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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: 

 

 Commercial Licensing Department (CLD) 

 Civil Engineering Department (CED) 

 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  which are with respect 
to Commercial Licensing Department (CLD).  

1.2 Intended Audience 

Intended audiences are general public & Trakhees Clients. 
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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: 

 

 Back Office Registration  

 Online Account Creation 

 Profile Management 

 Role Request 

 Service Request 

 CLD Services 

 CED Services 

 EHS Services 

 Finance Services 

 

If you are a company you can have more features as following: 

 Employee Management 

o Create User Account for Company Employee 

o Active/Disable Employee User Account 

o Grant/Revoke Available Services 
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3 Trakhees Online Services 

3.1 CLD Department Services 

 

3.1.1 Public Relation Information 

In the Public Relation Information page, you can view Company and license related information. 

3.1.1.1 Overview 

The Public Relation Information page displays the following details:   

 Company Name (English) 

 Company Name (Arabic) 

 License Number 

 Legal Type 

 License Issue Date 

 License Expiry Date 

 Lease Start Date 

 Lease End Date 

 Required Allowed 

 Actual 

 Female 

 Male 

 Visitor 

 Non Sponsored Employee 

 Release Signout 

 Absconders 

 Medical Type 

 Bank Guarantee Paid 

 Total Bank Guarantee Required 

 Bank Guarantee Balance 

 License Remark Type  

 License Remark 
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3.1.1.2 How it works 

Go to CLD Services> click on Public Relation Information (see Image below). The Public Relation 
Information page will appear. 

 

Figure 5: Public Relation Information 

User can view all the information as mentioned above. 
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3.1.2 License Related Enquiry 

 

In the Licence Related Enquiry page, you can search for commercial and government related license details.  

3.1.2.1 Overview 

The Licence Related Enquiry page displays License Related Enquiry Search section and License Related 

Enquiry table section. In search section the below details will be furnished for the user  

 Transaction # 

 Request Type 

 Search 

 Show advanced option. 

User will be able to click on  button and upon clicking on the same, there will be 

some other search criteria displayed as below 

 

 

Figure 6: License Related Enquiry Search 

 

 Date From 

 Date To 

 Payment Advice# 

 Workflow Status  

User can hide the advanced options by clicking on  button. 

User can choose the following Request type from the dropdown according to the user preference.  

 License Amendment 

 License Renewal 
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 License Termination 

 License Remarks 

 NOC Letters 

 Commercial Permits 

 

Figure 7: Request Type dropdown 

User can choose the following workflow status from the dropdown according to the user preference. 

 All 

 Completed 

 In Progress 

 Rejected 

 

Figure 8: Workflow Status dropdown 

 

User will be able to choose the date from and date to from the calendar displayed. User can select any date  

range from the calendar. 

 

Figure 9: Calendar  

  



11 
Ports Customs & Free Zone Corporation  

1.  

 

3.1.2.2 How it works 

1. Go to CLD Services > Comm./Govt. Services Enquiry and click on Licence Related Enquiry. The Licence 

Related Enquiry Search page will appear. (See Figure 6) 

2. Provide any search criteria as mentioned in the overview section and click on  button 

3. Upon searching, user will be getting a result table with details such as Transaction#, Request Type, Status, 

License#, Trade Name (ENG), Trade Name (ARB), Payment Advice#, Date of Submission and View. (See the 

Image Below) 

 

Figure 10: License Related Enquiry Search Result Table 

 

4. User will be able to view the details of the transaction by clicking on  link in the table. 

5. Upon clicking on the  link, user will be able to view the details such as Transaction#, Step Name and 

Date. (See the Image below) 

 

Figure 11: View License details 
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3.1.3 Employee Related Enquiry 

In the Employee Related Enquiry page, you can search for commercial and government related employee 
details.  

3.1.3.1 Overview 

The Employee Related Enquiry page displays the following details:   

 Transaction # 

 Passport No. 

 Employee No 

 Employee Name ENG 

 Employee Name ARB 

 Nationality 

 Search  

 Show Advanced Options 

User will be able to click on  button and upon clicking on the same, there will be some 

other search criteria displayed as below 

 Date From 

 Date To 

 Payment Advice# 

 Company Specific Information for Employee 

 Workflow Status 

 Request Type 

User can hide the advanced options by clicking on  button. 

Nationality Dropdown should display the names of all available countries and user can choose the nationality 

according to the preference. 

User can choose the following Work flow status from the dropdown according to the user preference.  

 All 

 Completed 

 In Progress 

 Rejected 

User can choose the following Request type from the dropdown according to the user preference.  

 All 

 Abscond 

 Complete Abscond 

 Employment Visa -New 

 Employment Visa -Amend 

 Employment Visa -Renew 

 Employment Visa - Cancel 

 No Objection Certificates(Noc) 

 Non Sponsored -New 

 Non Sponsored -Amend 

 Non Sponsored -Renew 

 Non Sponsored -Cancel 

 Pro -New 

 Pro -Amend 
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 Pro -Renew 

 Pro -Cancel 

 Visit Visa -New 

 Visit Visa -Cancel  

3.1.3.2 How it works 

1. Go to CLD Services > Comm./Govt. Services Enquiry and click on Employee Related Enquiry. The Employee 

Related Enquiry Search page will appear. (See the image below) 

 

Figure 12: Employee Related Enquiry Search 

2. Provide any search criteria as mentioned in the overview section and click on  button 

3. Upon searching, user will be getting a result table with details such as Transaction#, Request Type, Status, 

Applicant Name, Passport No, Payment Advice#, Date of Submission and View. (See the Image Below)  
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Figure 13: Employee Related Enquiry Search Result Table 

4. User will be able to view the details of the transaction by clicking on  link in the table. 

5. Upon clicking on the  link, user will be able to view the details such as Transaction#, Step Name and 

Date. (See the Image below) 

 

Figure 14: View Employee details 
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3.1.4 NOC License 

 

This service enables the online user to generate NOC License letter at any point of time through Web.  

NOC License service provides several types of NOC Letters. User can choose the appropriate License letter and 
request for the NOC. The following are types of NOC Letters available. 

 Change Company Name 

 Certificate Workers 

 Transfer of Ownership of a Car 

 Company Lost Items 

 Open an Account 

 Certificate of Owning Vehicle 

 Registration Vehicle 

User should expand the Letters/ Commercial Permits and in the sub menu listed, click on NOC-License to go to 

the NOC-License page. (See the image shown below) 

 

Figure 15: Left Menu 

Upon clicking on the sub menu link, user will be redirected to NOC – License Page.(See the image shown 
below) 

 

Figure 16: NOC License Page 

Note: Only a registered customer of Trakhees with a valid user ID and password can login to the Web 
Services page and access the NOC Services page. 
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3.1.4.1 Change Company Name 

This service enables the online user to generate NOC License for changing a company name. 

3.1.4.1.1 Overview 

Change Company Name- NOC Letter displays the following details:   

 To 

 Location 

 Old Company Name 

 E-Mail  

 Mobile Number 

3.1.4.1.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Change Company Name 

(Figure: 16). The Change Company Name form will appear. 

 

 

Figure 17: Change Company Name  

2. Click on  button after filling the form with required fields.  

3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 18: Confirmation Page 

4. User should have enough prepaid balance for requesting this service. 

5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 19: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 20: Success Page 
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9. User can open the payment advice upon clicking on the payment advice number link. 

10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

        Figure 21: Close confirmation 

 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.4.2 Certificate Workers 

This service enables the online user to generate NOC License for certificate workers. 

3.1.4.2.1 Overview 

Certificate Workers - NOC Letter displays the following details:   

 To 

 Location 

 E-Mail  

 Mobile Number 

 

3.1.4.2.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Certificate Workers (Figure: 

16). The Certificate Workers form will appear. 

 

 

Figure 22: Certificate Workers 

2. Click on  button after filling the form with required fields.  

3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 23: Confirmation Page 

4. User should have enough prepaid balance for requesting this service. 

5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 24: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 25: Success Page 
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9. User can open the payment advice upon clicking on the payment advice number link. 

10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 26: Close Confirmation 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.4.3 Transfer of Ownership of a Car 

This service enables the online user to generate NOC License for Transfer of Ownership of a Car. 

3.1.4.3.1 Overview 

Transfer of Ownership of a Car - NOC Letter displays the following details:   

 To 

 Location 

 New Owner Name 

 Car Number 

 Car Type 

 Car Colour 

 Engine No. 

 VIN 

 Year of Make 

 E-Mail  

 Mobile Number 

3.1.4.3.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Transfer of Ownership of a 

Car (Figure: 16). The Transfer of Ownership of a Car form will appear. 

 

 

Figure 27: Transfer of Ownership of Car  

2. Click on  button after filling the form with required fields.  
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3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 28: Confirmation Page 

4. User should have enough prepaid balance for requesting this service. 

5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 29: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  



24 
Ports Customs & Free Zone Corporation  

1.  

