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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.  

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  

 

 

Trakhees ID: It is given by Trakhees & it is unique for each client. 

 

There are two steps in the registration to avail the online services. First you need to register in Trakhees back 

office system. If you have ever done a transaction with Trakhees it means you are already registered in back 
office system. So, you can skip the back office registration & directly go to the Online Admin Account 
Creation.  

 

3.1 Client Registration (Trakhees ID & PIN Registration) 
Client Registration is required to store the complete details of a client. This registration is mandatory for each 

client if he wants to deal with Trakhees with any manner.  At the end of registration, a unique Trakhees ID & 

PIN is generated for the client. The flow of the registration is as following: 

 

There are two types of registrations: 

 Company Registration 

 Person Registration 
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3.1.1 Company Registration 

 

1) Click on “Register Company” from the left menu. 
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2) A page with is displayed to feed in the details of Company, License, Contact, Location and supporting 
documents. You have to fill in all the mandatory fields (marked with red * sign) on the page and click 

“Next”.  
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3) Upload the documents by clicking the "Upload" button. After uploading both documents, click on Next 
Button. Preview Page is displayed with Submit button. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



10 
Ports Customs & Free Zone Corporation  

1.  

4) Now, you can preview all the data. In case, if you want to modify, you can click Previous Button & modify 
whatever you want. You can submit these details by clicking on the ‘Submit’ button given on Preview & 

Submit screen. Once Submit button is clicked your details are sent to the Trakhees for Company 
registration & a reference number is generated so that you can track the status of your registration 

request. 
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5) An email notification will be sent to you when the request is approved/rejected as below.  
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3.1.2 Person Registration 

 

1) Click on “Register Person” from the left menu. 

 

 
 

 

2) A page is displayed to feed in the Personal, Contact, Passport details with supporting documents. 

3) You have to fill in all the mandatory fields (marked with red * sign) on the page and click “Next". 
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4) Upload the documents by clicking the "Upload" button. After uploading document(s), click on Next Button. 



16 
Ports Customs & Free Zone Corporation  

1.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) Preview Page is displayed with Submit button. 
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6) When you click on "Submit" button on "Preview and Submit” screen, the registration request containing the 
details you filled in are sent to the Trakhees. 

 

 

 

 

 

 

 

 

7) A reference number is generated & displayed for future correspondence as shown below. 
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8) An email notification will be sent to you when the request is approved or rejected as below.  

 

 

  



19 
Ports Customs & Free Zone Corporation  

1.  

 

3.2 Online Account Creation 

3.2.1 Company Admin - Online Account 

 

1) Click on "Click here" on login page or “Register Online Company Admin” from the left menu. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2) A page is displayed where you can enter Trakhees ID and PIN. 
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3) Enter your Trakhees ID & PIN and click on ‘Submit’ button. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4) The system verifies the Trakhees ID/PIN combination and redirects to the admin registration page.  

5) You need to fill in your desired login detail for the online account. Also, attach supporting documents as 

required. 
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6) Then, click the “Submit” button. 
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7) A reference number is shown to the client for future correspondence. 
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8) An email notification will be sent to you when the request is approved or rejected. 
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3.2.2 Person Admin – Online Account  

 

1) Click on "Click here" on login page or “Register Online Person Access” from the left menu.  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2) A page is displayed where you can enter your Trakhees ID and PIN. 
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3) Enter your Trakhees ID & PIN and click on ‘Submit’ button. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4) The system verifies the Trakhees ID/PIN combination and redirects to the admin registration page.  
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5) You need to fill in their desired login detail for the online account. Also, attach supporting documents as 
required.  

6) Then, click on the “Submit” button. 
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7) A reference number is shown to the client for future correspondence. 

8) An email notification will be sent to you when the request is approved or rejected. 
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3.3 Inquire Request Status 

 You can verify the status of your request by following the below steps: 

  

1. Click on “Inquire Status” from the left menu. 
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2. Inquire status page is shown where you can select the department and enter your “Reference Number” 
which was displayed on previous successful request submission. 

 

 
 

 

3. Clicks on “Search” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. The status of the request is displayed. 
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5. If the reference is not found in the system then an error message is displayed. 
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3.4 Recall Trakhees ID & PIN 
 

1. Click on the “Recall Trakhees PIN” link from the left menu. 

 

 

 

2. Choose your Client Type – Company or Person and fill in the fields required. 

3. Click on the ‘Submit’ button. 

 
4. On submission, your Trakhees ID & PIN is sent to the email address given at the time of your 

Company/Person Registration. 
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5. Error message will be shown if the system is unable to find the Trakhees ID and PIN with the input 
given or if there are many clients found for the input.  
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3.5 Profile Management 

3.5.1 Forgot Password 

 

1) If you forget the current password, you can click on “Forgot Password” link on the User Login page. 

 
 

2) You will be redirected to “Forgot Password” page with a “Username” textbox and “Enter Text Shown Above 
” textbox to enter the captcha text. 

 
 

 

 

3) Enter your “Username”, Captcha text and clicks the “Submit” button and then you will be navigated to an 
Identity Verification page. 
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4) Enter either Security Answer or Trakhees Id & Pin and click on “Send Reset Instructions”.  

