Permit Completion request.
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3.1.2.7 Common Features of all Modification Services Pages

3.1.2.7.1Navigation
1. A User can go back to the previous tab in any Modification Services page by:

(i) By clicking on the button

(ii) By clicking on the appropriate Tab name in the Navigation bar on the top (please see the image below)

Service Details Applicant Location Modification Info Documents Confirmation

2. A User can go to the next tab in tab in any Modification Services page by clicking on the m button.

Close
3. A User can terminate the current process at any time by clicking on the button. On clicking the
Close button, user will be prompted to confirm the action (Please see the image below).

Do you want to return to home page. The information you have

entered will be last
| 0K Cancel

3.1.2.7.2 Save as Draft

Save

A user can save his/her current Modification Services Request at any point by clicking on the -
button. This will save the current request as a Draft so that they can review and complete the request at a
later time.

On successful saving, Application will display a Success message and provide the user with a Reference
Number. (Please see the image below)

Success

6 Your Modify Permit Request is saved as Draft. Reference no: 984

3.1.2.7.3 Accessing a Saved Draft

Once a Request is saved as a Draft, the user can access it again by clicking on the ‘Draft’ Link in the ‘Tasks
Awaiting My Action’ section in the Dashboard.
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E? Tasks Awaiting My Action More Info

Status Count
Reschedule Meeting 8
Resubmit EN 3
Morelnfo EN 13
More Info MAS -

Draft EN 12 I

Clicking on the Draft link from Dashboard will open the list of Tasks awaiting action by the online user.
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a Logout RelNo Date ClientName RequestType Locatior PlotNo Statun AssignedTo  Action
1 720 S027N14 s MPYN raft EN 220 Viow
Q  Quik Search
&0l WO2014 Decs MPN Jrall EN 2208 Viaw
ance Namw  Pisgse Select v ay S0N014 INFZ Iraft EN 22dac Vaw
e |« aga MPA IAS T g = |
5 B4 ) 114 MPN 1A i it EN 229 Veaw
=
. ) | i EN 224 View
& Home A1 1l § i EN 220 Vo
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Q  Search Reguest c
- 14 MRV 1 ift EN ¥ aw
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Pags 1 1200 t
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User can identify the particular draft he wants to open by checking the Reference number on the first column.
The user can then open that particular Draft by clicking on the ‘View’ link on the extreme right hand side of
the same row.

NOTES

1. The saved Draft will be opened directly to the tab (Applicant, Documents etc.) where the user saved it the
last time.

2. User can save the same Request any number of times.

3. |If there are a large number of Drafts saved, the Tasks table might have several pages. User can go to the
next page by clicking on the next button or by typing in the page number at the
Pagination field towards the bottom of the Tasks table.(Please see the image below)

Page 1 of1
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3.1.3 Meeting Appointment System

A User can schedule a meeting with the CED staff using the Meeting Appointment System. A user can also
reschedule or cancel an already scheduled meeting using this system.

3.1.3.1Create New Meeting
& Meeting Appointment System [

= New Request

= View All Requests

To schedule a new meeting with the CED staff, click on ‘Meeting Appointment System’ on the left sidebar and
then click on the ‘New Request’ link.

This will open the New Meeting Request Form (Please see the image below).

Helpm Sunday, May 11, 2014 | 10:28 AM

5 3o Ralaidly )Ll G3lgt! dumsca

GOVERNMENT-OF: DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
Inpl
Welcome : 22dec
Meeting Request Form
8 Logout
Q | Quick Search Transaction No Requested By 22dec
seivice Hame | -Please Sele. ¥ * Department -Please Select- v = Section -Please Select- v
Request No Purpose [Select options ] Service [Select options ]
) Roles [Select options ] Reference o
Status Notes
v
Home Status REQUESTED
Dashboard * Meeting Date * Time Slots v

o L e

Search Request

Modification Services

o 0D %

Meeting Appointment System

The User will need to input the following parameters to submit a new Meeting Request.
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I
1.
.
V.
V.
VI.
VII.

Department (*)-Select the Department from the drop down list

Section (*)-Select the Section from the dropdown list

Meeting Purpose- Select the Meeting Purpose from the available list.

Service - Select the Service from the available list.

Roles - Select the Roles from the available list.

Reference No - Enter the Reference number of the relevant Modification Permit requests made.
Notes - Enter Notes if any.

Note1: Depending on department and section selected, the available dates and timeslots are displayed.

Note 2: If a time slot is NOT taken up by another meeting appointment request (not selected by any meeting
in Requested/Approved/Reschedule/More info status), it is said to be available.

i. Meeting Date (*) - Select the desired Meeting Date from the calendar
ii. Time Slot (*) - Select a Time slot from the drop down list.