 

        Figure 30: Success Page 

9. User can open the payment advice upon clicking on the payment advice number link. 

10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 31: Close Confirmation 

 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.4.4 Company Lost Items 

 

This service enables the online user to generate NOC License for Company Lost Items. 

3.1.4.4.1 Overview 

Company Lost Items - NOC Letter displays the following details:   

 To 

 Location 

 Lost Items 

 E-Mail  

 Mobile Number 

 

3.1.4.4.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Company Lost Items 

(Figure: 16). The Company Lost Items form will appear. 

 

 

Figure 32: Company Lost item 

2. Click on  button after filling the form with required fields.  

3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 33: Confirmation Page 

4. User should have enough prepaid balance for requesting this service. 

5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 34: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 35: Success Page 
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9. User can open the payment advice upon clicking on the payment advice number link. 

10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 36: Close Confirmation 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.4.5 Open an Account 

This service enables the online user to generate NOC License for Open a bank account.  

3.1.4.5.1  Overview 

Open an Account - NOC Letter displays the following details:   

 Bank Name 

 Branch Name 

 Location 

 E-Mail 

 Mobile Number 

3.1.4.5.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Open an Account (Figure: 

16). The Open an Account form will appear. 

 

 

Figure 37: Open An Account 

2. Click on  button after filling the form with required fields.  

3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 38: Confirmation Page 

4. User should have enough prepaid balance for requesting this service. 

5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

Figure 39: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 40: Success Page 

9. User can open the payment advice upon clicking on the payment advice number link. 
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10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 41: Close Confirmation 

 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.4.6 Certificate of Owning Vehicle 

This service enables the online user to generate NOC License for Certificate of Owning Vehicle.  

3.1.4.6.1  Overview 

Certificate of Owning Vehicle - NOC Letter displays the following details:   

 E-Mail 

 Mobile Number 

 

3.1.4.6.2  How it works 

13. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Certificate of Owning 

Vehicle (Figure: 16). The Certificate of Owning Vehicle form will appear. 

 

Figure 42: Certificate of Owning Vehicle  

14. Click on  button after filling the form with required fields.  

15. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 43: Confirmation Page 

16. User should have enough prepaid balance for requesting this service. 
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17. User should click on  button to continue submission of this service 

18. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

19. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 44: Success Message 

20. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 45: Success Page 

21. User can open the payment advice upon clicking on the payment advice number link. 

22. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 46: Close Confirmation 

23. User should click on  button to navigate to License Enquiry Page. 

24. User can stay on the transaction page by clicking on button. 
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3.1.4.7 Registration Vehicle 

This service enables the online user to generate NOC License for Registration Vehicle. 

3.1.4.7.1  Overview 

Registration Vehicle - NOC Letter displays the following details:   

 Type 

 E-Mail 

 Mobile Number 

 

3.1.4.7.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-License and select Registration Vehicle 

(Figure: 16). The Registration Vehicle form will appear. 

 

 

Figure 47: Registration Vehicle 

2. Click on  button after filling the form with required fields.  

3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 48: Confirmation Page 
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4. User should have enough prepaid balance for requesting this service. 

5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 49: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 50: Success Page 

9. User can open the payment advice upon clicking on the payment advice number link. 

10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 51: Close Confirmation 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.5 NOC Government Relations 

This service enables the online user to generate NOC for Government Relations at any point of time through 

Web. 

NOC Government Relations service provides several types of NOC Letters. User can choose the appropriate 
Government Relations letter and request for the NOC. The following are types of NOC Letters available.  

 Council letter 

 Driving license 

 Salary Certificate 

 New Commercial License  

 Change Driving License 

 Add Partner 

 Visa Approval 

 Registration Boat Outing 

 Training in the Department of Tourism 

 Visit Ship in Port 

 Open Bank Account 

 Under Process 

 Lost Letter 

 Liquor Permit 

 

Once logged in, the user will be redirected to the Main Menu page (Figure 6: Menu Page).   

User should click on the Licence Icon and a list of License services will be displayed. Select NOC and click on 
NOC Government Relations. User will be redirected to NOC Government Relations Home page (see the image 

shown below) 

 

 

 

Figure 52: NOC Government Relations Page 

Note: Only a registered customer of Trakhees with a valid user ID and password can login to the Web 

Services page and access the NOC Services page. 
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3.1.5.1 Council Letter 

This service enables the online user to generate NOC Government Relations for Council Letter.  

Council Letter is available in Arabic and English languages. 

3.1.5.1.1  Overview 

Council Letter - NOC Letter displays the following details:   

 Employee 

 Country 

 To 

 Location 

 Reason (Visiting/Business) 

 Display Salary Details 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the certificate. 

3.1.5.1.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Council 

Letter (Figure: 52). The Council Letter form will appear. 

 

 

Figure 53: Council Letter  

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 54: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 55: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 56: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 57: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 58: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.2 New Driving License Report 

This service enables the online user to generate NOC Government Relations for new driving license.  

3.1.5.2.1  Overview 

New Driving License - NOC Letter displays the following details:   

 Employee 

 Type 

 E-Mail 

 Mobile Number 

 

3.1.5.2.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select New Driving 

License (Figure: 52). The New Driving License form will appear. 

 

 

Figure 59: New Driving License  

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 60: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 61: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 62: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 63: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 64: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.3 Salary Certificate 

This service enables the online user to generate NOC Government Relations for Salary Certificate. Salary 

certificate is available in Arabic and English languages.  

3.1.5.3.1  Overview 

Salary Certificate - NOC Letter displays the following details:   

 Employee 

 Type 

 E-Mail 

 Mobile Number 

 

The above details are the same for Arabic and English version of the certificate. 

 

3.1.5.3.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Salary 

Certificate (Figure: 52). The Salary Certificate form will appear. 

 

 

Figure 65: Salary Certificate 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 66: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 67: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 68: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 69: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 70: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 

 

  



46 
Ports Customs & Free Zone Corporation  

1.  

3.1.5.4 New Commercial License 

This service enables the online user to generate NOC Government Relations for New Commercial License.  

3.1.5.4.1  Overview 

New Commercial License - NOC Letter displays the following details:   

 Employee 

 To 

 E-Mail 

 Mobile Number 

 

3.1.5.4.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select New 

Commercial License (Figure: 52). The New Commercial License form will appear. 

 

 

Figure 71: New Commercial License 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 72: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 73: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 74: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 75: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 76: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.5 Change Driving License 

This service enables the online user to generate NOC Government Relations for Change Driving License.  

3.1.5.5.1  Overview 

Change Driving License - NOC Letter displays the following details:   

 Employee 

 Current Driving License Country 

 E-Mail 

 Mobile Number 

3.1.5.5.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Change 

Driving License (Figure: 52). The Change Driving License form will appear. 

 

 

Figure 77: Change Driving License 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 78: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 79: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 80: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 81: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 82: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.6 Add Partner 

This service enables the online user to generate NOC Government Relations for Add Partner.  

3.1.5.6.1  Overview 

Add Partner - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.6.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Add Partner 

(Figure: 52). The Add Partner form will appear. 

 

 

Figure 83: Add Partner 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 

 

Figure 84: Employee Search  
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4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 85: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 86: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 87: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 88: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.7 Visa Approval 

This service enables the online user to generate NOC Government Relations for Visa Approval.  

3.1.5.7.1  Overview 

Visa Approval - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.7.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Visa 

Approval (Figure: 52). The Visa Approval form will appear. 

 

 

Figure 89: Visa Approval 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 

 

Figure 90: Employee Search  
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4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 91: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 92: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 93: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 94: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.8 Registration Boat Outing 

This service enables the online user to generate NOC Government Relations for Registration Boat Outing.  

3.1.5.8.1  Overview 

Registration Boat Outing - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.8.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Registration 

Boat Outing (Figure: 52). The Registration Boat Outing form will appear. 

 

 

Figure 95: Registration Boat Outing 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 96: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 97: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 98: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 99: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 100: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.9 Training in department of Tourism 

This service enables the online user to generate NOC Government Relations for Training in department of 

Tourism.  

3.1.5.9.1  Overview 

Training in department of Tourism - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.9.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Training in 

department of Tourism (Figure: 52). The Training in department of Tourism form will appear. 

 

 

Figure 101: Training in department of Tourism 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 102: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 103: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 104: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 105: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 106: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.10 Visit Ship in port 

 

This service enables the online user to generate NOC Government Relations for Visit Ship in Port.  

3.1.5.10.1 Overview 

Visit Ship in Port - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.10.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Visit Ship in 

Port (Figure: 52). The Visit Ship in Port form will appear. 

 

 

Figure 107: Visit Ship in Port 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 108: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 109: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 110: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 111: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 112: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.11 Open Bank Account 

This service enables the online user to generate NOC Government Relations for Open Bank Account.  

