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Objectives

In this training we will help you to:

* An overview of ACCESSADGM

* Understand Key Concepts

* Access the Portal via the Website

* Request access and Register to the ACCESSADGM Portal
* Login and Overview of the ACCESSADGM Portal

* View and Access different components of the Portal
* Edit and Update user details and profile picture

* Understand how to Top — Up Portal Balance

* Raise a Service Request

* Raise Cases

* View Knowledge Articles

* Access payment receipts

* Generate Statement of Accounts

e
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Overview of ACCESSADGM

ACCESSADGM is a comprehensive online portal that will

allow you access government related services, including

Online platform for (l l] Important Alerts /
customers Announcements

IP--u

letters & permits.

Raise Service O Update User

Requests Q Details

VIEW Knowledge Raise Cases
Articles -

Upload/Download View Status
Documents Dashboards

It also provides you with a homepage dashboard that

displays the status of all your services requests and cases, in
addition to many more value-added services for full

transparency.

iill

You can access the ADGM Client Portal 24/7 to request
services, receive real time notifications, pay online anytime,
anywhere and get updated on all ADGM related

)

announcements.
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Understand Key Concepts

What is it?

Alerts

News & Updates

Support / Cases

Dashboard

Home

Periodically notify client about changes in services or about document expiry dates, etc.

Broadcast important information related to the entity or ADGM in general.

Allows clients to provide detailed feedback and raise technical or payment related queries.

Provide a snapshot of key metrics related to service requests and cases.

The Portal Home Page from where you view case statistics, service requests metrics, access
government related services, view alerts and announcements and view or top-up portal balance.

©ADGM 2024
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Understand Key Concepts — Service Request

Term Whatis it?

Service Request A request raised for any of the services currently offered by AccessADGM.
SR-Number Reference number for the request raised.

Status Current status of the request raised.

Documents A list of documents related to the service request raised.

Actions Required Task assigned to client to be completed such as Payment or Re-upload Document.
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Access the online portal via the website

Operating in ADGM

ACCESSADGM :

In order to access the ACCESSADGM Portal via the website :

Government Services Portal./

Q > Operatingin ADGM > eServices > ACCESSADGM Government Services Portal
* Visit this link https://access.adgm.com
* You may also visit https://www.adgm.com/operating-in- Providing q d |g Itlsed experience for
adgm/e-services/accessadgm-government-services-portal/ )
for guidance, FAQs, and user manuals. govemment— reloted services
* SeIeCt ACCESSADGM ADGM government related services can be accessed throug'u ACCESSADGM :Iiem—
portal, a highly efficient, comprehensive and integrated online portal that has
e User will be directed to ACCESSADGM Portal Login screen contributed to enhancing our ease of doing business and enjoying a seamless digital
experience by our clients.
ACCESSADGM client portal provides a wide range of 2. Guest User: this user is an admin from a non-
services including visas, permits, postal services, registered company, who has access to the portal for
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Register as a Company User

e User has the option to register as a Company User for
registered ADGM entities.

* Guest User is for entities non-registered in ADGM.

e User can also opt to log in using UAE Pass upon registration
if they are a UAE resident.

)| ADGM

Userhame

(@adgm.portal

Password

Forgot your password?

[ Y Login with UAE PASS j

© Register As Guest User
© Register As Company User

@ Verify Documents

By Signing in or creating a user, you are agreeing to the portal
Terms of Use and ADGM Privacy Policy.
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Register as a Company User

User is required to complete the Company User Registration Form to request

for access.

* All fields marked with red are mandatory.

* Work Email is required to be unique. If a user tries to register with an already
existing email address, system will throw an error.

* User can enter the desired username and check for its availability in the
system by clicking on Check Availability. If the username already exists,
system will throw an error and will not allow user to proceed.

* User is required to attach Passport Copy and Signed Letter from Authorized
Signatory before submitting the request. The template for the letter can be
located on the registration page.

* After completing the form and attaching all the mandatory documents, click

on Save at the bottom to proceed.

10

* Tithe- * First Name:
J -
Micidle Name: * Last Mame:
* Date OF Birth: * Wiork. Ermail:
&
* Cantact Mumber:

Requested Services

Sedect from the kst below the required servioes far this user prafile. In order to permit access (o these selecied senvdoss, te relevant authorization letier needs bo identfy the exact same sel of serdces.
*Typea Of Sarvicas
Auailisble: Chosen

Campany Senices
Permiits Services
Visa & Lelter Services

Business Directary

Username Details

* Username @adgm.porial  Check Availbity

Mama Description Upload Fllas

Passpart Capy/Emirztes 1D of Autharized Signatary Please uplad valid passport copylemirates 1D of the suthorized signatory. 2, Upiosel Fies | Or drog s
Passpart Copy/Emirstes 1D of Delegated Sarial User Plense uplad passpart copyiemirabes |0 of the Delegated Partal Uses. 2, Uplawe Fies | O dromfes
Aulharizalion Leter {Click here to accass templats) Please uplad signed ketter from autharized signaloey 4. Upiozd Fies | Or dro fles

&
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Register as a Company User

1

)| ADGM

9

Thank you for submitting your company user registration request.

Your request SR-195705 will be reviewed for approval. An email notification will be sent to you containing your registration details.

Kindly click this link to go back to the home page.

On clicking Submit, the service request will be submitted to
ADGM for approval
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Login to the ACCESSADGM Portal

e User will receive a Welcome Email from ADGM to access

the portal. >)|(< ADGM

* Click on the link to setup a password for the portal. Dear Valued Client,
Welcome to the ACCESSADGM, your online portal for all your event and exhibition
* Once you have set a password, you can click on the link in permits and ADGM lefter requests.
the email to login and get started. Your Service Request has been approved and you can now begin your digital portal
experience by logging in using your assigned username.
* Users are requested to note the login credentials safely in To set up your password, please click here to access password reset.
order to access the ADGM Client Portal at all times. Once you have reset your password, please click here to login and get started.
Your username can neither be re-set nor extracted, kindly ensure your login
° Please nOte that the username can nelther be re'set nor ::Zt:r::::ae:are noted safely to ensure you are able to access the ADGM client portal
extracted.

You are also accountable for your all service requests raised using your account
and therefore you should not share these credentials with any other individuals.

Hope you enjoy your ACCESSADGM Portal experience.
Regards,

Corporate Relations
Registration Authority - ADGM

adgm.com
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Login to the ACCESSADGM Portal

* Userisrequired to set a new password before logging
into the portal.

* The password requirements:
* 8characters
e 1letter
* 1 number
* 1 special character

* Click on Change Password to set the new password.

13

)|« ADGM
Change Your Password

Enter a new password for rehamaccess@adgm.portal.
Make sure to include at least:

8 characters
1 letter
1 number

1 special character@

* New Password

* Confirm New Password

Password was last changed on 21/11/2024 12:08
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Navigate through the ACCESSADGM Portal

)| ADGM

& Semnices

. Tabs allow user to easily access the Home page, Services,

Welcome Rola

Entity Profile, Manage Portal Users, Payments, Support, Third

& Eniity Profile

£ Manage Portal Users

Welcome to ACCESSADGM, & world of senvices at your fingertips! From hers you £an scoess awer 60 govemment

related services, including company services, visa services, letters and permits. Your ACCESSADGM homepage

Party Services, and Business Directory.

full ransparency.

. Allows user to perform global search, view company

information and general settings.

User can upload or edit a profile picture.

. Quick Links allow user to access Tutorial & Manuals,

Knowledge Center, and The Online Registry Solution.

User can view Draft requests, Submitted requests, Approved i

TopUp »

Requests and Pending Actions.