NOTE: All fields marked (*) are mandatory.

Once all the detailed are provided, click on the ‘Submit’ button to submit the Meeting Request to the Back
Office.

The meeting request will get a ‘Transaction No’. The status of the request is now “Requested”. The form is
displayed to the user with these details. (Please see the image below)

Help® Sunday, May 11, 20141 10:33 AM

CASGSa g W% =

5 ol Aalaidly ol lamdly G3lgkl damacn

GOVERNMENT OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
Za
Welcome : 22dec
Meeting Details
8 Logout
Q | Quick Search Transaction No €83 , || Reauested By 22dec )
Department Adminl . Section Admin
Service Name | -Please Sele ¥ “ 4
Purp vice
Regquest No a urpose 4 Service y

i S ) s A

Notes

Home )
S REQUESTE

Dashboard Status REQUESTED 4
Meeting Date 2014-05-28 7 Time Siot 13:00-13:30 4

Search Request Cancel Request Reschedule Request

Modification Services

#
*
£ | Inbox
Q
e
=

Meeting Appointment System
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3.1.3.2 Cancel Meeting

&Y Meeting Appointment System B

= New Request

I = View All Requests

To Cancel a scheduled meeting, click on the ‘Meeting Appointment System’ on the left sidebar and then click
on the ‘View All Requests’ link.

This will open all meetings scheduled by the online user in a calendar view. (Please see the image below).

]
b{. Al 1 b ke Adaiworid.an 30 s v senc eresl s inastngegeat s 0 - 2 © x[ L, Teddhem - ianacem | "o
Fe EM Ven Ferio Tooh Hey
W Sugpened e (30 W fugpennt S 5w @) Wk Sler Gty = [l Suggented Sae B8 -0 s hpe Sdaye Tek~ @
B tepnr
o o May 2014 month  weok  doy

Q  Oukck Seamh

Seris Marve | -DVease 1:.3».";-
1
.
et
1nen
¢ s - Y s
S B it
Moshcathn Seniins
Moatng Appormment System
" 12 13 "® 129 \ 1
. . - "
19 1% 19 2 2 s
v b i

E C P D %

Elc(e( [ .[3] [@90[F/Q[m[a]s[w]

All the meetings will be displayed following color code:
1. Approved - Green
2. Requested - Blue
3.
4. Rejected- Red
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When user clicks on any of the meetings, the respective meeting details will be displayed on the screen.
(Please see the image below)
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Form is displayed to the user which will show all the details about the meeting request. (Screen 2.a.i)
Cancel Meeting buttons will be enabled only if:

Meeting is at least 2 days later than today.

Meeting is not cancelled/rejected/approved.

The User does not need to input any values in this screen.
Click on the ‘Cancel Request’ Button to cancel the selected Meeting.
A ‘Confirm Cancel’ dialogue box will be displayed to the user. (Please see the image below).

Confirm Cancel

2 Do you want to cancel the meeting?

Once user hits “OK”, the request is cancelled.

The status is changed from “Requested” to “Cancelled”. Details are shown to the user on the screen.
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3.1.3.3 Reschedule Meeting

User will have an option to reschedule the meeting in case the user is not available for the particular
schedule. User can reschedule a meeting when the meeting is in requested and approved status.

To reschedule a scheduled meeting, click on the ‘Meeting Appointment System’ on the left sidebar and then
click on the ‘View All Requests’ link.

User Manual

This will open all meetings scheduled by the online user in a calendar view. (Please see the image below).
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All the meetings will be displayed following colour code:

1. Approved - Green
2. Requested - Blue
3.

4. Rejected- Red

When user clicks on any of the meetings, the respective meeting details will be displayed on the screen.

(Please see the image below)
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User Manual

Click on the ‘View’ link towards the right side of a request that needs to be rescheduled. This will open the
Meeting Request Reschedule Form for the corresponding request.(Please see the image below)

@

Help

R AT

GOVERNMENT OF DUBAI

Sunday, May 11, 2014 | 10:41 AN

£ % =

3 ol Qalailly alLasdly Sitall duaha
PORTS, CUSTOMS & FREE ZONE CORPORATION

ol
Welcome : 22dec
Meeting Request Reschedule Form
8 Logout
T s 08 - nn
Q | Quick Search Transaction No 608 4 Requested By 22dec >
* Department Demo Department Section Sectiorn Demo
Service Name | -Please Sele ¥ % s
A d v
Purpose Demo Servi Sexvice Demo
Request No 2 Purpose B s D y
< -
Status Roles Role Demo 4 Reference No =
Notes Change time to: Slot ID: 2 From: 039:00:00 to >
# Home [O<20+00 Daras 12/08/2014 %
EOUESTE
+ | Dashboard Status REQUESTED
Inbox Meeting Date 2014-068-10 Time Slot v

Search Reguest

Modification Services

L © o5 D

Meeting Appointment System

The user will be able to edit only the Meeting Date and Timeslot fields. All other fields are non-editable.