3.1.5.11.1 Overview 

Open Bank Account - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

 

3.1.5.11.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Open Back 

Account (Figure: 52). The Open Back Account form will appear. 

 

 

Figure 113: Open Bank Account 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 114: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 115: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 116: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 117: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 118: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.12 Under Process Report 

This service enables the online user to generate NOC Government Relations for Under Process report.  

3.1.5.12.1 Overview 

Under Process - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.12.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Under 

Process (Figure: 52). The Under Process form will appear. 

 

 

Figure 119: Under Process 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 

 



71 
Ports Customs & Free Zone Corporation  

1.  

Figure 120: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 121: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 122: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 123: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 124: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.13 Company Lost item 

This service enables the online user to generate NOC Government Relations for Company Lost Item.  

3.1.5.13.1 Overview 

Company Lost Item - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.13.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Company 

Lost Item (Figure: 52). The Company Lost Item form will appear. 

 

 

Figure 125: Company Lost Item 

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 
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Figure 126: Employee Search  

 

4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 127: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 128: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 129: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 130: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.5.14 Liquor Permit 

This service enables the online user to generate NOC Government Relations for Company Lost Item.  

3.1.5.14.1 Overview 

Liquor Permit - NOC Letter displays the following details:   

 Employee 

 E-Mail 

 Mobile Number 

3.1.5.14.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > NOC-Government Relations and select Liquor 

Permit (Figure: 52). The Liquor Permit form will appear. 

 

 

Figure 131: Liquor Permit  

2. Click on the Employee search icon  to select an employee. 

3. The Employee search dialog box will appear and user can search an employee by filtering with Employee#, 

Employee Name, Passport No, Name in Arabic values.(see the image below) 

 

Figure 132: Employee Search  
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4. After selecting the employee, click on  button and if user selected a wrong employee, click on 

button so that user can search and input another employee. 

5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 133: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 134: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 135: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

    Figure 136: Close Confirmation 

14. User should click on  button to navigate to Employee Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.6 Commercial Permits 

This service enables the online user to generate commercial permits through Web. 

Commercial Permit service provides several types of permits using Web. User can choose the appropriate 

permit and request for the same. The following are types of commercial permits available.  

 Kiosk & Counter 

 Automated Teller Machine (ATM) 

 Vending Machine(Food Selections and Served Cold Machine) 

 Touch Screen 

 Sale 

 Clearance 

 Extend Clearance 

 Promotional Campaign 

 Extra Working Hours 

 Leaflet 

 Commercial Tent 

 Food Delivery During Ramadan 

 Instant Prizes 

 Extra Sign Board 

 

Once logged in, the user will be redirected to the Public Relation info page (Figure 6: Menu Page).   

User should click on the Licence Icon and a list of License services will be displayed. Select NOC and click on 
Commercial Permits. User will be redirected to Commercial Permits Home page (see the image shown below)  

 

 

Figure 137: Commercial Permits Home Page 

Note: Only a registered customer of Trakhees with a valid user ID and password can login to the Web 

Services page and access the NOC Services page. 
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3.1.6.1 Kiosk and Counter 

This service enables the online user to request for a Commercial Permit for KIOSK & Counter. User can 
request permit for KIOSK & Counter in Arabic and English languages. 

This service is divided into two sub letters which are 

 KIOSK 

 Representative Counter 

3.1.6.1.1  KIOSK  

KIOSK permit displays the following details:   

 Activities 

 Permit Issuance Starting Date 

 Permit Duration (Month) 

 Number of kiosk in the permit 

 Location 

 Nakheel Code 

 EHS NOC 

 NOC from Nakheel 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.1.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits >and select Commercial Permit for KIOSK & Counter 

from the dropdown. User should select KIOSK from Sub letter Type dropdown and KIOSK form will appear 

(see the image below). 

 

 

Figure 138: KIOSK  

2. KIOSK page will be displayed and click on activity text field to search for the particular activities.  
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3. A list of activities will be listed and user should select activity/activities to select them from the results. 

4. If user selects a wrong activity, user can click on the selected activity to remove them. 

5. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

6. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on open button in the file browser. 

7. If user chose an EHS activity, user should upload the EHS NOC for the KIOSK permit.  

8. Click on  button after filling the form with required fields.  

9. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 139: Confirmation Page 

10. User should have enough prepaid balance for requesting this service. 

11. User should click on  button to continue submission of this service 

12. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

13. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 140: Success Message 

 

14. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 141: Success Page 

15. User can open the payment advice upon clicking on the payment advice number link. 

16. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 142: Close Confirmation 

17. User should click on  button to navigate to License Enquiry Page. 

18. User can stay on the transaction page by clicking on button. 
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3.1.6.2  Representative Counter  

Representative Counter permit displays the following details:   

 Activity 

 Location 

 Permit Issuance Starting Date 

 RERA Permit 

 NOC from Nakheel 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

 

3.1.6.2.1  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Commercial Permit 

for KIOSK & Counter from the dropdown. User should select Representative Counter from Sub letter Type 

dropdown and Representative Counter form will appear (see the image below). 

 

Figure 143: Representative Counter  

2. Representative Counter page will be displayed and click on activity text field to search for the particular 

activities. 

3. A list of activities will be listed and user should select activity/activities to select them from the results.  

4. If user selects a wrong activity, user can click on the selected activity to remove them. 

5. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

6. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on open button in the file browser. 
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7. If user has selected “If Counter will be used for real estate activity, kindly attach NOC/permits from RERA” 

checkbox, then user should upload RERA Permit. 

8. Click on  button after filling the form with required fields.  

9. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 144: Confirmation Page 

10. User should have enough prepaid balance for requesting this service. 

11. User should click on  button to continue submission of this service 

12. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

13. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 145: Success Message 

 

14. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 146: Success Page 

15. User can open the payment advice upon clicking on the payment advice number link. 

16. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 147: Close Confirmation 

17. User should click on  button to navigate to License Enquiry Page. 

18. User can stay on the transaction page by clicking on button. 
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3.1.6.3 Automated Teller Machine (ATM) 

 

This service enables the online user to request for a Commercial Permit for ATM. user can request permit for 
ATM in Arabic and English languages. 

3.1.6.3.1  Overview 

ATM displays the following details:   

 Permit Issuance Starting Date 

 Number of ATM in Dubai 

 UAE Central Bank Permit 

 Supporting Documents 

 Commercial Permit Type : Permanent 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.3.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select ATM from the 

dropdown and the ATM form will appear (see the image below). 

 

 

Figure 148: ATM  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 149: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. User can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 150: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 151: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 
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12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 152: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.4 Vending Machine (Food Selections and Served Cold Machine) 

This service enables the online user to request for a Commercial Permit for Food Selections and Served Cold 
Machine. User can request permit for Food Selections and Served Cold Machine in Arabic and English 

languages. 

 

3.1.6.4.1  Overview 

Food Selections and Served Cold Machine displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Number of Vending Machines in the permit 

 Nakheel Code 

 Machine Description 

 EHS Permit 

 Supporting Documents 

 Commercial Permit Type : Permanent 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.4.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Food Selections and 

Served Cold Machine from the dropdown and the form will appear (see the image below). 

 

Figure 153: Vending Machine 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. The number of Nakheel codes and machine description will be determined based on “Number of Vending 

Machines in the permit” 

4. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 
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5. Click on  button after filling the form with required fields.  

6. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, prepaid 

balance of the customer and a note to remind the customer that the service fee will be deducted from the 

customer’s prepaid account. 

 

         Figure 154: Confirmation Page 

7. User should have enough prepaid balance for requesting this service. 

8. User should click on  button to continue submission of this service 

9. User can cancel the current transaction by clicking on the  button. user can verify the details again 

after cancelling and submit the transaction again.  

10. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 155: Success Message 

 

11. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 156: Success Page 

12. User can open the payment advice upon clicking on the payment advice number link. 

13. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 157: Close Confirmation 

14. User should click on  button to navigate to License Enquiry Page. 

15. User can stay on the transaction page by clicking on button. 
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3.1.6.5 Touch Screen 

This service enables the online user to request for a Commercial Permit for Touch Screen. User can request 
permit for Touch Screen in Arabic and English languages. 

3.1.6.5.1 Overview 

Touch Screen displays the following details:   

 Permit Issuance Starting Date 

 Number of Touch Screens in the permit 

 Supporting Documents 

 Commercial Permit Type : Permanent 

 E-Mail 

 Mobile Number 

 I promise that the machines be in line with public morals in the United Arab Emirates  

The above details are the same for Arabic and English version of the permits. 

3.1.6.5.2    How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Touch Screen from 

the dropdown and the Touch Screen form will appear (see the image below). 

 

Figure 158: Touch Screen  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 159: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 160: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 161: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 
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        Figure 162: Close Confirmation 

 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.6 Sale 

This service enables the online user to request for a Commercial Permit for Sale.  User can request permit for 
Sale in Arabic and English languages. 