= Wallet

204101.33

15

dashboard displays the status of all your service requests and cases, in addifion o many more value added senices for

5

¥ Pending Actions

Following are actions that require your immediste sttention

SR Number
SR-163447
SR-156333
SR-166321
SR-166708

SR-166707
SR-170481

SR-170406

Employment Visa - New
Employment Visa - New
Employment Visa - Mew
Employment Visa - New
Employment Visa - New

Employment Residencs Viss -

Renewal

Employment Visa - New

4 Pagelofl B

£l All Service Requests

SR-105233

SR-105183
SR-195182

SR-194622

Temporary Alcohol Parmit

Cancel - Full Time Non
Sponsored Employes

Temporary Work Permit -
‘Cancellstion

Temporary Fit Out Security
Clearance

View All »

Awaiting Confirmation
Confirm Applicant Status
Awaiting Applicant Arrival
Awaiting Applcant Arrival
Awaiting Re-Upload

Awaiting Upload of Health
Insurance Card

Awaiting Re-Upload

View All »

Drraft

Draft

Draft

Draft

fR Third Parly Services

-

[ Alerts

View All »

2 Quick Links

BB Tutorials & Manualsc
Knowledge Centercd

@ Online Registry Solutionc

¢= Medical Appointment
55 Calendar

N

MON TUE WED THU FRI SAT SUN

< Movember >

1 2 3

4 5 [ 7 8 g 10

1M1 12 13 14 15 16 17

o
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Navigate through the ACCESSADGM Portal

)| ADGM - &

o Entity Profile 5. Manage Portal Users =] ents =] Support [Bg Third Parly Services

6. User can view all Alerts here such as permit expiry dates.
Welcome Rola

7. User can view the current Wallet Balance and also Wekore i ACOESSATEN a okl o e A B SR 0 goverrest
related services, including company services, visa services, letters and permits. Your ACCESSADGM homepage
dashboard displays the status of all your service requests and cases, in addifion o many more value added senices for

perform a recharge.

full ransparency.

8. Visa Medical Appointment Calendar widget allows user
¥ Pending Actions View All » [ Alerts View All »

Following are sctions that require your immediste sttention

SR-163447 Employment Visa - New Awaiting Confirmation 2 Quick Links

to book an appointment for visa medical by selecting a

specific date and time.
SR-186333 Employment Visa - New Confirm Applicant Status
SR-166321 Employment Visa - New Awaiting Apphcant Arrval @ Tutorials & Manuals
SR-166708 Employment Visa - New Awaiting Applcant Arrival
SR-186707 Employment Visa - New Awaiting Re-Upload Knowledge Centercd
SR1T0431 Employment Residencs Viss - Awaiting Upload of Health
B Renewal Insurance Card

@ Online Registry Solutionc
SR-170495 Employment Visa - New Awaiting Re-Upload

4 Pagelofl B

¢= Medical Appointment
55 Calendar

@ All Service Requests View All » m

— SR Number Service Request Name status < November > 2024 v
= Wallet Top Up »
e 5R-105233 Temporary Aleshal Parmit Draft

MON TUE WED THU FRI SAT SUN

Cancel - Full Time Non
e
it Sponsored Employee Lics

Temporary Work Permit -

204101.33 s

R-1a4822 Le‘:;z::‘ir: Fit Out Security Draft
Ao el 1 4
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Navigate through the ACCESSADGM Portal

el s TEIMPUTETy FRCOTIOT P =F

SR-193414 noe f?r {?-xwemmem Draft
— Organization

4 Pagelof2d »

9. Displays all important News & Updates released

News & Updates View All b

by ADGM.

10. Displays ADGM contact information.
(1]
sla__S5 I
11. The ADGM Bot can assist providing information on °

various Government Services.

Commemeoration Day & 515t UAE National Day Holiday

Dear Valued Client, On the occasion of Commemoration Day & the 51st UAE National Day,
ADGM offices will b= closed from Thursday 1=t of Decamber 2022 untd Friday 2nd Decembsar
2022, In case of further enguiries, please feel fres to contact us..

Read More

[ REFN >

Links Contact Us Follow Us 1.
)) (( ADGI I Frivacy Folicy [ actessadgm.cases@adgm.com [ Linkedin T Twitter
Terms & Condi @, +071 2 333 2888 Instagram (&) Youtube
© 2021 Abu Dl Gicksal Marced. Al rights Reserved T 071 2043 2304

Abu Diabi Glabial Market has been established in

acoordaros with the Federal Decree Mo, (15) of 2013
Establishment of Financial Free Zone in the Emirate of
Abu Dhushi _

©ADGM 2024 >)|(< ADGM
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Update Profile Picture

User can update the profile picture by Following the steps )| ADGM

ich may cause a delay in service fulfilment.

below:

¢ Enity Profile oy Manage Porial Users E Payments El Support ﬁﬁ Third Party Servic

1. Click on the profile icon at the top right corner.
Welcome Sally

2. Select Profile.

Welcome fo ACCESSADGM, a world of senvices at your fingertips! From here you can access over B0 govemment

related senvices, including company services, visa Senices, lettsrs and permits. Your ACCESSADGM homepage

3. Scroll down to Upload Profile Picture. A R - e s =y

full transparency.

4. Click on “Upload Files”.
= Pending Actions View All b [\ Alerts View All b

Following are aciions that require your immediate attention

@ Quick Links
E Tutorials & Manualscf
£} All Service Requests View All b
Knowledge Centergd
| skl status

New Work Parmit — Full Tme: . . .
SR-107563 i
SR-197563 o S s Submitted @ Online Registry Solution

Employment Visa - New (Sally

SR-187211
I Green)

Draft

D et = e «. Medical Appointment
1120 0 SR-108513 Gr";:;""m a-New(Saly g 2 calendar

Cancel - Full Time Non Book Appoiniment

Sponsored Employes

e Cancellation

=) Wallet SR-194570 ‘Terparany Work Permit - Draft < November > a
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Update Profile Picture

User can update the profile picture by Following the steps
below:

1. Click on the profile icon at the top right corner.

2. Select Profile.

3. Scroll down to Upload Profile Picture.

4. Click on “Upload Files”.

19

)|« ADGM

T Services @ Entity Profile

]
an UserProfile

Title
Ms.

Emai

sally.green@sg.com adgm.com

Mobile Number
0020008000

Activate Login with UAE Pass

Emirates ID Mumber

Upload Profile Picture

I, Upload Files Cr drop files

Search... Q e

We are currently experiencing technical issues, which may cause a delay in service fulfilment.

S Manage Porial Users E:::::E Paymenis = Support ﬁﬁ Third Party Services B! Business Directory

Edit

MName
Sally Green

Date of Birth
010172000

Are you a3 UAE Resident?

The ideal profile picture size is 352x352 pixels, you can adjust your image by dragging or zooming the picture.
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Update Contact Information

User can update the Contact Information on the Portal :

1.

Click on the profile icon on the top right hand corner
of the screen.

Select Profile then click on Edit.

User can update the First Name, Last Name and
activate UAE Pass.

Click on Save to confirm.

20

)|« ADGM

& Services

]
an UserProfile

Title
Ms.

Emai

sally.green@sg.com adgm.com

Mobile Number
0020008000

Activate Login with UAE Pass

Emirates ID Mumber

Upload Profile Picture

I, Upload Files Cr drop files

@ Entity Profile

Search... Q e

We are currently experiencing technical issues, which may cause a delay in service fulfilment.

S Manage Porial Users 2 Payments =l Support Bm Third Party Services B! Business Directory

Edit

Name /

Sally Green

Date of Birth
010172000

Are you a3 UAE Resident?

The ideal profile picture size is 352x352 pixels, you can adjust your image by dragging or zooming the picture.
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Update Contact Information

>)[(< ADGM == - @
User can update the Contact Information on the Portal :
1. Click on the profile icon on the top right hand corner of
the screen.
2. Select Profile then click on Edit.