Select the new Meeting Date and the new Timeslot for the meeting and click on the Submit button to submit
the Reschedule Meeting Request to the back office and the confirmation screen will be displayed to the online

user. (Please see the image below)
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Welcome : 22dec

Logout
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& 2D * B

e Name | -Please Sele ¥
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Home

Dashboard

Inbox

Search Request
Modification Services

Meeting Appointment System

Meeting Details

Transaction No

Department

Purpose

Roles

Notes

Status

Meeting Date

808

N

Demo Department
Purpose Demo

Role Demo

EN IR 1%

Change time to: Slot ID: 2 From: 09:00:

Requested By
Section
Service

Reference No

N3N N0 DNaras 12/08/90%4

REQUESTED 7

2014-05-26

Cancel Request

User Manual

Sunday, May 11, 2014 | 10:43 AM
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Section Demo

Service Demo

00 to:
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User will be able to see updated date and time slot. Request status now will be “Requested” and the old
meeting request will be in cancelled status.
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3.1.4 Inbox

The User can view all the Requests made by him in the Inbox page. User can access the Inbox by clicking on
the ‘Inbox’ link on the left sidebar. This will open all Modification Permit Requests and Meeting Requests that
he have made in a table format. (Please see the image below)

Help[D Sunday, May 11, 2014 ] 10:48 AM
XRS i ” Q‘
s £ W s
DY
e 5l Zaladlly slasdly Gilal] dunnia
GOVERNMENT OF DUBAI PORTS. CUSTOMS & FREE ZONE CORPORATION
Tt
8 Logout Refllo Date ClientName = RequestType Locatiol PlotNo  Status AssignedTo  Action
il e 1| 729 |05/022014,  Dec22 MPN DraftEN 22dec View
2 | 582 |0504/2014 MAR Re,fc'“fd“'e 22dec View
Service Name | _Plgase Sele ¥ R‘\ e mgAt
3 | 1180 |05/01/2014 MPN gsUbIN 22dec View
Request No 2 EN
4 1200 05/02/2014 MPN Morelnfo EN 22dec View
Status :] 5 | 1201 |05/02/2014 MPN Morelnfo EN 22dec View
i 6 | 1192 | 05/02/2014 MPN Morelnfo EN 22dec View
7 | 487 | 05/02/2014 MAR Marelnfo EN 22dec View
X | Dashboard 8 | 1207 |05/0212014 MPN JAFZ | drew |MorelnfoEN|  22dec View
£ | Inbox 9 | 1181 |05/01/2014 MPN RESE"'I;‘”‘" 22dec View
Q  Search Request 10| 1181 |05/01/2014 MPN RESEL;:"“" 22dec View
©  Modification Services 11| 569 |05/02/2014 MAR 22dec View
, ) 12| 569 |05/02/2014 MAR 22dec View
& Meeting Appointment System
13 575 050202014 MAR Marelnfo EN 22dec View
14| 577 |05002/2014 MAR Marelnfo EN 22dec View
15| 578 |05/02/2014 MAR Morelnfo EN 22dec View
16 579 05/02/2014 MAR Morelnfo EN 22dec View
17| 579 |05/02/2014 MAR 22dec View
18| 531 |05/02/2014 MAR 22dec View
19| 532 |05/02/2014 MAR 22dec View
20| 583 050212014 MAR 22dec View
¢ l »
Page| 1 |of3 » = View 1-20 of 49

User can view the details of any request by simply clicking on the corresponding ‘View’ link towards the right
side.

Only 20 requests will be listed in a single page. If there are more than 20 requests, it will be displayed in
different pages. User can access the next page by clicking on the next button or by typing in the page number
in the Page field. (Please see the image below).

Page 1 of3 » » View 1 - 20 of 49
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3.1.5 Quick Search

User Manual

User can access the status of any Request easily through the Quick Search function. It can be accessed from

the Quick Search link on the left sidebar. (Please see the image below)
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FORTA CLATOMS & FREX ZONE CORPORATION

User can select service type from the “Service Name” select box under Quick Search in the menu. User can
enter the transaction number in the “Request No” text box and then hit the Search icon to search for the

status.