This service is divided into two sub letters which are 

 Normal Sales 

 Special Offer Sales 

 

Figure 163: Sale 

 

3.1.6.6.1   Normal Sales  

Normal Sales page displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Special offer discount percentage 

 Description 

 Mall NOC 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail  

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

 

 

 

 

 

 

3.1.6.6.1.1 How it works 
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1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Sale from the 

dropdown. User should select Normal Sales from Sub letter Type dropdown and Normal Sales form will 

appear (see the image below). 

 

 

Figure 164: Normal Sales 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 165: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 
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Figure 166: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 167: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

        Figure 168: Close Confirmation 

 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 

 

3.1.6.6.2   Special Offer Sale  

Special Offer Sales page displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Special offer discount percentage 
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 Description 

 Mall NOC 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail  

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.6.2.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Sale from the 

dropdown. User should select Special Offer from Sub letter Type dropdown and Special Offer Sale form 

will appear (see the image below). 

 

Figure 169: Special Offer 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 



99 
Ports Customs & Free Zone Corporation  

1.  

 

         Figure 170: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 171: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 172: Success Page 
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11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 173: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.7 Clearance 

This service enables the online user to request for a Commercial Permit for Clearance. User can request 
permit for Clearance in Arabic and English languages. 

3.1.6.7.1 Overview 

Clearance displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Description 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.7.2  How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Clearance from the 

dropdown and the Clearance form will appear (see the image below). 

 

Figure 174: Clearance 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 175: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

Figure 176: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 177: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 
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Figure 178: Close Confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.8 Extended Clearance 

This service enables the online user to request for a Commercial Permit for Extended Clearance. User can 
request permit for Extended Clearance in Arabic and English languages. 

3.1.6.8.1  Overview 

Extended Clearance displays the following details:   

 Previous Permit Number 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.8.2   How it works 

1. Go to CLD Services > Letters/ Commercial Permits Commercial Permit and select Extended Clearance 

from the dropdown and the Extended Clearance form will appear (see the image below). 

 

Figure 179: Extended Clearance  

2. Click on  button after filling the form with required fields.  

3. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 180: Confirmation Page 

4. User should have enough prepaid balance for requesting this service. 
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5. User should click on  button to continue submission of this service 

6. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

7. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 181: Success Message 

 

8. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 182: Success Page 

9. User can open the payment advice upon clicking on the payment advice number link. 

10. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

        Figure 183: Close Confirmation 

 

11. User should click on  button to navigate to License Enquiry Page. 

12. User can stay on the transaction page by clicking on button. 
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3.1.6.9  Promotional Campaign 

This service enables the online user to request for a Commercial Permit for Promotional Campaign.  User can 
request permit for Promotional Campaign in Arabic and English languages. 

This service is divided into four sub letters which are 

 Simple Promotional Campaign 

 Medium Promotional Campaign  

 Big Promotional Campaign 

 Draw Promotional Campaign 

 

Figure 184: Promotional Campaign 
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3.1.6.9.1  Simple Promotional Campaign  

Simple Promotional Campaign page displays the following details:   

 Permit Issuance Starting Date 

 Location  

 Number of Locations 

 Type 

 Description 

 Nakheel Contract Expiry Date 

 EHS Permit 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.9.1.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits Commercial Permit and select Promotional Campaign 

from the dropdown. User should select Simple Promotional Campaign from Sub letter Type dropdown and 

Simple Promotional Campaign form will appear (see the image below). 

 

Figure 185: Simple Promotional Campaign  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 186: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 187: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 188: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 
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12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

   Figure 189: Close Confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.9.2  Medium Promotional Campaign  

Medium Promotional Campaign page displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Number of Locations 

 Description 

 Nakheel Contract Expiry Date 

 EHS Permit 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.9.2.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Promotional 

Campaign from the dropdown. User should select Medium Promotional Campaign from Sub letter Type 

dropdown and Medium Promotional Campaign form will appear (see the image below). 

 

Figure 190: Medium Promotional Campaign  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 191: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 192: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 193: Success Page 
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11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 194: Close Confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.9.3  Big Promotional Campaign  

Big Promotional Campaign page displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Number of Locations 

 Description 

 Nakheel Contract Expiry Date 

 EHS Permit 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail  

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.9.3.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Promotional 

Campaign from the dropdown. User should select Big Promotional Campaign from Sub letter Type 

dropdown and Big Promotional Campaign form will appear (see the image below). 

 

Figure 195: Big Promotional Campaign  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 196: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 197: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 198: Success Page 
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11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 199: Close Confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.9.4  Draw Promotional Campaign  

Draw Promotional Campaign page displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Number of Locations 

 Description 

 Date of Draw  

 Draw's Prize  

 Number of Prizes 

 Date 

 Nakheel Contract Expiry Date 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.9.4.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits Commercial Permit and select Promotional Campaign 

from the dropdown. User should select Draw Promotional Campaign from Sub letter Type dropdown and 

Draw Promotional Campaign form will appear (see the image below). 

 

Figure 200: Draw Promotional Campaign 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  
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5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 201: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 202: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 203: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 204: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.10 Extra Working Hours 

This service enables the online user to request for a Commercial Permit for Extra Working Hours.  User can 
request permit for Extra Working Hours in Arabic and English languages. 

This service is divided into two sub letters which are 

 Commercial permit for shops (Closed at 12:00 AM) 

 Commercial permit for shops (Operates 24 Hours) 

 

Figure 205: Extra Working Hours 
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3.1.6.10.1  Commercial permit for shops (Closed at 12:00 AM) 

Shops to be closed at 12:00am page displays the following details:   

 Permit Issuance Starting Date 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail  

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.10.1.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Extra Working Hours 

from the dropdown. User should select Shops to be closed at 12:00am from Sub letter Type dropdown and 

Shops to be closed at 12:00am form will appear (see the image below). 

 

Figure 206: Shops to be closed at 12:00 AM  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 207: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 
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7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 208: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 209: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 210: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.10.2 Commercial permit for shops (Operates 24 Hours) 

Shops to be opened for 24 hours page displays the following details:   

 Permit Issuance Starting Date 

 NOC from Nakheel  

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail  

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.10.2.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Extra Working Hours 

from the dropdown. User should select shops to be opened for 24 hours from Sub letter Type dropdown 

and shops to be opened for 24 hours form will appear (see the image below). 

 

Figure 211: shops to be opened for 24hrs  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 212: Confirmation Page 
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6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 213: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 214: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 215: Close Confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.11 Leaflet 

This service enables the online user to request for a Commercial Permit for Leaflet.  User can request permit 
for Leaflet in Arabic and English languages. 

This service is divided into two sub letters which are 

 Paper Advertisement 

 Booklet Advertisement 

 

Figure 216: Leaflet 
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3.1.6.11.1 Paper Advertisement 

Paper Advertisement page displays the following details:   

 Permit Issuance Starting Date 

 Permit Duration (Month) 

 Distributing Locations 

 NOC from Nakheel 

 Copy of Leaflet 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

 Declaration statement for Leaflet. 

The above details are the same for Arabic and English version of the permits. 

3.1.6.11.1.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Leaflet from the 

dropdown. User should select Paper Advertisement from Sub letter Type dropdown and Paper 

Advertisement form will appear (see the image below). 

 

Figure 217: Paper Advertisement   

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 218: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 219: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 220: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

        Figure 221: Close Confirmation 

 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.11.2 Booklet Advertisement 

Booklet Advertisement page displays the following details:   

 Permit Issuance Starting Date 

 Permit Duration (Month) 

 Distributing Locations 

 NOC from Nakheel 

 Copy of Book/Magazine 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

 Declaration statement for Leaflet. 

The above details are the same for Arabic and English version of the permits. 

3.1.6.11.2.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > > Commercial Permit and select Leaflet from the 

dropdown. User should select Booklet Advertisement from Sub letter Type dropdown and Booklet 

Advertisement form will appear (see the image below). 

 

Figure 222: Booklet Advertisement 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 223: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 224: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 225: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 226: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.12 Commercial Tent 

This service enables the online user to request for a Commercial Permit for Commercial Tent. User can 
request permit for Commercial Tent in Arabic and English languages. 

3.1.6.12.1 Overview 

Commercial Tent displays the following details:   

 Permit Issuance Starting Date 

 Activity 

 Description 

 Size of the Tent(Sqft) 

 Nakheel Lease Contract Expiry Date 

 EHS Permit 

 NOC from Nakheel 

 CED Approval 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

 Declaration Statement for Commercial Tent 

The above details are the same for Arabic and English version of the permits. 

3.1.6.12.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits >Commercial Permit and select Commercial Tent 

from the dropdown and the Commercial Tent form will appear (see the image below). 