Edit User Profile
3. User can update the First Name, Last Name and activate

First Mame *

UAE Pass. -
. . sally.green@sg.com
4. Click on Save to confirm. il

sally.green@sg.com ym.com
Mobile Mumber

2000802080
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Overview of Portal Sidebar

The Portal Sidebar allows quick access to the following :

* Company Overview including:

Company Name

Entity ID

Entity Status

Establishment Card Expiry Date
E-Channel Expiry Date

Employment Allocation

* The Portal’s Wallet displays the entity’s current balance

and is updated after every successful transaction.

* User can top up the portal balance by clicking on Top Up, then

selecting either Online Payment or Wire Transfer and

proceeding with the transfer details.

22

=) Wallet Top Up »

294101.33
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Top Up Portal Balance through Online Payment

23

User can top up the portal balance either through Online Payment

or Wire Transfer.

To top-up portal balance using Online Payment:

Select the Online Payment method.

Click on Transfer Details.

Enter the amount to be recharged in the box.

Click on Confirm Top up.

User will be redirected to Payment Gateway where they will
have to enter the bank and card details.

Click on Pay to complete the transaction.

A receipt will be generated for the transaction which can be

accessed from the Payments tab.

Select Payment Option

*Choose Payment Method

Online Payment

*Choose Wallet
AED

Amount to Transfer

* Amount (AED)
100

X Cancel

. Cancel

Confim Topup B
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Top Up Portal Balance through Wire Transfer

To top-up portal balance using Wire Transfer:

24

Select Wire Transfer from the drop down.

Button.
Click on Transfer Details.

Enter the amount to be recharged in the box.
Enter the Bank Transfer Number and add the

corresponding attachment.
Click on Save.

The request for wire transfer is submitted to

ADGM for approval.

A receipt reference number is generated on
approval and the receipt can be viewed under

the Payments section.

Transfer Details

* Entity *Payment Purpose
a (Test Registered Company L.L.C) Portal Deposit -
*Payment Method *Payment Currency

Electronic Funds Transfer - AED -
* Amount *Bank Transfer Number
Drescription

A
Proofof Payment
*Upload File

't Upload Files Cr drop files

Total Portal Balance Afier Transfer: 294104

Bank Account Details:

Bank Name: First Abu Dhabi Eank (FAB)

Account Name: ADGM REGISTRATION AUTHORITY
Account Number: 4021003571090031

IBAN Number: AE35035402100357 1090031

Branch: H.0. Sheikh Khalifa Street, Abu Dhabi, UAE
Swift Code/BIC: NEADAEAA

Cance' E
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View Entity Profile

Entity Profile
Enfity Detalis

Ery 1 000EASD Entty f2nin EA——

* User can obtain a 3600 view of their Entity including license and e s

establishment details, all the active P. O. Boxes and also search for the =

employees of the entity.

* To view company information, click on Entity Profile tab.

* User can see the following information under the Entity Profile tab: - o - _— . —
* Entity Details - Information regarding the entity such as License S

Details, Establishment Card Details and E-Channel Status. -

3

* P. O. Boxes— All the P.O.Boxes rented by the entity.
* Employee Details — User can view all employees of the company T ——— —

here. User can also search for a particular entity by typing their e Stemes e e
name in the search box. B -
* Obtain more information about the employee such as their visa,

work permit, and passport details .

Showeg | ot | Pugels)

[ I'meapart Mumiter Fatmnmley Wiork Parmit Ezpry Uues. Emplayment Status

[ TaRg aeT] A y— Y A Ceanacian ey FER——
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Manage Portal Users

An active portal user can add another portal user who if

approved by ADGM will be granted access to the AccessADGM

Client Portal.

To manage portal users:

26

Click on Manage Portal Users tab.

The system will display all users including those with
status still Under Review.

To add a new portal user, click on Add New User
button. Enter the details on the form. Select the
Types of Services to be granted access to. Attach the
mandatory documents. Click on Save to submit the
request for adding a new portal user.

After ADGM approves the request, the status of the user
will change to Active. You can Deactivate the user

or Promote the user to Lead Admin.

Manage Portal Users
Create/Update Users

List Of Users

Hame Usamame Emall Accese Type ‘Status Actione

Company Services;Payment
Acoount Services:\isa & Letier Active
Services: Permits Services

sally.green@adgm.portal itz neswia

Sally Green Hani
t

Company Services:Payment
Saif saif@adgm.portal rce com newuat Acrount Services;Visa & Letier Iactive
Services; Permils Servioes

Iractive

— teigacgn portaliEmtigm portal newy Company ServicesVisa & Letter

Services

Showing 1 of 13 Pagefs) oo

* Tile: * First Nama:
|l -
Micdle Name: Last Name:
* Dale OF Birth: * Work Email:
&
* Contact Munber:

Requested Services

Select from the st below the required servioes for this user prafile. In arder o permit access (o these selected senioss, the relevant authorization letier needs to idensfy the exact same et of services.
“Types OF Sarvicas
Awailabile Choeen

- - 3 e
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View Government Services

* The Services tab allows user to view the different Government services )|« ADGM / o - )

We are currently experiencing technical issues, which may cause a delay in servig

offered by ADGM.

E Services £ Entity Profile o) Manage Porial Users : Payments =] Support ﬁﬁ Third Parly Services B Business Directory

* Users can raise a request for a particular service from here. The request

E Government Services Company Services Q Type in Service Request Keywords

can be saved and then submitted from the client portal. e sy ot s 3 0 ESar , aCrannes 273 POes wi ADA

* The below service types are available under Government Services: B | Lors & permis Establishment Services

These senvices include the Establishment card and E-channels services.

« Company Services (Establishment, E-channels, PO Box) B2 | You s B

P.O. Box Services
In this servics group you can apply, renew or cancel PO Boxes with ADGM

* Letters & Permits

Wiew Options —

* Visa Services

Links Contact Us Follow Us
%)/« ADGM
D = Privacy Folicy [ accessadgm.casesi@adgm.com m Linkedln X Twitter
Terms & Conditions (&, +6712 333 33833 Instagram (&) Youtube
@ 2021 Abu Dihabi ol Market. All ights Reserved 3 97128432304

Al Dhabi Glabal Marke! has bean extablished in
aceordance with the Federal Decree Na. (15) of 2013
Establishment of Firancial Fres Zone in the Emirste of
Abs Dbaabi

27 ©ADGM 2024 >)|(< ADGM






Raise a new Service Request - Company Services

To raise a request for a New Establishment Card, click on
Company Services > New Establishment Card.

To apply for new e-channels, click on Company Services >
New E-Channels Application.

29

)|« ADGM

T

Search... Q e

&= Services Ui Entity Profile Manage Porial Users Payments =] Support ﬁﬁ Third Party Se B Business Directory

E Government Services Company Services Q, Type in Senvice Request Keywords

d | Company Services In this section you can locate services related to Establishment card, eChannels and PO baxes within ADGM.

[ | Letters & Permits

[7 | Visa Services

Establishment Services

These services include the E i card and E-ch Is services.

This Service Request allows you o obtsin an Establishment Card that is required to
process all visa related services with the Corporate Redations Office within ADGM.

» O New i Card This eard Is issued by the Federal Authority For Identity & Citzanship (ICA) and is 3
requirement for all ADGM entities that wish to apply for visa services for their
employees and will be valid for 2 years,

This Service Request allows you fo renew the company's Establishment Card that
is required fo process &l visa related services with the Corporate Relations Ofice

O Renew Establishment Card within ADGM. This card is issued by the Federal Authority For Identity & Citizenship
(ICA} and is a requirement for all ADGM entities that wish to apply for visa services
for their employees and will be valid for 3 years.