The search is conducted on the back office database for the entered transaction Id for selected Service Name.
The back-office status returned is mapped to user friendly online status and displayed in the “status bar”.
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Example 1: Invalid Request No/Service Name

Q,  Quick Search

Service Name | Modification P -

Request No 1206 _'}

No Mappin
Status Fnundpp g

Example 2: Modification Permit Request in More Info status

Q, | Quick Search

Service Name | Modification P -

Request No 1200 _'}

Status Morelnfo EN

Example 3: Modification Permit Request in ‘In Progress’ status

Q Quick Search

Service Name | Modification P -

RequestNo | 1205 =

Status In Progress
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3.1.6 Detailed Search

The User can search for the details of a Modification Permit Request through the Detailed Search function.
User selects “Detailed Search” option from “Search Request” on the menu.

Q, Search Request B

= Detailed Search

= (Generic Search

The user is provided with the form to enter search criteria.

Help[z] Sunday, May 11, 20141 11:29 AM
B B % s
Sl TR
> -
\_}.>V y
A 330l Ralashby o shasdly Sslaki Rescsh e
GOVERNMENY OF DUBAI PORTS, CUSTOMS & FREE ZONE CORPORATION
=
Welcome : 22dec
Please enter the details to view the Req t:
8 Logout
Q | Quick Search Permit No Request Status -Please Select- v
Service Name | -Please Sele ¥ From Date To Date
Reguest No °N

Db :] Export To Excel | Export To PDF m

Modification Services

8 | rome
* Dashboard Process Transac Status ﬁg::et Contractor Name Consultant Name Business Unit
£ Inbox < - : . i : ‘ -
Q  Search Request Page| 1 |of0Q *» = No records to view
8
=

Meeting Appointment System

There are 4 Filters available in the Search form. They are

1. Permit No - Enter the Permit No

2. Request status - Select the status from the drop down list. Please see the below image to check the
available list of statuses.
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-Please Select- \d

-Please Select-

Cancelled
Requested
Approved
Submitted
Pending Payment
In Progress
Complated
Rejocted
More Info MAS
Draft EN
Moreinfo EN

1 Resubmit EN
Reschadule Meeting

3. From date - Select the Date from the calendar
4. To Date - Select the Date from the calendar

All the search filters are optional. User may enter the filters if needed, and hits Mbutton. The search
is conducted on the back office database and results are displayed in the form of grid (search result table).
Right now the search is limited to MPS transactions.
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e
Welcome : 22dec
Plaase antar the Oetails 10 vew the Reques! :
8 Logout
Q  Quck Sawch Formit he e Requeat Sintes " Erogrees v
..... # e Ploace Sale * ot Date 5 ‘ Tu Dete ‘
Nequant 1 \
#* Home
% | Dasntoard Process Transac Status :;:'::: C.;;‘v::::,ci CM"::’::'" 5"3 BSS | ocatior Bubding Plot Uit No
& | Invox . E conomic

1 MPN 1205 Dec
Q | Search Request World

8  Moahcation Servces
Page | 21 View 11010

& Mesong Appointment Systam

User can perform the following operations on the search results:
1. Sorting the results.

2. Navigate from pages to pages.

3. Click on the view link to open the details of the transaction.
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Frepaat Trr Farerd

Note1: User can hit button and the search results will be exported to excel report.

Note2: User can hit ISl button and the search results will be exported to PDF report.

Note 3: User can hit mbutton and the filters on the form will be cleared off.
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3.1.7 Generic Search

The User can search for the details of a Request through the Generic Search function. User selects “Generic
Search” option from “Search Request” on the menu and the user is provided with the form to enter search
criteria.

Q  Search Request B

= Detailed Search

= Generic Search

The user is provided with the form to enter search criteria.

"lt.m 42 AN

X ' 2 E a3,
\—)-> b"‘:}g 3 et Raaltly uﬁ.‘r’ﬁ:::

COVERNMEINT OF DURAN PORTS CUATOVS & FREE 20N CORPORATION

ﬂ Logout

Q | Ouek Saarc Faces fo Awguenl Stalun Fwane Sawc v

L

Plosse enter the Getals L0 view the Request :

ervoe fiome | Plagse Sgie v

Status Expott To Excel Expodt To POF

8o
w Dashboarg

hzznﬂn Transac, Submiss S‘{“”“ Status Busines Locatior  Plot  Bulking Unit No Chant e
G | Inoon sarvice W0  Dote  Cycle unit TieK 1D
Q  Searon Request o i >
$ Moomcation Serdces Page otl . Yo mennds B omw
& Meeling Appointment Systeen

There are 4 Filters available in the Search form. They are

1. Permit No - Enter the Permit No
2. Request status - Select the status from the drop down list. Please see the below image to check the
available list of statuses.
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-Please Select- .