 

Figure 227: Commercial Tent 

 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  
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3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 

 

         Figure 228: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

Figure 229: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  
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        Figure 230: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 231: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.13 Food Delivery during Ramadan 

This service enables the online user to request for a Commercial Permit for Food Delivery during Ramadan. 
User can request permit for Food Delivery during Ramadan in Arabic and English languages. 

3.1.6.13.1 Overview 

Food Delivery during Ramadan displays the following details:   

 This Permit is available for Ramadan Timing only, Issue and Expiry date will be computed as per 

Ramadan Date. 

 NOC from Nakheel 

 Supporting Documents 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

 Declaration Statement for delivering food during Ramadan 

The above details are the same for Arabic and English version of the permits. 

3.1.6.13.2 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Food Delivery during 

Ramadan from the dropdown and the Food Delivery during Ramadan form will appear (see the image 

below). 

 

Figure 232: Food delivery during Ramadan  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 



13

5 
Ports Customs & Free Zone Corporation  

1.  

 

         Figure 233: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 234: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 235: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 
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Figure 236: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.14 Instant Prizes 

This service enables the online user to request for a Commercial Permit for Instant Prizes.  User can request 
permit for Instant Prizes in Arabic and English languages. 

This service is divided into two sub letters which are 

 Instant Prizes for One Shop 

 Instant Prizes for All Branches 

 

Figure 237: Instant Prizes 
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3.1.6.14.1 Instant Prizes for One Shop 

Instant Prizes for One Shop page displays the following details:   

 Permit Issuance Starting Date 

 Description 

 Mall Contract Expiry Date 

 Supporting Documents 

 NOC from mall 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.14.1.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Instant Prizes from 

the dropdown. User should select Instant Prizes for One Shop from Sub letter Type dropdown and Instant 

Prizes for One Shop form will appear (see the image below). 

 

 

Figure 238: Instant Prizes for one shop  

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 239: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 240: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 241: Success Page 
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11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 242: Close confirmation 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.14.2 Instant Prizes of All Branches 

Instant Prizes for All Branches page displays the following details:   

 Permit Issuance Starting Date 

 Location 

 Description 

 Mall Contract Expiry Date 

 Supporting Documents 

 NOC from mall 

 Commercial Permit Type : Temporary 

 E-Mail 

 Mobile Number 

The above details are the same for Arabic and English version of the permits. 

3.1.6.14.2.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > Commercial Permit and select Instant Prizes from 

the dropdown. User should select Instant Prizes for All Branches from Sub letter Type dropdown and 

Instant Prizes for All Branches form will appear (see the image below). 

 

Figure 243: Instant Prizes for all Branches 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page.  

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 244: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 245: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 246: Success Page 
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11. User can open the payment advice upon clicking on the payment advice number link. 

12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

        Figure 247: Close Confirmation 

 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.6.15 Extra Sign Board 

This service enables the online user to request for a Commercial Permit for Extra Sign Board. User can request 
permit for Extra Sign Board in Arabic and English languages. 

3.1.6.15.1 Overview 

Extra Sign Board displays the following details:   

 Permit Issuance Starting Date 

 Sign board size (sqft.)  

 Photo of the sign board 

 NOC from Nakheel 

 Supporting Documents 

 Commercial Permit Type: Permanent 

 E-Mail 

 Mobile Number 

 Declaration Statement for Extra Sign Board 

The above details are the same for Arabic and English version of the permits. 

3.1.6.15.1.1 How it works 

1. Go to CLD Services > Letters/ Commercial Permits > > Commercial Permit and select Extra Sign Board 

from the dropdown and the Extra Sign Board form will appear (see the image below). 

 

Figure 248: Extra Sign Board 

2. User should fill all the mandatory fields and upload all the mandatory documents in this page. 

3. User should upload documents by clicking on  button and browse the file from the user’s system. 

Select the file and click on OK button in the file browser. 

4. Click on  button after filling the form with required fields.  

5. A Service Financial Confirmation Pop up will be displayed with service fee for the particular service, 

prepaid balance of the customer and a note to remind the customer that the service fee will be deducted 

from the customer’s prepaid account. 
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         Figure 249: Confirmation Page 

6. User should have enough prepaid balance for requesting this service. 

7. User should click on  button to continue submission of this service 

8. User can cancel the current transaction by clicking on the  button. user can verify the details 

again after cancelling and submit the transaction again.  

9. Upon submission, user will get a submission success message with reference number as below 

 

 

Figure 250: Success Message 

 

10. Upon clicking on  button, user would be able to view the reference number, submitted details of the 

transaction and payment advice generated for the submitted permit.(See image below)  

 

        Figure 251: Success Page 

11. User can open the payment advice upon clicking on the payment advice number link. 
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12. User can close viewing the current transaction by clicking on  button.(see the image below) 

 

Figure 252: Success Page 

 

13. User should click on  button to navigate to License Enquiry Page. 

14. User can stay on the transaction page by clicking on button. 
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3.1.7 Inbox 

 

Inbox enables the user to view and manage different pending transactions of NOC License, NOC 

Government Relations and Commercial Permits.  User can send “More Info” comment and update 
submitted data of all the above CLD transactions. 

 

3.1.7.1 Overview 

1. The User can view and manage pending transactions of NOC License, NOC Government Relations and 

Commercial Permits in the Inbox page.  

2. User can access the Inbox by clicking on the ‘Inbox’ link on the left menu. Inbox menu will be dis played.  

3. This will open all pending transactions in a table format. (See the image below) 

 

 

Figure 253: Inbox 

 

3.1.7.2 Viewing a Task 

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

right side. 

2. Only a maximum of 30 requests will be listed in a single page. If there are more than 30 requests, it will be 

displayed in different pages.  

3. 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). 

 

Figure 254: Pagination 

 

 

3.1.7.3 More info Submission from Inbox 

1. User should select the appropriate task from the inbox and click on view link to open the more info task.  
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2. User will be able to view the details of the appropriate task. 

3. User can make the required modification as per the comments from the back office.(See the Image below)  

 

Figure 255: More info Page 

4. User can provide the required remarks in the remarks section. 

5. User can go back to inbox page to select a different task upon clicking on close button. 

6. User can submit the more info task upon clicking on Submit button and upon submission user will be getting 

a success message.(See the below image) 

 

Figure 256: More info Success message 

7. Click on OK  button to view the transaction details for the submitted more info task.(See the image below) 
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Figure 257: Transaction details of More info task 

8. Once the status is displayed user will be able to navigate to the inbox page by clicking on the close button 

and browse through the tasks. 
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3.1.8 New Employment Visa 

 

New employment visa service is classified into two different services as Employment visa inside 

country and employment visa outside country. 

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 Click on your required service (“Visa-Inside Country” or “Visa-Outside Country”). 
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3.1.8.1 Employment Visa Inside Country 

 

For new employment visa inside country, you have to follow below mentioned steps: 

 

1. Click on Visa-Inside Country  
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2. A screen will be opened containing all the fields needed for new visa and an action button to submit. In 
the screen fill in all the details. 
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3. Verify the information provided and provide following inputs: 
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 Provide all mandatory fields. (If not provided will show an alert on submit button click). 

 Write Comments. 

 Upload the Documents needed. (Copy of Cancellation/Visit visa, Photo and Passport Copy are 
mandatory documents.)  

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.8.2 Employment Visa Outside Country 

 

1. Click on Visa-Inside Country   

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

2. A screen will be opened containing all the fields needed for new visa and an action button to 

submit. In the screen fill in all the details. 
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3. Verify the information provided and provide following inputs: 
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 Provide all mandatory fields.(If not provided will show an alert on submit button 
click). 

 Write Comments. 

 Upload the Documents needed. (Passport Copy and Photo are mandatory 
documents.)  

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.9  Employment Visa Renewal 

 

For Employment visa renewal process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 

1. Click on Renewal in the left side menu. 

 

 
 

 

2. A screen will be opened containing all the fields need to be filled for employment visa renewal 
process and an action button to submit. In the screen fill in all the details. 
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To fill this form many fields are auto populate with selection of particular CEC number. To select 
CEC number on the above screen, to the right hand side of first field there is a search icon. Click on 

that field and you will get the following screen. 
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Enter the known details and click on search 
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Select the employee and click on select 

The fields in the first screen will get populate with the data according to the selected employee. 
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Add the documents and fill the Emirates ID field  
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3. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields.(If not provided will show an alert on submit button click). 

b. Write Comments. 

c. Upload the Documents needed. (Visa Copy, Passport Copy and Photo are mandatory 

documents.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.10 License Renewal 

 

For ‘License renewal’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on Renewal in the left side menu. 