This Service Request aliows you fo cancel your Estabishment Card. Kindly ensure
sl employment visas are cancelled and emplayess have exited the country or

() Cancel Establishment Card transfemed to ancther entity pricr to applying for cancellation of the Establishment
card. This sarvioe request is mainly for entities that are in the process of winding
up

This Service Request allows you fo amend the current Establishment Card that is
required to process all visa related services with the Corporate Relations Office

O Amend Establishment Card within ADGM. This card is issued by the Federal Authority For Identity & Citizenship
(ICA} and is a requirement for all ADGM entities that wish to apply for visa services
for their employess and will be valid for 3 years.

This Senvice Request allows you fo register an sccount in E-Channels- an online
ﬁ O Mew E-Ch. Is Applicati visa application system by the Federal Autharity For Identity & Citizenship (ICA).
- annels Appleation This is 2 requirement for ail ADGM entities that wish to apply for visa services for

their employees and will be valid for 1 year.

This Service Request allows you o renew your account in E-Channels - an online
visa application system by the Federal Autharity For Identity & Citizenship {ICA).
This is 3 requirement for all ADGM entities that wish to apply for visa services for

©ADGM 2024 >)|(< ADGM
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Raise a new Service Request — New Establishment Card

* User should fill in the required service request steps

Start Establishment Card - New
SR-191389
.
below: oetais
Your Guide to this Application
H Documents
* Details
Review How it Works
o
Doc u m e nts This Service Request allows you to obtain an Establishment Card that is required to process all visa related services with the Corporaie Relalions Office within
Payment ADGM. This card is issued by the Federal Authority For Identity & Citizenship (ICA) and is a reguirement for all ADGM entities that wish to apply for visa services for
. their employees and will be valid for 3 years.
* Review
Instructions:
1) Fill out the form and click on "Save” button.
2) Click "Upload/Download Document” on the SR Document related list to upload required documents
* Payment )Gk “Upi pioad ea

3) Click "Submit Request" button to proceed with payment and fo process your request.

Please be aavised that all your entries will be saved under "Saved Requests” You will be able to access these requests later to edit and complete at any time.

* After completing the form details, please ensure that you

have read the Disclaimer carefully and understand the

Authorization included in the form. User is required to
click on | Agree if you comply with the Terms and
Conditions.

* Click on Save and proceed to payment. The request will
be saved under Saved Requests and can be viewed
anytime.

* Click on Discard Request to discard the request.
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Submit and Pay

Once the user fills the necessary information, and
provides the required documents, the request can
be submitted.

System will display the price line item for the
request.

Click on Pay and Submit to complete the payment.
If there is sufficient balance in the Portal, the
price amount will be deducted from the portal
balance.

In case the portal balance is not sufficient, system
will direct the user to top up the balance.

Once the payment is complete, the request will

be submitted to ADGM for approval.

31

Start
Details
Documents

Review

Establishment Card - New
SR-196453

Foymer

Pay and Submit

4 Back | | Pay and Submit » |

Please view the Cost Breakdown, Total Amount fo be paid, and Available Balance.

In case the Available Balance is insufficient to make the payment, you can either choose to Top Up Balance and add funds fo the wallet or you can directly proceed to pay
in which case the payment will be added to the Wallet and then deducted.

Please navigate to the sections from the left side to enter the missing details or resclve any errors (which are highlighted in red).

Once all the i tion is and you can proceed to pay and submit the Service Request. The invoice will be available upon completion of the request.

Upcn submission of the Service Request, the status of the Service Request will change to Submitted and the Portal User will receive an email confirming the submission
of the Service Request to the Services D

Please note - The entity can choose fo cancel the Service Request form prior to submission, if it no longer wishes to proceed.

Cost Breakdown

Establishment Card Fees 1,100 2727
Summary

Total (AED) 1,427.27

Wallet Balance (AED) @ 294,101.33

m Pay and Submit »
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Raise a new Service Request — New E-Channels

* User should fill in the required service request steps

below:
® Details E-Channels - New
SR191414
Details
M Documents Your Guide to this Application
Documents
* REVI ew Review How it Works
This Service Request allows you to register an account in E-Channels- an online visa application system by the Federal Authority For Identity & Citizenship (ICA).
° Paym ent Payment Thisisa require?nem for all ATJGM emgilties that wish to apply for visa services for their eljﬂl:p\oyses :nd will ;e valid for 1 year. ’
. . Instructions:
® After C0mp|etlng the form detalls, please ensure 1) Fill out the form and click on "Save” button.
2) Click "Upload/Download Document” on the SR Document related list to upload required documents.
. . 3) Click "Submit Request” button to proceed with payment and to process your request.
that you have read the Disclaimer carefully and
y y Please be advised that all your entries will be saved under “Saved Requests”. You will be able to sccess these requests later to edit and complete at any time.
understand the Authorization included in the form.
User is required to click on | Agree if you comply

with the Terms and Conditions.

* Click on Save and proceed to payment. The request
will be saved under Saved Requests and can be
viewed anytime.

* Click on Discard Request to discard the request.
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Submit and Pay

Once the user fills the necessary information, and
provides the required documents, the request can
be submitted.

System will display the price line item for the
request.

Click on Pay and Submit to complete the payment.
If there is sufficient balance in the Portal, the
price amount will be deducted from the portal
balance.

In case the portal balance is not sufficient, system
will direct the user to top up the balance.

Once the payment is complete, the request will

be submitted to ADGM for approval.
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Start
Details
Documents

Review

E-Channels - New
SR-191414

Payment

Pay and Submit

Please view the Cost Breakdown, Total Amount to be paid, and Available Balance.

In case the Available Balance is insufficient to make the payment, you can either choose to Top Up Balance and add funds to the wallet or you can directly proceed to pay
in which case the payment will be added to the Wallet and then deducted.

Please navigate to the sections from the left side to enter the missing details or resolve any errors (which are highlighted in red).
Once all the information i reviewed and completed, you can proceed to pay and submit the Service Request. The invoice will be available upon completion of the request.

Upon submission of the Service Request, the status of the Service Reguest will change to Submitted and the Portal User will receive an email confirming the submission
of the Service Request fo the Government Services Department.

Please note - The entity can choose to cancel the Service Request form prior to submission, if it no longer wishes to proceed.

& Please comect the below emor(s) and save/submit the form._Hide Details

» You are not allowed to submit this request. There is sfill an active E-Channel for this Entity.

Cost Breakdown
E-Channel Fees 4,100 97.27
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Submit and Pay

34

After the request is submitted, user will receive an
email outlining Service Request Name, Service
Request Number and the Payment Details.

User is required to keep a note of the SR-Number
for reference.

User can click on the SR-Number and will be
directed to the Service Request Detail Page on the

portal.

)|« ADGM

Dear Valued Client,
We have received your application for the following:
Service Request: Establishment Card - New

Service Request Number : #SR-190848

Payment Details:

Service(s) Reguired: Fees in AED | Tax in AED

Establishment Card Fees 1100.00 7.2
Total Amount 1127.27

Your Service request is currently being processed, and you will soon be notified with status updates.

Regards,
Corporate Relations
Registration Authority

Abu Dhabi Global Market

adgm.com
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Service Request Approval

* After the service request is approved by ADGM, T Services Entity Profile 52 Manage Portal Users £ Payments =] Suppoit BR Third |

user will receive an email confirming the approval. Entity Profile

e User will now be able to download the e

establishment card document from the portal under

Entity ID 9000006ASD Entity Status Registered
the Entity Profile > Establishment Card Document. conse ceue Date 190412017 Liconse Expiy Dats 502025
) User can also download the invoice from the Establishment Card No 781575 Establishment Card Status Active
_ Establishment Arabic N Arabic Establishment English N English Name
Payments tab or within the SR Documents. S e T S e
Establishment Card Issue 01/11/2020 Establishment Card Expiry 04/08/2023
* User can also view the Establishment Card Details pate pate
. . . E-Channel Status Active E-Channel Issue Date 20/05/2024
and E-Channels Details under the Entity Profile tab -
E-Channel Expiry Date 03/11/2024 Establishment Card Decument @ Preview

on the Access ADGM Client Portal.
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Raise a new Service Request - New Employment Residence Visa

* Toraise a request for a New Employment Residence T Government Services Visa Services P T R———
Visa, CIiCk On Visa SerViceS > NeW Employment ﬂ ‘ Company Services In this section you can locate all available services related to Visa, for both employees, dependents, as well as work permits.