-Please Select-

Cancelled
Requestec
Approved
Submitted
Pending Payment
In Progress
Complated
Rejocted

More Info MAS
Draft EN
Moreinfo EN
Resubmit EN
Reschadule Meeting

3. From date - Select the Date from the calendar
To Date - Select the Date from the calendar

User Manual

All the search filters are optional. User may enter the filters if needed, and hits mbutton. The search
is conducted on the back office database and results are displayed in the form of grid (search result table).
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User can perform the following operations on the search results:

1. Sorting the results.
2. Navigate from pages to pages.

3. Click on the view link to open the details of the transaction.

User Manual

All the advice information is shown as sub-grid on the result. User can click the small + button on the list to
open the sub-grid.(Please see the below image)
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My Requests =]

Trakhee:
CED
Senvice

Transac Submiss Submiss
Cycle

Type *
SRV

Ho

1304

Date

PA No
33887

1

Busines
Status Unit
Online Economi
Applicatic Zones
Review | World

Amount

1000

L

| »

1383

1382

1381

1390

1389

1388

1387

1

Online Economi
Applicatic Zones
Review | World
Online Economi
Applicatic Zones
Feview | World
Online Economi
Applicatic Zones
Review | World
Online Economi
Applicatin Zones
Review | World
Online Economi
Applicatii Zones
Review | World
Online Economi
Applicatic Zones
Review | World
Online [Economi
Applicatic Zones

BEeoview | Wnrld

Locatior

Plot

0123456

0123456

122131

122131

0123456

12213

122131

122131

Building Unit No

Client
TRKID

C-0009-
774432

C-0009-
774432

C-0009-
774432

C-0009-
774432

C-0009-
774432

C-0009-
774432

C-0009-
774432

C-0009-
774432

Ma

De

Note1: User can hit

Note2: User can hit

Fepard Ton Farl

Fxport Tn PNE

Note 3: User can hit mbutton and the filters on the form will be cleared off.

button and the search results will be exported to excel report.

button and the search results will be exported to PDF report.

User Manual
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User Manual

The very purpose of this document is to provide users with instructions on how to use the CED Services

from mobile.

The user guide includes instructions for how to use the services for

Building Permit-Structural Revision
ConceptDesign-New
TowerCrane-New

Pole-Revision

Storage Tanks-New

Storage Tanks-Amendment
Machinery Foundations-New
Machinery Foundations-Amendment
Compound Wall-Amendment

Trial Pits-New

Demolition and Removal-New
Change of Consultant-New

Building Permit-Architectural
Revision

Building Permit-Grading / Paving and
Leveling

Grading/ Pavingand Leveling-
Revision

Grading/ Paving and Leveling-
Amendment

Grading/ Pavingand Leveling--None-
Design Control Regulations-New
Compound Wall-New

Compound Wall-Revision

Retaining Wall-New

Retaining Wall-Revision

Suspension of Ongoing Works-New
Temporary Usage of Plot-Amendment
Notice-New

Copy of Documents - Structure-New

Copy of Documents - Architecture-
New

Copy of Documents - Quality-New
Copy of Documents - Planning-New
Miscellaneous Service-New
Change of Contractor-New
Piling-Revision

Shoring-Revision

Soil Investigation-Revision
Mobilization -Revision
Mobilization-Revision

Concept Design-Revision

83
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Shaded Parking-New

Shaded Parking-Revision
Landscaping-New

Pole-New

Site Laboratory Certification-New

Copy of Documents - Modification-
New

Copy of Documents - Inspection-New
Copy of Documents - Completion-New
Mobilization -New

Change of Consultant/Contractor-
New

Trial Pits-New

Building Permit-Revision
Temporary Usage of Plot-Revision
Temporary Usage of Plot-Revalidation
Raft Foundation-New

Marine NOC-New

Raft Foundation-Revision

Third Party Approval-New

Third Party Approval-Amendment
Temporary Usage of Plot-New
Piling-Amendment

Soil Investigation-New

Grading/ Pavingand Leveling-New
Concept Design-Amendment
Exceptional Study-New

Building Completion Certificate -
Partial-New

Building Completion Certificate -
Final-New

Modification Completion Certificate-
New

Infrastructure Compleition Certificate-
New

Marine Compleition Certificate-New
DEWA Temporary Connection-New
Structural Inspection-New
Refundinspection-New

Project Status Inspection-New
Shoring-New

Shoring-Amendment

Soil Improvement-Revision
Excavation-New

Concept Design-Revalidation
Shaded Parking-Amendment
Landscaping-Revision

User Manual
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e landscaping-Amendment

e Building Permit-Amendment

e Building Permit-Architectural Revision
e PostTension-Revision

e Pole-Amendment

e Storage Tanks-Revision

e Machinery Foundations-Revision
e Retaining Wall-Amendment

e Piling-New

e Soil Improvement-New

e Dewatering-New

e PreliminaryTestPile-New

e PostTension-New

e BuildingPermit-New

e Building Permit-Revalidation

e Building Permit-Amendment

All the CPR services are listed in a single CPR menu page, where user has the option to filter and select the
service he wants to use by Service Name, Type or Category.
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3.1.8.1 Accessing CPR Services
To access this service follow the below given steps:
e Login to the application
e From the home screen click on “CED Online Services” in the left side menu.

e All the available service categories for CPR services (Building NOC, Marine, General NOC etc.),
will be listed as left side menu item.