 
 

 

2. A screen will be opened with the details of license filled. Some fields are updateable. Update those 
fields if needed. 
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3. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields.(If not provided will show an alert on submit button click). 

b. Write Comments. 

c. Upload the Documents needed. (Company Lease Contract, Personal information form of 
all shareholders/manager and Passport copy of all shareholders/manager are mandatory 

documents.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.11   Update License Contact Details 

 

For ‘Update License Contact Details’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on ‘Contact Update’ in the left side menu. 
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2. A screen will be opened with the details of license and contacts filled. Some fields are updateable. 

Update those fields if needed. 

 

 

 

3. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.12   Lease Update 

 

For ‘Lease Update’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on ‘Lease Update’ in the left side menu. 

 
 

 

2. A screen will be opened with the details of license and lease filled. Some fields are updateable. 
Update those fields if needed. 
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3.  Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.13   Employee Salary Amendment 

 

For ‘Employee Salary Amendment’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employee Visa Service” in the new left side menu. 

 

1. Click on ‘Salary Amendment’ in the left side menu. 
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2. A screen will be opened with employee details and amendment details. 
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3. To the right of the field labeled CEC Number, we have a search icon. Click on that icon to search for 
the employee. 
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4. If you know the details like CEC Number, Employee name or Passport number. Enter them on 
respective fields and click on search. 
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5. Select the employee from the result and click on select button.  Employee details in the form will 
get populated. 

 
 

 

6. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

c. Upload the Documents needed. (New Employment Contract and Old employment 

Contract are mandatory documents.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

     You will get the result screen as follows 
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3.1.14   Employment Visa Cancellation 

 

For ‘Employment Visa Cancellation’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employee Visa Service” in the new left side menu. 

 

1. Click on ‘Cancellation’ in the left side menu. 

 

 

 

 

 

 

 

 

 

 

 

 

2. A screen will be opened with employee details. 
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3. To the right of the field labeled CEC Number, we have a search icon. Click on that icon to search for 
the employee. 
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4. If you know the details like CEC Number, Employee name or Passport number. Enter them on 
respective fields and click on search. 
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5. Select the employee from the result and click on select button.  Employee details in the form will 

get populated. 
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6. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

d. Upload the Documents needed. (Form 4, End of service Entitlement is mandatory 

document.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

     You will get the result screen as follows 
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3.1.15   Employment Visa Internal Transfer 

 

For ‘Employment Visa Internal Transfer process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employee Visa Service” in the new left side menu. 

 

1. Click on ‘Visa-Internal Transfer’ in the left side menu. 
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2. A screen will be opened containing all the fields needed for visa-internal transfer and an action 
button to submit. In the screen fill in all the details. 
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3. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

e. Upload the Documents needed. (Passport Copy with Visa Page and Photo are mandatory 

documents.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

     You will get the result screen as follows 

 

 

 



19

0 
Ports Customs & Free Zone Corporation  

1.  
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3.1.16   Employment Visa Govt. to Trakhees Transfer 

 

For ‘Employment Visa Govt. to Trakhees Transfer process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employee Visa Service” in the new left side menu. 

 

1. Click on ‘Visa-Govt. to Trakhees Transfer’ in the left side menu. 

 

 
 

 

 

 

 

 

 

 

 

 

 

2. A screen will be opened containing all the fields needed for visa-govt. to trakhees transfer and an 

action button to submit. In the screen fill in all the details. 
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3. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

f. Upload the Documents needed. (Establishment Card Copy of the old Sponsor, Old Visa 

Copy, Photo and Passport Copy are mandatory documents.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

     You will get the result screen as follows 
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3.1.17 Employee Visa Amendment 

 

For ‘Employee Visa Amendment’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 

1. Click on ‘Amendment’ in the left side menu. 

 

 

2. A screen will be opened with employee details and amendment details and license details.  

3. Select the type of amendments to be performed. [ Salary Amendment, Profession Change or 
Restamping] 
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4. To the right of the field labeled CEC Number, we have a search icon. Click on that icon to search for 
the employee. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. If you know the details like CEC Number, Employee name or Passport number. Enter them on 
respective fields and click on search. 
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6. Select the employee from the result and click on select button.  Employee details in the form will 

get populated.  
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7. Click the ‘Next’ button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8. A new page with the selected amendment type, employee details and general details will be 

displayed. 



20

0 
Ports Customs & Free Zone Corporation  

1.  

 
9. If user has selected Profession Change Details, below section will be displayed in screen. 

 
 

 

 

 

 

10. If user has selected Salary Amendment, below section will be displayed in screen. 
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11. If user has selected Re-stamping, below section will be displayed in screen. 

 
12. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

g. Upload the Documents needed. (New Employment Contract and Old employment 
Contract are mandatory documents.) 
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After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

      You will get the result screen as follows 
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3.1.18 License Amendment 

 

For ‘License Amendment’ process, you have to follow below mentioned steps:  

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

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

 

 A page will open where License Details of the client will be displayed and also user can select 

the types of amendment [License Activity, Company Name, Share Holder Details, Manager 
Details, Location] 
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 Click the ‘Next’ button. 

 A validation will be performed based on the selected amendment types and if successful will 
be navigated to next page. 

 The next page will show the amendments selected from the previous page, License Details and 

sections based on the type of amendment selected. 

 This page will also show the current location, manager, activity and shareholder information 

based on amendment type. 

 For example: - If Location amendment is selected, below section will be displayed. 
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 If Manager Details amendment is selected, below section will be displayed. 

 

 If Activity amendment is selected, below section will be displayed. 

 

 If Company Name amendment is selected, below section will be displayed 

 

 Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

Upload the Documents needed. (New Employment Contract and Old employment Contract 

are mandatory documents.) 
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o After providing the above inputs, click on the “Submit” button. 

o You will be asked for confirmation. Click Ok. 

o  You will get the success page with request ID. 
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3.1.19 Reprint NOC License 

 

For ‘Reprint NOC License’, you have to follow below mentioned steps:  

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Letters/Commercial Permits” in the new left side menu. 

 Click on ‘Reprint NOC License’ link in the left side menu. 

 

 A page will open where user can enter either Transaction Number or Archive Number and Click 

the ‘Download’ button. 
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 ‘NOC License Reprint’ file will get downloaded in pdf format.  
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3.1.20 License Remarks Details 

License Remarks Details is a section in the Home page which displays any remarks (error/warning) existing for 

the current license. 

To see the License Remarks, Login to the application. 

In the home page there is a ‘License Remarks Details’ section, which displays remarks for this license. If there 
are no remarks, then ‘No remarks on license’ message will be displayed.  

 

If there are remarks, it will be displayed as shown below. 
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3.1.21 Search for License Activities (Enquire License Activity) 

This is a public service and user can access it without login into the application. 

To access this service, follow the below mentioned steps. 

1. Access the online application. 

2. In the first page itself, user can see the ‘Enquire License Activity Link’ in the left side menu.  

3. Click on it. 

 

4. A page will open where user can enter either code or description. (If captcha image is shown, then captcha 
text needs to be entered) and click the ‘Search’ button. 

5. Activity matching the search criteria will be displayed. 
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3.1.22 Non Sponsored Services 

 

For all ‘Non Sponsored Employee Services’, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Non Sponsored Employee” in the new left side menu. 

 User can avail below services for Non Sponsored Employee 

 Non Sponsored Employment Visa  - New 

 Non Sponsored Employment Visa - Renew 

 Non Sponsored Employment Visa  - Amendment 

 Non Sponsored Employment Visa  - Cancellation 
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3.1.22.1   Non Sponsored Employment Visa -New 

 

 

1. Click the New link under Non Sponsored Employee from CLD Services menu. 

2. A screen will be opened containing all the fields needed for Non Sponsored Employment Visa  - New 

And an action button to submit. In the screen fill in all the details. 
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Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

h. Upload the Documents needed.  

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

You will get the result screen as follows 
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3.1.22.2   Non Sponsored Employment Visa -Renew 

 

1. Click the Renew link under Non Sponsored Employee from CLD Services menu. 

2. A screen will be opened containing all the fields needed for Non Sponsored Employment Visa  - 
Renew and an action button to submit.  
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3. Click on the icon next to ‘Ns Number’ field. A child window with all non-sponsored employee details 
will be displayed. Search and select the non-sponsored employee. The selected details will get 

populated in the parent screen. 
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4.  In the screen fill in all other details. 

5. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

i. Upload the Documents needed.  

4. After providing the above inputs, click on the “Submit” button. 

5. You will be asked for confirmation. Click Ok. 

6. You will get the result screen as follows 
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3.1.22.3   Non Sponsored Employment Visa -Amendment 

 

1. Click the Amendment link under Non Sponsored Employee from CLD Services menu. 

2. A screen will be opened containing all the fields needed for Non Sponsored Employment Visa - 
Amendment and an action button to submit.  
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3. Click on the icon next to ‘Ns Number’ field. A child window with all non-sponsored employee details 

will be displayed. Search and select the non-sponsored employee. The selected details will get 

populated in the parent screen. 
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4.  In the screen fill in all other details. 

5. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

a. Upload the Documents needed.  