Residence Visa under the Employee section from

B | Letters & Permits Employee

Employee visa services include new, renewal, and cancellation, of employee visas, as well as multiple visa amendment services.

the list of Visa services.

& ‘ Visa Services

This service request allows you to apply for a new employrm isa under ADGM's
. . . . . . o New Employment Residence Visa sponsorship. In order to apply for an ADGM employment visa, you must have an
e Userisrequired to fill in the service request details. ofer o mployment om an ADGH regsterd e

This service request allows you to apply for an employment visa renewal of an

Afte r CO m p I eti ng t h e fo rm d eta i I S’ p I ea Se e n S u re t h at O Renew Employment Residence Visa ADGM sponscred employee. Please ensure that the visa renewal is submitted pricr

you have read the Disclaimer carefully and

understand the Authorization included in the form.

SR-163447
Visa Details
User is required to click on | Agree if you comply Your Guide to this Application © Cancel Reques!
Personal Details
with the Terms and Conditions. o
Passport Details ow it Works

This service request allows you to apply for a new employment visa under ADGM's sponscrship. In order to apply for an ADGM employment visa, you must have an
offer of employment from an ADGM regisiered entity.

* Click on Save and proceed to payment. The request

Job Details

Address Details Instructions:
1) Fill gut the form and click on "Save” button.
2) Click "Upload" link to upload the photo.
3) Click "Upload/Download D on the SR D related list to upload required documents.
4) Click "Submit Request” button to proceed with payment and fo process your request.

will be saved under Draft Requests and can be

Existing Visa Details

viewed anytime. Click on Discard Request to discard

Contact Details

the application.

Please be advised that all your entries will be saved under "Saved Requests” You will be able o access these requests later to edit and complete at any tims.

Documents
Review

Payment
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Raise a new Service Request - New Employment Residence Visa

* User should fill in the required service request steps

5R-191895

below:

Visa Details
Your Guide to this Application

Personal Details

* Visa Details

Passport Details How it Works
.

*  Personal Details . ,
This service request allows you to apply for a new employment visa under ADGM's sponsership. In order to apply for an ADGM employment visa, you must have an

Job Details offer of employment from an ADGM registered entity.

* Passport Details

Address Details Instructions:
1) Fill out the form and click on "Save" bution.
2) Click "Upload" link to upload the photo.
3) Click "Upload/Download Document" on the SR Document related list to upload required documents.
4) Click "Submit Request’ button to proceed with payment and to process your request

Existing Visa Details

* Job Details

‘Contact Details

d Ad d ress Detai | S Please be advised that all your entries will be saved under "Saved Requests”. You will be able to acoess these requests later to edit and complete at any time
Documents

* Existing Visa Details e

* Contact Details Payment

* Documents
* Review

* Payment
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Raise a new Service Request - New Employment Residence Visa

If the user enters a wrong value in any of the fields,
system will throw a validation error and prevent the
user from saving the form.

The Applicant Arabic Details section will be
translated and pre — populated as they enter the
Applicant’s Personal Details.

Fields marked with a red bar are mandatory.

39

$

Visa Details

Personal Details

Personal Details

Applicant Photo

Applicant Picture

T, Upload Files Or drop files

Personal Information

Title *

Select an Option

First Name *

Middle Mame

Last Name =

Gender *

Select an Option

Nationality *

Select an Option

To enable acceptance of personal photographs via the Federal Authority for
Identity and Citizenship (ICA) smart systems, the following specifications must
be meat:

* Image high quality, recent, colored, not older than & maonths.

+  Background: dear, preferably white.

* Features: natural facial expressions.

*  Head position: straight, not tited, parallel to the photographic lens.

* Eyes: open towards the camera and without the use of colored lenses.

* (Glasses: accepisble as long as they do not obscure the eyes and do not reflect light.
+  Resolution (piels): a1 least 500 dpi without ink traces ar shrinkage

To vi
hera

43 Discard Request

ew the Federal Autharity for Identity and Citizenship {ICA) photo specifications guide, Hlease Click

First Mame (Arabic)
Middie Mame {Arabic)
Last Name {Arabic)

Marital Status *

A Select an Option -
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Raise a new Service Request - New Employment Residence Visa

* To select the Job Title, click on the blank field and .
Employment Visa - New Pa— | | = | | = |
SR-197211
type the name of the job title in the search box. Visa Details
yp J Job Details
Select from the list, the job title which is the closest i o etiene
"] - Mandstory to save the details.
match to the job title of the employee. Applicant Job Details
@ Job Title * g Highest Cualification *
6 | Search... Q Select an Cption b
Gross Monthiy Salary * Empilayes Email ID *
Languages Spoken *
Available Chosen
ARABIC u o
BANGLA
BLUSSHIEAH ‘
CHINESE
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Raise a new Service Request - New Employment Residence Visa

* If the user selects Person in UAE is Yes, they are s Employment Visa - New oo | [@swe | [ |

SR-196513

required to enter the Previous Visa Type. o B C La

* -Required, Can fill out later.

* If the Previous Visa Type is Visit Visa / Visa on Arrival PassporDenic T (1 sty o s e ot
N pplicant Existing Visa Details
/ Tourist Visa, then please enter the Date of Arrival. [ P ]
* If the Previous Visa Type is cancelled Employee / e o )

Dependent Residence, then please enter the Unified

ID Number of Previous Visa & Visa Cancellation Date. =] —

Start Employment Visa - New
SR-196513

Existing Visa Details

4 Back ‘ ‘Save | ‘ Next b |

Personal il Details
* - Required, Can fill out later.
Passport Detail. [*] - Mandatory fo save the details.
Applicant Existing Visa Details
Job Detail
Person In UAE *

Address Details Yes .
Existing Visa Details Previous Visa Type * Unified ID Number on Previous Visa * @)

Cancelled Residence Employment Visa v

Residence Visa - Gancellafion Date *

<« Boc I
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Submit and Pay

Once the user fills the necessary information, and
provides the required documents, the request can be

submitted.

System will display the price line item for the request.

Click on Pay and Submit to complete the payment.
If there is sufficient balance in the Portal, the
price amount will be deducted from the portal
balance.

In case the portal balance is not sufficient, system
will direct the user to top up the balance.

Once the payment is complete, the request will

be submitted to ADGM for approval.
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Start

Visa Details
Personal Details
Passport Details
Job Details

Address Details
Existing Visa Details
Contact Details
Documents

Review

Employment Visa - New
SR-196513

Pay and Submit

4 Back | | Pay and Submit p |

Flease view the Cost Breakdown, Total Amount to be paid. and Available Balance.

In case the Available Balance is insufficient to make the payment. you can either choose to Top Up Balance and add funds to the wallet or you can directly proceed fo pay
in which case the payment will be added to the Wallet and then deducted.

Plesse navigate to the sactians from the left side fo enter the missing defsils or resolve any emors (which are highlighted in red).

Once all the information is reviewed and completed, you can proceed to pay and submit the Service Request. The invoice will be available upon completion of the request.

Upon submission of the Service Request, the status of the Senvice Request will change to Submitted and the Portal User will receive an email confimming the submission
of the Sarvice Request to the Government Services Department

Please note - The entity can choose to cancel the Service Request form prior to submission, if it no longer wishes to proceed.