Haip (@ Vednanday. August

=V B L

GOVERNMENT OF DURAY PORTS CUSTOMY & FRLL ZOME CORPORATION

Youare s » Dasabosrd -
Welcome : testadm7
wecome -twssarm W o g Acton oo || 9 acsons
8 Logout
Task Count Subject Date
Q  Quek Search e
Dran | Card Renawal | Application # 4 | far sobha A .
Appraved A £

Sedect Service

newd | Applicanon 2 4 | for subha

& - Re-Submisson Confirmason
Flease Select v
Card Renewa | Application # 4 | flur subha 0-Aun-2
Transaction No SOMis - Mara Ml Requirag g
Card Renewat | Applicaton # 4 | fur subha 04-AUG 3015
X 18 - SUDMESSION Confirmation et S
= - Replacemant of Lost Card #51  Now -p ey
Service Name Regquest submised to back ofice e Ay
[ | Cnange of Company | Appécation # 45 | far 3013
sbha ramys - Suninussian Confemation e
Status Card Renewal | Applicabon # 44 § fo
subharamya somisestly - Re-Suomissan 1202018
[ | @ Canfirmation
Card Renowai | Application # 24 | i
MUBHAANG R somisesty - Submission 12-21. 2015
A Home Confirmation
Cam Bancscad L Annlication 8 13 ) Ao
* Dashboard
.~ Requests In Progress More info e Financial information
& Inbox
Q  Search Request Request Name Count A._ Client Prepaid Account
S Modfication Senices Availatre Balance AED 44,440,154 00
& Pnm Chent Pre-Failg Account Statement
& Mesting Appoirtment System
- B. Payment Advice (PA):
& Accreditation Services
No of Un-paid PA's %
€& BUILDING NOC
- otal Value of Unpaid PA AED 1528000
- 2 5 b
[+ Geanersl NOC & FurtUnpale Fayment Adves Report
&S MARINE

e Click on any one of the service categories.
e A menu page where all the CPR services are listed will appear.
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GOVERNMENT OF DUBAI

Youarein:> Home> Online Service

Welcome : testadm?7

Your NOC for Activity Verification -New
Issuance with Reference # 1188 has been
Rejected

Your NOC for Activity Verification -New
Issuance with Reference # 1187 has been
Rejected

Your NOC for Activity Verification -New
Issuance with Reference # 1184 has been
Rejected

Logout

Home

Update My Profile

Add Additional Role
Register New/Additional Service
View/Edit Existing Users
Create User

Update My Profile
Finance Online Services
CLD Services

CED Online Services

EHS Customer Service

User Manual

Wednesday, August 12, 2015 | 10:40 AM

3 el dzladlly el lasdls Solall Aiie
PORTS. CUSTOMS & FREE ZONE CORPORATION

Help @)

da el

CED Process Registration Services

Please click one of the following options to initiate Service.

Service Group

BUILDING NOC
BUILDING NOC
Preliminary NOC
BUILDING NOC
QUALITY

QUALITY

QUALITY

BUILDING NOC
MARINE
BUILDING NOC

BUILDING NOC

Service Name

Building Permit

Building Permit

Preliminary Test Pile

Piling NOC

Materials Review NOC

Ready-mixed Concrete Plants - Registration

Site Laboratory Certification - Field
Assessment

Soil Investigation NOC
Break Waters NOC
Building Permit

Mobilization & Signboard

e User can filter based on service group, name or type.

Service Type

New @
Old Building Permit 2
NEW @2
New 2o
New 2
New @z
New @z
New @2
Renewal @2
Revalidation 2
Amendment >

e Click on the arrow icon on the right side of each service to access that service.
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3.1.8.2 Submitting CPR Request

e By clicking on the ‘Arrow Link’ in the CPR menu page, user will land into the CPR request
submission page.

e Thisis a tabbed page with 3 tabs, Applicant Details, Service Details and Documents.