6. After providing the above inputs, click on the “Submit” button. 

7. You will be asked for confirmation. Click Ok. 

8. You will get the result screen with request ID. 
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3.1.22.4   Non Sponsored Employment Visa - Cancellation 

 

1. Click the Cancellation link under Non Sponsored Employee from CLD Services menu. 

2. A screen will be opened containing all the fields needed for Non Sponsored Employment Visa - 
Cancellation and an action button to submit. 
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3. Click on the icon next to ‘Ns Number’ field. A child window with all non-sponsored employee details 

will be displayed. Search and select the non-sponsored employee. The selected details will get 

populated in the parent screen. 
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4.  In the screen fill in all other details. 

 

5. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

b. Upload the Documents needed.  

6. After providing the above inputs, click on the “Submit” button. 

7. You will be asked for confirmation. Click Ok. 

8. You will get the result screen with request ID. 
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3.1.23 Visit Visa Services 

 

For all ‘Visit Visa Services’, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Visit Visa” in the new left side menu. 

 User can avail below services for Visit Visa 

 Visit Visa  - New 

 Visit Visa  - Cancellation 
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3.1.23.1   Visit Visa -New 

 

 Click the Visit Visa -New link under Visit Visa from CLD Services menu. 

 A screen will be opened containing all the fields needed for Visit Visa  - New And an action button to 
submit. In the screen fill in all the details. 
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 Verify the information provided and provide following inputs: 

o Provide all mandatory fields. (If not provided will show an alert on submit button click). 

o Write Comments. 

o Upload the Documents needed.  

 

 After providing the above inputs, click on the “Submit” button. 

 You will be asked for confirmation. Click Ok. 

 You will get the result screen with request ID. 
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3.1.23.2   Visit Visa - Cancel 

 

 Click the Visit Visa – Cancel link under Visit Visa from CLD Services menu. 

 A screen will be opened containing all the fields needed for Visit Visa - Cancel and an action button to 
submit.  

 

 

 

 
 

 Click on the search icon next to ‘Permit Number’. 
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 A pop up will open where user can enter Permit Number or Passport Name (English/Arabic) or 

 Passport number and search.  

 Clicking the search button in the pop up will display all the visitors (if no search criteria is 
entered or visitors matching the search criteria). 

 Select one visitor. The details selected will populate back to the parent screen. 

 Fill in other details. 
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 Verify the information provided and provide following inputs: 

o Provide all mandatory fields. (If not provided will show an alert on submit button click). 

o Write Comments. 

o Upload the Documents needed.  

 After providing the above inputs, click on the “Submit” button. 

 You will be asked for confirmation. Click Ok. 

 You will get the result screen with request ID. 
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3.1.24 View & Download License Copy 

 

For ‘View & Download License Copy’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on ‘View & Download’ in the left side menu. 
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2. A screen will be opened containing all the fields needed for visa-govt. to trakhees transfer and an 
action button to submit. In the screen fill in all the details. 

 
 

 

3. Verify the information provided. 

4. Click on the “Download” button. 

5. You will get the License Copy downloaded to your default download folder. 
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3.1.25  Report – Employee Listing 

 

For ‘Report – Employee Listing’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Report” in the new left side menu. 

 

1. Click on ‘Employee Listing’ in the left side menu. 

 
 

 

 

 

 

 

 

 

2. A screen will be opened containing all the fields needed for Employee Listing and an action button to 

download. In the screen fill in all the required details. 
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3. Click on Download Button. 

4. Report will be downloaded in the selected report format, containing all the employee details under the 
company based on search details provided on screen. 
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3.1.26 Labour Dispute for Company 

 

For ‘Labour Dispute for Company’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Labour Dispute” in the new left side menu. 

 

1. Clicking on ‘Labour Dispute’ in the left side menu, following screen is opened. 

 

 

2. A screen will contain all the fields needed for Labour Dispute company and an action button to submit 
the request. 
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3. To the right of the field labeled CEC Number, we have a search icon. Click on that icon to search for 
the employee. 

 
 

 

 

 

 

 

 

 

 

 

 

4. If you know the details like CEC Number, Employee name or Passport number. Enter them on 
respective fields and click on search. 
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5. Select the employee from the result and click on select button.  Employee details in the form will 

get populated. 
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6. Verify the information provided and provide following inputs: 

 Provide all mandatory fields. (If not provided will show an alert on submit button click).  

 Write Comments. 

 Upload the Documents needed. (Dispute Form, Passport Copy, Payroll, Work Contract, 
Work Permit, Worker Due, where none of the documents are mandatory) 
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7. After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows: 
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3.1.27 Labour Dispute for Employee 

 

For ‘Labour Dispute for Employee’  process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Open the application. (Login not required, as this is a public service) 

 From the home screen click on “Labour Dispute for Employee ” in the left side menu. 

 

1. Clicking on ‘Labour Dispute for Employee’ in the left side menu, following screen is opened.  

 

 
2. Fill in the following Employee Search fields,  
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a. CEC Number 

b. Date of Birth 

c. Passport number 

After the above details are entered, Employee Details section is auto populated with corresponding 

employee details or an alert with error is shown as below. 
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3. Verify the information provided and provide following inputs: 

 Provide all mandatory fields. (If not provided will show an alert on submit button click). 

 Write Comments. 

 Upload the Documents needed. (Dispute Form, Passport Copy, Payroll, Work Contract, 
Work Permit, Worker Due, where none of the documents are mandatory) 

 Captcha text. 
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4. After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows: 
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3.1.28 Initial Approval – New Company 

 

For ‘Initial Approval – New Company’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application as Person Admin. 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on ‘Initial Approval’ in the left side menu. 
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2. Screen will be opened containing all the fields required for Initial Approval and Manager Details section 
prepopulated and Registration type as ‘Branch Local Existed in Trakhees’. 
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3. Select FZCO or FZE as Registration type (for Initial Approval – New Company). On selecting either 
one of it, following sections are shown or hidden. 

 

 Fields Shown: 

a. Company / Client Name(ENG)* 

b. Company / Client Name(ARB)* 

 Groups Shown: 

a. ShareHolder Details 

 Groups Hidden: 

a. Mother Company Details 
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4. Verify the information provided and provide following inputs: 

 Provide all mandatory fields. (If not provided will show an alert on submit button click).  

 Search and select  activities. 

 

 Atleast 1 and not more than 5 shareholders  should be added. 

a. To add person, select the Shareholder type as Person and fill in all the fields and 
click on Add. 
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b. To add Company, select the Shareholder type as Company, click on the search icon, 

search and select a company from the popup. Upon selecting the company 
Shareholder details will be populated in the form, enter all the other required fields 

and Click on Add. 
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 Write Comments. 

 Upload the Documents needed. (Application Form, EHS NOC, Lease Contract/Ejari, 
Personal Information Form, Trade Name Reservation are mandatory and  Third party 

approval based on activities is not mandatory)  

 Accept the Disclaimer. 

 

 
 

 



25

8 
Ports Customs & Free Zone Corporation  

1.  

5. After providing the above inputs, click on the “Submit” button. 

Payment Preview popup will be shown. Click on confirm. 

 

You will get the result screen as follows: 
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3.1.29 Initial Approval – Branch License 

 

For ‘Initial Approval – Branch License’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application as Person Admin. 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on ‘Initial Approval’ in the left side menu. 

 

 

 
 

 

 

 

 

2. Screen will be opened containing all the fields required for Initial Approval and Manager Details section 

prepopulated and Registration type as ‘Branch Local Existed in Trakhees’.  



26

0 
Ports Customs & Free Zone Corporation  

1.  

 
 

 

 

 

 

3. Select Branch Local (Existed in Trakhees) or Branch Local (Not Existed in Trakhees) or Branch Oversea 
(Not Existed in Trakhees) as Registration type (for Initial Approval – Branch License).  
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4. Verify the information provided and provide following inputs: 

 Provide all mandatory fields. (If not provided will show an alert on submit button click). 

 Search and select activities. (If not selected will show an alert on submit button click). 

 

 
 

 

 Mother Company should be selected. Click on Search icon near the Mother Company Id text 

field. Search Company Popup is opened. Search and select a company. Upon selection 
mother company details section is populated with selected values. (If not selected will show 

an alert on submit button click). 
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 Write Comments. 

 Upload the Documents required. (Application Form, EHS NOC, Lease Contract/Ejari, 
Personal Information Form, Trade Name Reservation are mandatory and  Third party 
approval based on activities is not mandatory)  

 Accept the Disclaimer. 
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5. After providing the above inputs, click on the “Submit” button. 

Payment Preview popup will be shown. Click on confirm. 