Cost Breakdown

Employment Visa Fees 3,150 87.28
Summary

Total (AED) 3,227.39

Wallet Balance [AED) @ 177.707.53
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Submit and Pay

* After the request is submitted, user will receive an
)|« ADGM

email outlining Service Request Name, Service

Request Number and the Payment Details. Dear Valued Client,

. . We have received your application for the following:
* Useris required to keep a note of the SR-Number for

Service Request: Employment Visa - New

refe rence. Service Request Number : #5R-191885

e User can click on the SR-Number and will be directed Applicant Name : Reham Sponsor

Payment Details:

to the Service Request Detail Page on the portal.

Employment Visa Fees 3150.00 87.39
Total Amount 3237.39

Your Service request i currently being processed, and you will soon be notified with status updates.

Regards,
Corporate Relations
Registration Authority

Abu Dhabi Global Market

adgm.com
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Cancel Request

* After the service request is submitted, user has the
provision to Cancel the Request at any stage during
the application process.

* However, once the Residence Visa is approved, the
user will not be allowed to raise a cancellation
request.

* Cancellation is subject to approval by ADGM, and

Cancel Request
standard cancellation charges may apply. T S S TR R A SO sy, ot engeetl
* Toraise a request for cancellation :
* Click on Cancel Request button on top of the
Service Request Detail Page.
* User will be asked to confirm if they are sure

that they want to cancel the request.

* Click on Proceed.

* Once the request is approved by ADGM
Government Services, the remaining amount

will be refunded back to the Portal Balance.
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Download Entry Permit

After submitting the request, user will be periodically
notified via email of the next action item during the
application process.
The Entry Permit will be issued by ADGM. Once the
entry permit has been issued, the applicant must use
it to enter the UAE within the next 60 days.
To download the Entry Permit:
* Loginin to Access ADGM Client Portal.
* Search for the relevant service request from
the Home tab under Pending Actions.
* Click on the SR and select the Documents step
on the left.

* Click to Preview to view the Entry Permit.
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Start

Visa Details
Personal Details
Passport Details
Job Details

Address Details
Existing Visa Details
Contact Details
Review

Payment

Employment Visa - New
SR-163447

Documents

Documents

Uploaded Documents

Health Insurance Card

i Health Insurance Card.png

Entry Permit

i Entry Permitpng

Passport Copy

I Passport Copypng
Employment Contract/Ofier Letter
Bl Employment ContractiOf...
Changs of Visa Status Document
B Change of Visa Status Do...
Emirates ID Application Form

i Emirates ID Application F_..
Residence \isa Approval

i Residence \iza Approval ...

Generated Documents

* - Required, Can fill out later.
[*] - Mandatory fo save the details.
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Confirm Change of Visa Status

* The user will receive an email to confirm the change

Start Employment Visa - New
SR-186333

Actions Required by Client

of visa status.

Visa Details

Personal Details

*  To confirm the change of visa status :

Passport Details

Actions Required

* Loginin to Access ADGM Client Portal.

Job Details
Serial Number Summary ADGM Notes. Current Step Status

Address Detail
==s = 1 (Change of Visa Status Confirm Applicant Status

* Click on the SR number under Pending Actions

Existing Visa Details

section.

Contact Details

* Click on Confirm Applicant Status and select

the correct status.

* Ifthe applicant is outside U.A.E. and wishes to
enter the country using the entry permit, then
select the option : Outside U.A.E. and will
enter the country using entry permit.

* If the applicant is within U.A.E. and wishes to
change his current visa status, then select the
option : Within U.A.E. and proceed with
change of visa status.
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Confirm Change of Visa Status

* To confirm the change of visa status :

* If the applicant had previously selected Person in UAE as
No while completing the service request form but his
current visa status is Within U.A.E, then they will be

required to pay the additional fees of AED 800 for change

of visa status. The Payment action item will be assigned to

the client under all the other Pending Action Items. User

is required to complete the payment in order to
proceed with the application.

* If the applicant is outside the country and wishes to enter
the country using the entry permit, then the portal user is
required to confirm the arrival of the applicant to UAE. An

action item is assigned for the same to the client. User is

required to upload a copy of the stamped entry visa to

proceed with the application.
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Emirates ID Application

* Once the Arrival status/Change of Visa status is

Start Employment Visa - New
confirmed, ADGM will initiate the applicant’s Emirates ID e Dt becuments
Application. The Emirates ID Application Form will be i © R, Can Bl
Passport Details 1] - Mandatory to save the details.
processed and uploaded by ADGM Government - Documents
_ Uploaded Documents
Services. User can download this form from the client o sy
Existing Visa Details b Starped sy Visn.ong o Fresen
p O rta | . Contact Details Fassport Copy
B Fassport Copypng @ Preview
* To download the Emirates ID Application Form: Evplomant ContcyOer Loter
Review B Employment ContractiOfi... @ Freview
* Loginto the Access ADGM Client Portal. Pt e

ki Entry Permitpng @ Freview

Emirates ID Appéication Form

* Click on the SR number under Pending Actions

i Emirsies |D Appiication F_... @ Freview

Heaith Insurance Card

section. TE——— —
Residence \isa Approval
* Click on the SR and select the Documents step on SR PR
the left.

* Click to Preview to view the Emirates ID Application

Form.
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Visa Medical Appointment and Health Insurance

After the Emirates ID is processed, the user will be
notified to book medical/visa screening test appointment
and in the meanwhile, the user is required to upload their
Health Insurance Card.
To book visa medical appointment:
* Select the relevant service request and click on
Book Medical Appointment.

* The Appointment Calendar Widget will open.

* Select the relevant Applicant, the Preferred
Appointment Date, Preferred Appointment Time,
and click on Save. Your medical appointment will be

confirmed.

49

Employment Residence Visa - Renewal
SR-170481

Actions Required by Client %3 Cancel Request
Actions Required
Serial Number ‘Summary ADGM Notes Current Step Status
1 Upload Health Insurance Card Awaiting Upload of Health Insurance Card
2 Book Medical Appointment Appointment Confirmed

Make An Appointment

* Applicant
Mr. Harshad Test - SR-170406
* Preferred Date

28-Mow-2024

* Preferred Time

2:00 AM

Cancel
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Visa Medical Appointment and Health Insurance

* Reschedule visa medical appointment:

All Appointments

* Toreschedule the appointment, click on View All

from the Appointment Calendar Widget on the

ER-153447 June employment Medical Test 12 Jun 2024

client portal home page.

SR-178014 Laorna ldriss Medical Test 18 Sep 2024

SR-182052 Laorna ldriss Medicsl Test 10 Oct 2024

* Click on Reschedule next to the appointment that

you wish to re-schedule.

* Select the Preferred Appointment Date, Preferred
Appointment Time, and Reschedule Reason then
on Save. Rasehodulo An Agpoistarert

* Useris also required to upload a copy of the health Appiicant - SR-162447 - June employment Medical Test

Previous Appointment Date F Time : 12 Jun 2024/ 10:00 AM
“Prefemad Date:

insurance card. The system shall assign an action item for

16-Dec-2024

*Prefemad Time

the same. Select the relevant service request and click on 1000 A
*Reschedule Reason

Awaiting Upload of Health Insurance Card from the

Pending Actions tab.

* Upload the document and click on Save.
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Service Request Approval

Once the medical appointment and health insurance steps are completed, ADGM will proceed
with the Electronic Residence visa issuance. As soon as the Electronic Residence visa is
approved, the user will receive an email notification.

As soon as it is issued by the relevant authority, your Emirates ID will be couriered to the
address you have provided upon completing the application form.

After the service request is approved by ADGM, user will receive an email informing him/her
about the approval.

User will now be able to download the soft copy of the residence visa as well as the work
permit from the portal and will also be able to view the invoice generated for the service
request.