Wednesday, August 12, 2015 | 10:55 AM

GOVERNMENT OF DUBAI 3 ol Zalailly o Leadly S3lak Runiifn
PORTS, CUSTOMS & FREE ZONE CORPORATION

Youarein:> Homes> Online Service Help (@) el

Welcome : testadm?7 Building Permit-New

Your NOC for Activity Verification -New

Issuance with Reference # 1188 has been \
Rejected

Your NOC for Activity Verification -New

Issuance with Reference # 1187 has been Submitter Details
Rejected

Your NOC for Activity Verification -New

Issuance with Reference # 1184 has been

‘ Service Details Documents

Rejected Name* Asna Khader Mobile Number*
Logout
. Email* asna@gmail.coom ID Type® Emirates ID s
My Services@Trakhees
Home
ID Number*

Update My Profile
Add Additional Role

Client
Register New/Additional Service
View/Edit Existing Users
Trakhees ID* -4 Client Type*
Create User
Update My Profile
7 : : Client Name* License Number
Finance Online Services
CLD Services
CED Online Services License Expiry Contact Number
EHS Customer Service
Mobile Number Client Email*
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Consultant

Trakheas D

Liconese Number

License Issues Date

Contact Number

Email Addrass

Contractor

Trakheos ID

Licengs Mumbsr

Licenss Imsus Dais

Conlacl N

Email Address

Your Prapaid Balance Availabla is: 44,440,194.00 AED

a5
Trakhees

Company Hame

Licanss Insuing
Authority

Licenss Expiry Date

Maobils Number

Contractor Namie

Licansa |&&uing
Authority

Licanss Fxpiry Date

MGk i e

Sulbimit

User Manual

User should fill in all the mandatory details in the current tab before moving to next tab.

Fill all mandatory data (in the correct format) in the Applicant Details tab and click on the

Service Details tab.
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\Wednesday, August 12, 2015 | 10:58 AM

GOVERNMENT OF DUBAI 3 ol Aalaithy ot Laathy S5fatH Ruiata
PORTS, CUSTOMS & FREE ZONE CORPORATION

Youarein:> Home> Online Service Help ()

Welcome : testadm?7 Building Permit-New

Your NOC for Activity Verification -New

Issuance with Reference # 1188 has been Applicant Details ’
Rejected

Your NOC for Activity Verification -New

Issuance with Reference # 1187 has been Request Details

Rejected

Your NOC for Activity Verificafion -New

Issuance with Reference # 1184 has been
Relscied Requested By* Consultant +

8 ‘ Documents

Logout

Home

Update My Profile
Add Additional Role

Property Details

Business Unit* Economic Zone World +  Project Area" JAFZA South $

Community Name®  JABAL ALl INDUSTRIAL 2 Community #* 518
Register New/Additional Service

View/Edit Existing Users
Facility Type* Plot + | Facility ID* ESZR03 $
Create User
Update My Profile
- < ) Unit Number - Select - +  Sub Unit Number Select options s
Finance Online Services
CLD Services
CED Online Services

EHS Customer Service

Additional Details

DEWA AIC TKS CED Project ID
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Total BUA Trakhees NOC Ref.
Owner Possessor
Lessor Specialist

Contractor Name

Contractor

Specialization Supplier Name

- : Site Engineer
Site Engineer Name Contact No.
Type of Inspection Inspection Date E
ddimmiyyyy

- - Ins pection

Inspection Time Comments
“

Project Description Land Use
Conaboing Wall Plot Area (m?)
Building Permit ID Building Height {m)
Building Type Building Usage
ggg‘eﬁém& ] Number of Podiums o
Number of Floors 0 Commercial Name
Subject

e After filling all mandatory details in Service Details tab, click on Documents tab.
e Attach all mandatory documents.
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Wednesday, August 12, 2015 | 11:00 AM

FaR L g % =

GOVERNMENT OF DUBAI 3 ol Aaailly i sLasdls &5t Aussha
PORTS, CUSTOMS & FREE ZONE CORPORATION

Youarein:> Home> Online Service Help (& dn el

Welcome : testadm7 Building Permit-New

Your NOC for Activity Verification -New

Issuance with Reference # 1188 has been Applicant Detailsl} i Sarvice Details ‘ Docsmciiy ‘
Rejected

Your NOC for Activity Verification -New

Issuance with Reference # 1187 has been

Your NOC for Activity Verification -New

Issuance with Reference # 1184 has been :
@ Note: The request submission will include the uploaded documents

Rejected
add
Logout &
Home ;
Document Type Uploaded File
Update My Profile
Add Additional Role General Documents ¥ Choose File | Chrysanthemum.jpg =

Register New/Additional Service ——
| Submit

View/Edit Existing Users

Create User

Update My Profile

Your Prepaid Balance Available is: 44,440,194.00 AED

Finance Online Services
CLD Services
CED Online Services
EHS Customer Service
e Click on ‘Submit’ button.
e You will be asked for confirmation. Click Ok.
e If submission was successful, success page with reference no. will be displayed.
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GOVERNMENT OF DUBAI