 

You will get the result screen as follows: 
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3.1.30 License Issuance 

 

For ‘License Issuance’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application as Person Admin. 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on ‘License Issuance’ in the left side menu. 
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2. Screen will be opened with all the fields required for ‘License Issuance’. 
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3. Select any of the Initial Approval Id from the dropdown. Certain groups are shown/hidden and 
populated with values based on whether the selected initial approval id is for ‘New Company’ or 

‘Branch License’. 

a. If Initial Approval id of ‘New Company’ is selected, then  

 Initial Approval Details, Manager Details and Shareholders Details of the corresponding 

Initial Approval Id will be populated on screen. 
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b. If Initial Approval id of ‘Branch License’ is selected, then  

 Following sections will be hidden. 

 ShareHolder Details, Bank and Legal Representative Details section will be hidden. 

 

 Initial Approval Details and Manager Details will be populated with values corresponding 

to the initial Approval ID.  
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4. Verify the information provided and provide following inputs: 

a. If Initial Approval ID of ‘Branch License’ is selected. 

 Provide all mandatory fields. (If not provided will show an alert on submit button 

click).  

 Enter Comments. 

 Accept Disclaimer. 

 

 
 

 



27

1 
Ports Customs & Free Zone Corporation  

1.  

b. If Initial Approval ID of ‘New Company’ is selected. 

 Provide all mandatory fields. (If not provided will show an alert on submit button click).  

 Search and select Bank. 
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 Add Legal Representatives, by entering the information in the form and clicking on Add 
Button. 
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 Enter Comments. 

 Accept Disclaimer. 

 

 

 
5. After providing the above inputs, click on the “Submit” button. 
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Payment Preview popup will be shown. Click on confirm. 

 

You will get the result screen as follows: 
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3.1.31 Submission of EP Cancellation 

For ‘EP Cancellation’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application as Company Admin. 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Services” in the new left side menu. 

 

1. Click on ‘Entry permit cancellation’ in the left side menu. 

 

 

 
 

 

 

 

2. Screen will be opened with all the fields required for ‘EP Cancellation’. 
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3. Two ways to fill in the form 
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 Click on Search icon near the Employee visa Transaction no field. Popup will be opened. Search 
and select the Visa Transaction no and Employee details section will be populated with values 

corresponding to Visa Transaction no. 
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 Enter Visa Transaction no and on tabbing Employee Details section is populated with values 
corresponding to Visa Transaction no. 

 

 
 

 

4. Verify the information provided and provide following inputs: 

 Provide all mandatory fields. (If not provided will show an alert on submit button click).  

 Attach documents. Mandatory attachments are EP copy, Passport copy, Copy of Establishment 

card and End of service form with employee signature. 

 Enter Comments. 
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5. After providing the above inputs, click on the “Submit” button. 

Confirmation popup will open. Click OK. 

 

You will get the result screen as follows: 
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3.1.32 Submission of EP Renewal 

For ‘EP Renewal’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application as Company Admin. 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Services” in the new left side menu. 

 

1. Click on ‘Entry permit Renewal’ in the left side menu. 
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2. Screen will be opened with all the fields required for ‘EP Renewal’. 
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3. Two ways to fill in the form 

 Click on Search icon near the Employee visa Transaction no field. Popup will be opened. Search 

and select the Visa Transaction no and Employee details section will be populated with values 
corresponding to Visa Transaction no. 
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28

9 
Ports Customs & Free Zone Corporation  

1.  

 Enter Visa Transaction no and on tabbing Employee Details section is populated with values 
corresponding to Visa Transaction no. 
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5. Verify the information provided and provide following inputs: 

 Provide all mandatory fields. (If not provided will show an alert on submit button click).  

 Attach documents. Mandatory attachments are EP copy, Passport copy, Copy of Establishment 

card and Photo with white background. 

 Enter Comments. 

  
6. After providing the above inputs, click on the “Submit” button. 

Confirmation popup will open. Click OK. 



29

1 
Ports Customs & Free Zone Corporation  

1.  

 

You will get the result screen as follows: 
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3.1.33 NOC GS Reprint 

For ‘NOC GS Reprint’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application as Company Admin. 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Letters / Commercial Permits” in the new left side menu. 

 

1. Click on ‘Reprint - NOC - Government Relations’ in the left side menu. 
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2. Screen will be displayed with all the fields required for ‘NOC GS Reprint’.  

 
3. Enter either Transaction number or NOC Number , where any one field is mandatory. (If not provided 

alert message is shown on clicking download button) 

 
4. Click on Download. NOC will be downloaded in pdf format. 
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3.1.34 License Cost Calculator 

For “Licence Cost Calculator”, you have to follow below mentioned steps: 

 This service can be accessed from two different menus (before login and after login) 

 

 Before Login Steps:  

 From Pages Before Login home page, Click on “Licence Cost Calculator”  

 

 

 

OR 

 

 After Login Steps:  

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 
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1. Click on “Licence Cost Calculator” 
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2. A screen will be opened containing all the fields required for “License Cost Calculator”. In the 
screen fill in all the details. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Verify the information provided and provide following inputs: 
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a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.35 License Termination 

 

For ‘License Termination’, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “License Services” in the new left side menu. 

 

1. Click on “Termination” in the left side menu. 
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2. A screen will be opened with the details and field required for “License Termination”. Some fields are 
updateable. Update those fields if required. 

 

 
 

3. Verify the information provided and provide following inputs: 
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c. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

d. Write Comments. 

e. Upload the Documents required. (Application Form, License Copy, Liquidation 

Certificate from Audit report company, NOC from company, Passport copy for all 
shareholders/manager, Personal Information form and Visa Cancellation Clearance are 

mandatory documents.) 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.36 Request for Medical Appointment 

 

For “Request for Medical Appointment”, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 

1. Click on Medical Appointment 

 

 
 

 

 

 

 

 

 

 

 

 

 

2. A screen will be opened containing all the fields required for “Request for Medical Appointment” 

and an action button to submit. In the screen fill in all the details. 
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3. Verify the information provided and provide following inputs: 
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a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

c. Upload the Documents needed. (Visa copy, Passport copy, Photo with white background 

(Original is required for medical), Copy of Establishment card  are mandatory documents.)  

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.37  Employment Visa Renewal 

 

For “Submission of Exit Date in Employee Cancellation”, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 

1. Click on “Update Exit Paper” 

 

 
 

 

 

 

 

 

 

 

 

 

 



30

5 
Ports Customs & Free Zone Corporation  

1.  

2. A screen will be opened containing all the fields required for “Submission of Exit Date in 
Employee Cancellation” and an action button to submit. In the screen fill in all the details. 

 

 

 
 

 

 

 

 

 

 

3. Verify the information provided and provide following inputs: 
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a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

c. Upload the Documents needed. (Exit Document)  

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

You will get the result screen as follows 
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3.1.38 NOC for Commercial Permit Re-Print 

 

For ‘NOC for Commercial Permit Re-Print’ process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Re-Print” in the new left side menu. 

 

1. Click on “Commercial Permits” in the left side menu. 
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2. A screen will be opened with the fields required for “NOC for Commercial Permit Re-Print”. 

 

 
 

 

 

3. Verify the information provided and provide following inputs: 

a.  You can download the file by either entering Transaction number or by entering 
Commercial Permit Number or by entering both the values.  

b. Click on Download 

c. If the data provided is correct, the file will get downloaded, else you will be provided 

with a proper error message. 
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3.1.39 Abscond Initiate 

 

For Employee Abscond Initiation process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 

1. Click on “Abscond Initiate” in the left side menu. 
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2. A screen will be opened with employee details. 
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3. To the right of the field labeled CEC Number, we have a search icon. Click on that icon to search for 
the employee. 
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4. If you know the details like CEC Number, Employee name or Passport number. Enter them on 
respective fields and click on search. 
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5. Select the employee from the result and click on select button.  Employee details in the form will 
get populated. 

 

 
 

6. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click). 

b. Write Comments. 

                  c. Upload the Documents needed.  

 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

     You will get the result screen as follows 
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3.1.40 Abscond Complete 

 

For Employee Abscond Initiation process, you have to follow below mentioned steps:  

To access this service follow the below given steps: 

 Login to the application 

 From the home screen click on “CLD Services” in the left side menu. 

 Click on “Employment Visa Service” in the new left side menu. 

 

1. Click on “Abscond Complete” in the left side menu. 
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2. A screen will be opened with employee details. 
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3. To the right of the field labeled CEC Number, we have a search icon. Click on that icon to search for 
the employee. 
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4. If you know the details like CEC Number, Employee name or Passport number. Enter them on 
respective fields and click on search. 
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5. Select the employee from the result and click on select button.  Employee details in the form will 
get populated. 

 

 
 

6. Verify the information provided and provide following inputs: 

a. Provide all mandatory fields. (If not provided will show an alert on submit button click).  

b. Write Comments. 

                  c. Upload the Documents needed.  

 

 

After providing the above inputs, click on the “Submit” button. 

You will be asked for confirmation. Click Ok. 

 

     You will get the result screen as follows 
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