 If the Security Answer is not entered or if invalid security answer is entered, error message will be 

displayed. 
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 If the Trakhees Id & Pin is not entered or entered data is invalid, error message will be displayed. 
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 On entering valid security answer or Trakhees Id and Pin and clicking on “Send Reset Instructions”, 
you will be navigated to success page and mail will be sent to you with Reset instructions.  
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5) Clicking on the “use this link” in mail, you will be navigated to Password Reset Screen.  
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6) Enter “Password” and “Confirm Password” and click on “Reset Password” button. You will be navigated to 

Login screen with success message. 
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3.5.2 Update My Profile 

 

1) User clicks on “Update My Profile” link in the menu. Link is provided on the menu. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2) User is redirected to his profile page. 
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3) All the fields on the profile page are read-only except Login Details. 

 

 
 

 

 

 

4) User changes his profile and clicks the “Save” button. 

5) User profile is updated and success message is shown to the user. 
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6) If user doesn’t enter mandatory fields then error message will be displayed.  



44 
Ports Customs & Free Zone Corporation  

1.  

 
 

 

 

 

 

  



45 
Ports Customs & Free Zone Corporation  

1.  

3.5.3 Add Additional Roles 

1) User clicks on “Add Additional Role” link in the menu  

 

 
 

2) User is redirected to a page where all the roles currently assigned and the roles which he/she can avail are 

displayed. 

 
3) User selects a role(s) and clicks the “Submit” button. 
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4) User role registration request is sent to the admin, success message is displayed. 

 

 

5) User receives an error message if system is unable to submit his request. 

6) An email notification will be sent to you when the request is approved or rejected. 
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3.6 Company Admin User Management 

3.6.1 Create User 

 

1) Company Admin User login the system. 

2) Company Admin User clicks on the “Create User” link from the menu. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

3) A screen is displayed with fields along with a submit button.  
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4) After filling all mandatory fields & add service. Company Admin User clicks on submit button. 
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5) Employee is created & success message is displayed. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7) If user doesn’t enter all the mandatory fields on the screen then error message will be displayed.  
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3.6.2 Activate/Inactive Employee User Account 

 

1) Company Admin User login the system. 

2) Company Admin User clicks on the “View/Edit Users” link from the menu. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3) A screen is displayed containing the entire employees list along with edit button. 
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4) Company Admin User selects an employee & click on edit button. 
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5) A screen is displayed containing employee details along with Status radio button having values 
Active/Inactive & a submit button. 
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6) Company Admin User selects “Active/Inactive” from radio button& clicks the “Save” button. 
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8) Employee is activated/deactivated accordingly & success message is displayed. 
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3.6.3 Grant/Revoke Service to Employee 

 

1) Company Admin User login the system. 

2) Company Admin User clicks on the “View/Edit Users” link from the menu. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3) A screen is displayed containing the entire employees list along with edit button. 
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4) Company Admin User selects an employee & click on edit button. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5) A screen is displayed containing employee details along with employee service section containing assigned 

services in the form of a grid with headers Service Name (English), Service Name (Arabic) & Action. In 
action there is a delete link. 
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6) A button with label “Search” is also there to add more services A submit button is also there on the screen.  
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7) If Company Admin User deletes service(s) by clicking the delete link & click submit button that service(s) 
will be revoked from the employee.  
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Admin user can add service(s) by using the Search button. After adding the service(s) Online Admin User clicks 
submit button the service will be granted to the employee. 
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3.6.4 Search & Add Service 

 

1) “Search” service popup is opened when it is called from any page. 

 

 
 

2) User types in the fields & click on search button. 

3) Matching services are displayed on the popup along with a checkbox. 

4) User selects the required services & clicks on submit button. 
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3.6.5 User Register Service 

 

1. Client Admin User logs in the portal. 

2. User clicks on “Register New/Additional Service” link on menu. 
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3.User will be redirected to a page where all the services which he/she can avail are displayed. 
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4. User selects a service(s) and clicks the “Continue” button. 
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5. User clicks the “Continue” button. 
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6. Enter required details and click on Submit. User service registration request is sent to the admin, 
success message is displayed. 

7. An email notification will be sent to you when the request is approved or rejected. 
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3.6.6 Reset Employee Password 

 

1) Company Admin User login the system. 

2) Company Admin User clicks on the “View/Edit Users” link from the menu. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3) A screen is displayed containing the entire employees list along with reset password button. 

4) Company Admin User selects an employee & click on reset password button. 
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A dialog box appears user confirms & password is changed and an email is sent to the employee containing 
new password. 
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3.6.7 Edit Employee Profile 

 

1) Company Admin User login the system. 

2) Company Admin User clicks on the “View/Edit Users” link from the menu. 
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3) A screen is displayed containing list of employees. Company admin user selects an employee & clicks on 
edit button. 
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4) Employee profile is opened with fields along with a submit button.  

 

 
 

5) Company Admin can change the assigned the services. Company Admin after editing the required details, 

clicks on submit button. 

  



76 
Ports Customs & Free Zone Corporation  

1.  

Employee is updated & success message is displayed. 
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3.6.8 Employee Change Password 

 

1) Employee login the system. 

2) Employee clicks on “Update My Profile” link from the menu. 
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3) A screen is displayed containing employee profile having attributes. Employee type in the new password & 
clicks on submit button. 
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Employee password is updated & success message is displayed. 

 

 

 

 