Youarein:> Home> Online Service

User Manual

Wednesday, August 12,2015 | 11:01 AM

g # =
==
Jatza

5 ol Aakailly ol Landly Sk Rusisia

PORTS, CUSTOMS & FREE ZONE CORPORATION
Help () dy e

Welcome - testadm7 Submission Confirmation

Logout

Service Request Saved Successfully With ID: CEDPR-05053

Home

Update My Profile

Add Additional Role

Register New/Additional Service
View/Edit Existing Users
Create User

Update My Profile

Finance Online Services

CLD Services

CED Online Services

EHS Customer Service

FAQs | Privacy Policy | Terms & Conditions

ol A
Trakhees

\ 2

Copyright (c) 2010 Trakhees All right reserved
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3.1.8.3 Displaying Submitted Requests

Click on the ‘Home’ link in the left side menu.

A table with all the submitted requests will be displayed here.
You will find the CPR request you raised recently here.

User can also view the current status of the request here.

AN W N =

Wednesday, August 12, 2015 | 11:07 AM

GOVERNMENT OF DUBAI 3553l Galallgarslasily Aot s
PORTS. CUSTOMS & FREE ZONE CORPORATION

Youarein:> Home Help (@ =
Welcome - testadm7 License Remarks Details
Your NOC for Activity Verification -New No remarks on license
Issuance with Reference # 1188 Nias been | EsFAAITATY -]
Rejected
Your NOC for Activity Verification -New Date - Ref # Description Status Action
Issuance with Reference # 1187 has been 12/08/2015
Rejected 10:39:31 8272 Employment Visa Inside Country Request Submitted View
Your NOC for Activity Verification -New o
Issuance with Reference # 1184 has been || 1702015 | cEDPR 05053 Building Permit-New Request Submitted View
Rejected QK
ZU15 : 2 raw
— 09:23:14 6750 License Amendment Rejected View
0330%2335 6751 License Amendment Rejected View
My Services@Trakhees O5/08/2b15
— 09:37-25 6752 License Amendment Rejected View
05/08/2015 . : :
Update My Profile 09:46:30 6753 License Amendment Rejected View
Add Additional Role 0%0?/62?;5 3525 NOC for Activity Verification -New Issuance Rejected View
Register New/Additional Service el 8251 Employment Visa Inside Country Request Submitted View
ViewiEdit Existing Users 2330222%5 8243 Non Sponsored Renew Request Approved View
Create User 29/07/2015 -
- 08:31-58 8244 Non Sponsored Amend Request Approved View
Update My Profile —
Page 1 of31 »> »1 10V View 1-100f910

Finance Online Services
CLD Services
CED Online Services

EHS Customer Service
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3.1.8.4Viewing Submitted Requests

1. After navigating to the Home page, click on the ‘View’ link next to your CPR request.
2. User will be displayed with a page with all request data he submitted in non-editable form.

Wednesday, August 12,2015 11:10 AM

GOVERNMENT OF DUBAI 5 youdl Aalailly el slasdly &350 Ausha
PORTS, CUSTOMS & FREE ZONE CORPORATION

Youarein:> Home> Preview Help (@) gl

Welcome : testadm?7 Building Permit-New

Your NOC for Activity Verification -New

Issuance with Reference # 1188 has been ———
Application Summa

;23;:3%;% écebf;'g :C’ngcf;;r;:: \ge i Request D Status PA Status PA Number Settiement No
Rejected
O o a Sl | | ceDPR-05053 RequestSubmitted | NA NA NA
Bt ‘ Applicant [ 3 ‘ Service Details ~ Documents
Logout
Submitter Details
Home
Update My Profile Name* Asna Khader Mobile Number* 32323232
Add Additional Role
Register New/Additional Service Email* asna@gmail.coom ID Type* Emirates ID
View/Edit Existing Users
Create User ID Number* 21212121212
Update My Profile
Finance Online Services Client
CLD Services
CED Online Services Trakhees ID* C-0002-149831 Client Type* Company
EHS Customer Service
Client Name* Darussalam Motors FZD License Number 20004
License Expiry 30/06/2013 Contact Number* 043339030
Mobile Number Client Emaif* PCFCSysSupport@pcfc.ae
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3.1.8.5 Modifying Submitted Requests

1. If the back office Trakhees staff requests for any modification, the submitted request will be displayed
with status ‘More Info’ in the Home page.

2. Click on “‘View’ link of that request.
CPR request page will appear with data entered by user, in editable format.
4. User can modify request accordingly and submit again.
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