To download the permit, open the service request in the portal and click on the Documents
step on the left. Under the Generated Documents section, the user can preview and download

the documents.

51

)| ADGM

Dear Valued Client,

We would ke to inform you that the residence visa applicafion and the Emirates ID has
been approved for the following:

Service Request: Employment Viss - New
Service Request Mumber : #5R-181885
Applicant Name : Reham Madani
Emirates ID Number - 734784578478477

As soon as the Emirates |0 card is printed by the relevant authority, your Emirates 1D will
be couriered to the address you have provided upon completing the application form. I
you wish to track your Emirstes |D card shipment, please contact Tawzea at 3002220,
The shipment can be tracked by providing your Emirates 1D Application number. To
download your Emirates ID Application, you should open the Service Request=scroll
down to SR Documents section=go to Emirstes ID=Click to View Document. You can also
view your digital Emirstes ID copy by downloading UAEICF mobile spplication, where you
«can register with your Emirates |D number.

Far any further enquiries regarding your submitted visa spplication, please do not hesitate
to contact us st accesssdgm cases @adgm com

In arder for us to confinuously improve our services, we would appreciate it if you could
share your feedback with us.

Howr satisfied are you with the service you have recsived today?

®@ 6 )

VERY ) VERY
UNSATISFIED  UHSATISFIED SATISFIED

Thank you for your valuable feedback.
Regards,

Corporate Relations
Registration Authority - ADGM
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Raise a nhew Service Request — New Work Permit - Non-Sponsored Full time Employee

To raise a request for a Non Sponsored Fulltime
Employee Work Permit type, click on Visa Services >
Work Permits > New Work Permit-Non Sponsored
Fulltime Employee.

User is required to fill in the service request details.
After completing the form details, please ensure that
you have read the Disclaimer carefully and
understand the Authorization included in the form. User
is required to click on | Agree if you comply with the
Terms and Conditions.

Click on Save and proceed to payment. The request will
be saved under Draft Requests and can be viewed
anytime. Click on Discard Request to discard the

application.
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— -
B Government Services

i) | Company Services

B | tLetters & Permits

Visa Services Q_ Type in Senvice Request Keywords

In this section you can locate all available services related to Visa, for both employees, dependents, as well as work permits.

Work Permits

You can locate services related to work permits (temporary and full time) in this section. This includes applications for new, renewal and

cancellation.

This service request allows you to apply for a new temporary work permit for a

ployee, an intem, a an and a service provider
O New Temporary Work Permit who wants to femporary work for an ADGM entity. Employee’s visas need to be
valid more than the period of the temporary work permit requested. The applicant
should be in the UAE upon submission of femporary work permit.

This service request allows you to apply for renewal of temporary work permit.
Employee’s visas need to be valid more than the period of the temporary work
pemmit requested. The applicant should be in the UAE upen submission of
temporary work permit.

(C) Renew Temporary Work Permit

O Cancel Temporary Work Permit This service request allows you to cancel a valid femporary ADGM work permit.

This service request allows you to obtain a new work permit for the below types -
a. Employee Sponsored by spousefparent: Individuals directly employed by an
ADGM entity but, who remain on a visa sponsored by their spouse or parent
Employee’s and Sponsor's visas need to be valid more than the period of the work
pemmit requested. The applicant should be in the UAE upon submission of work
permit.

b. UAE/GCC National : The permit is issued for UAE/GCC nafional who wants o
work for an ADGM registered enfity. This permit will be issued until the expiry date
of the passport or for a period of 3 years whichever comes first.

. Golden Visa Holder : The permit is issued for Golden Visa Holders who wish fo
work for an ADGM registered enfity. This permit will be issued until the expiry date
of the passport/visa or for a period of 3 years whichever comes first.

© New Work Permit — Non Sponsored Full Time Employee
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Raise a nhew Service Request — New Work Permit - Non-Sponsored Full time Employee

* User should fill in the required service request steps

(P New Work Permit — Full Time Non Sponsored Employee

SR-197563
below:
Your Guide to this Application
. .

*  Work Permit Details

How it Works
.
b Pe rso n a I Deta l I S This service request allows you to obtain a new work permit for the below types:
a. Employee by indivi directly employed by an ADGM entity but, who remain on a visa sponsored by their spouse or parent.

Employee’s and Sponsor's visas need to be valid more than the period of the work permit requested. The applicant should be in the UAE upon submission of work

.

° P p D I permit
a ss o rt eta I s b. UAE/GCC national : The permit is issued for UAE/GCC national who wants to work for an ADGM registered entity. This permit will be issued unfil the expiry date

of the passport or for a period of 3 years whichever comes first.

c. Golden Visa Holder : The permit is issued for Golden Visa Holders who wish to work for an ADGM registered entity. This permit will be issued until the expiry date

d Jo b Deta i I s of the passportivisa or for a period of 3 years whichever comes first.

Instructions:
. 1) Fill out the form and click on "Save” button
® contact Detalls 2) Click "Upload" link to upload the applicant photio_
3) Click "Upload/Download Document” on the SR Document related list to upload required documents.
4) Click "Submit Request” button to proceed with payment and to process your request.
° Docu m e nts Please be advised that all your entries will be saved under "Saved Requests”. You will be able to access these requests [ater to edit and compiete at any time.

* Review
evie K

* Payment
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Raise a nhew Service Request — New Work Permit - Non-Sponsored Full time Employee

* Useris required to upload documents of the

Applicant, such as Emirates ID, and Employment

Start New Work Permit — Full Time Non Sponsored Employee
SR-197563

* - Required, Can fill out later.
[*] - Mandatory to save the details.

4 Back | ‘ Save | | Next » ‘

Contract.
* If user tries to submit the request without

uploading the mandatory documents, system will Documents to be Uploadsd

Emirates ID *

throw an error and not allow user to submit the o P

m © Only the following file formats are supported: [ PNG, JPG, JPEG, PDF, DOC, DOCX, PPT, PPTX]. We recommend that uploaded files are not security
re q U e St . protected. (Maximum file size 5 MB).

Please upload mandatory file

hd Cl ick On Upload Files_ Employment Contract/Offer Letter from New Employer *

1, Upload Files Or drop files

° Ch oose t h e re I eva nt fl Ie a n d CI |C k o n O pe n > DO n e . gm(:;gd{n:h:::?:::;:;??;:? supperted: [ PNG, JPG, JPEG, PDF, DOC, DOCX, PPT, PPTX]. We recommend that uploaded files are not security

Please upload mandatory file

* The file will be uploaded. The file size is required to

Issued Documents

b e I e S S t h a n 5 M B a n d ca n b e Of ty p e P D F' J P G , Note : User will be able to view Issued Documents here once approved or issued by the government services team_

JPEG, PNG, DOC, DOCX, PPT, or PPTX only.

=T el -

* Click on Preview to preview the file.
* Click on Remove to replace the file.
* Once all documents are uploaded, click on Save >

Next to proceed with the application.
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Submit and Pay

* Once the user fills the necessary information, and

Start New Work Permit — Full Time Non Sponsored Employee

4 Back | | and Submit » ‘
SR-197563 Pay

provides the required documents, the request can

Work Permit Details

be submitted. Personal etais

Passport Details Pay and Submit

. . . . . Please view the Cost Breakdown, Total Amount fo be paid, and Available Balance.
* System will display the price line item for the Job etais
In case the Available Balance is insufficient fo make the payment. you can either choose to Top Up Balance and add funds fo the wallet or you can directly proceed fo pay

in which case the payment will be added to the Wallet and then deducted.
Contact Details

request.

Please navigate to the sections from the left side fo enter the missing details or resolve any errors (which are highlighted in red).
Documents
Once all the information is reviewed and completed, you can proceed to pay and submit the Service Request. The invoice will be available upon complefion of the request.

* CI ic k O n Pay a nd Su b m it to CO m p I ete t h e paym e nt ' Review Upon submission of the Service Request. the status of the Service Request will change to Submitied and the Portal User will receive an email confirming the submission

m of the Service Request to the Government Services Depariment.

Please note - The enfity can choose to cancel the Service Request form prior to submission, if it no longer wishes to proceed.

* |If there is sufficient balance in the Portal, the

price amount will be deducted from the portal Cost Breakdown
CMemlme  Res) Ty

ba I a n Ce . Full Time Non Sponsored Employee 300 o

. .« . Summa
* In case the portal balance is not sufficient, ”

Total (AED) 300

system will direct the user to top up the balance. WatelBaance (AED) ©
* Once the payment is complete, the request

. . e
will be submitted to ADGM for approval.
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Service Request Approval

. . . : .
Once the service request is approved by ADGM, user will receive an ,)|(< ADGM
email informing them about the approval. _
Dear Valued Client,
* User will now be able to download the soft copy of the work permit With reference fo your appiication for the following -
Service Request: New Work Permit — Full Time Non Sponsored Employee
from the portal and will also be able to view the invoice generated for Service Request Number : #5R-190156

Applicant Name : SARA HAMED
th e se rVICe req uest. Please note that your ADGM electronic Work Permit has been issued successfully.

Please be advised that each employee is required to have a hard copy of this permit
* To download the permit, open the service request in the portal and enclosed in their employee folder

To view and download your e-permits, please follow the below steps:

click on the Documents step on the left. Under the Generated

Click on the link sent to you in the Email Motification
The link will direct you to the Service Request page
Within the Service Request page, scroll down to the SR documents section
Click to View and Download the generated e-permit

Documents section, the user can preview and download the

documents.

Regards,
Corporate Relations
Registration Authority

Abu Dhabi Global Market

))I (“ ADGM adgm.com
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Raise a new Service Request — Photography Permit

* To raise a request for a Photography Permit, T Governmant Sarvices Letters & Permits O —

ﬂ ‘ Company Services In this section you can locate all services related to letters and permits.

click on Letters & Permits > Permits >

Photography Permit.

Permit services available include services related to alcohol permits, entertainment permits, events and promotiens, photography permits et

. . . . ® | visa Services This permi issued by ADGM grants the holder a permission lo legally serve
[ ] U q d f I | h q alcoholic beverages within the holder premises in ADGM's jurisdiction such as
ser Is require to 1 mn t e service reque St (O Alcohol Permit - New restaurants, bars and lounges. For hotel establishment within the ADGM
jurisdiction, this permit also covers serving alcoholic beverages for personal
consumption of hotel guests and visitors.

details.

This is a special permit issued by ADGM to allow an enfity to serve alcoholic

O Temporary Alcohol Permit beverages at a specific event or location for a limited period.

This service request allows you to obtain a permit to have enterfainment held within
the ADGM jurisdiction

* After completing the form, Click on Save and

(C) Entertainment Permit

proceed to payment. The request Wi“ be Saved O Events and Exhibition Permit This service request allows you to obtain a permit to hold an event or an exhibition

within the ADGM jurisdiction.

This service request allows you to obtain @ permit fo extend the operating hours of

under Draft Requests and can be viewed anytime. © Extendsa Business Hours Permi vtk ot cprsin i e ADCR it

This permit is issued by ADGM for establishments such as liquor stores,

'Y Click on Discard Request to disca rd the application. O Alcohol Retail Permit - New ;;gﬂe:i:ﬂn:;?:ﬁe:';rgmcerysloles.andolhelretaiomlelswhetealcoho\issddfol

This service request allows you to obtain a permit to allow practicing photography
activiies within the ADGM Jurisdiction.

© Photography Permit

This sanvice ranuest allaws 4 DGM reai jies tn nhizin 2 nermit tn.
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Raise a new Service Request — Photography Permit

* The service requests raised may have st P R o | [ @swe | [ wemr |
mandatory documents to be uploaded or some - List Of Participants
information to be updated. Add Participants

 If the user clicks on Submit Request button R Add Paricipant

+ Add Participant

without uploading the mandatory documents

or the required information, system throws an

(o (e |

error.

*  This service request requires that the user fill in
the details of the participants. (in this case, all
the required photographers). It also requires that
the user upload a copy of the commercial license
of the company as mandatory document.

* Click on the List of Participants button to add

the participants.
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Submit and Pay

Once the user uploads all the documents and
fills the necessary information, the request can be
submitted.

System will display the price line item for the
request.

Click on Pay and Submit to complete the payment.
If there is sufficient balance in the Portal, the
price amount will be deducted from the portal
balance.

In case the portal balance is not sufficient, system
will direct the user to top up the balance.

Once the payment is complete, the request will

be submitted to ADGM for approval.

61

Start

Details

List Of Participants
Documents.

Review

Photography Permit 4 Back ‘ Pay and Submit p |
SR-196486

Payment _ Discard Request
Pay and Submit

Please view the Cost Breakdown, Total Amount o be psid, and Availsble Balance

In case the Available Balance is insuficient to make the payment, you ean sither choase to Top Up Salance and add funds to the wallet or you can directly proceed to pay
in which case the payment will be added to the Wallet and then deducted.

Please navigate to the seclions from the left side to enter the missing details or resolve any ermors (which are highlighted in red).
O all the information is reviewed and completed, you can proceed to pay and submit the Service Request. The invoice will be available upon completion of the request.

Upon submission of the Service Request, the status of the Service Reguest will change to Submitted and the Portal User will recaive an email confirming the submission
«of the Service Request to the Government Senvices Department.

Please note - The enity can choose fo cancel the Serviee Request form prior to submission, if it no longer wishes to proceed

Cost Breakdown

Permit Fees 287 o
Summary

Total (AED) 267

Vsllet Balarce (AED) @ 294,101.33
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Raise a New Case

= Services &f Entity Profile . Manage Portal Users S #R Third Party Services & Business Direclory

* User can raise a new Case or view existing cases by

SELECT THE CASES YOU WANT TO VIEW FROM THE DROPDOWN.

All Open Cases v

clicking on the Support tab.

* From the drop down, select whether you want to view Case Number case Trpe Case subect Saws  Submited Dae Creaiedy

00060204 General Queries Balance enquiry New 071172024 Sally Green
open Cases O r- Closed Cases 00060123 Technical Support Explore the benefits of It-enabled healthcare New 28M10/2024 Rose Dawson
) 00080122 General Queries test New 23102024 Sophia Gonzalez
00059197 General Queries Case Description New 03/10/2023 Harry Potter

* Click on the Create New Case button to raise a new case.

Showing 1 of 1 Page(s)

Create New Case

* Select a Case Type:

Payment, Technical Support, Feedback, or General

Enquiry.

= Services Entity Profile £ Manage Portal Users fi® Third Parly Services B Business Direcio|

* System will prompt user to confirm whether they have

read the articles related to the case in the Knowledge RAISE A NEW CASE

Before raising a new case please ensure that you have read the Knowledge articles shared by ADGM. You can access the knowledge articles by clicking on the "Knowledge" Tab.

ce nter. If u Se r Se I ects lYeS" t h ey Wi I I be d i recte d to t h e Also available are tutorial videos that provide guidance on how to access the portal, please reference them

SELECT A CASE TYPE

Case Detail Page. If user selects ‘No’, they will be directed to

the Knowledge Center. = ] @

Payment Technical Support Feedback General Enquiry
For all queries related fo portal balance, For reporting technical issues related to porial For providing us feedback and suggestion on how to For any other queries that are not
semvice charges, fines and refunds. payments or to completing services. improve our ADGM and/or portal services. related fo payment or technical issues.
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Raise a New Case

; ;
 Enter the case information such as Case il

= Subject

Subject, Category, and Description.

Service Request

Search Semvice Request Q

* User can also lookup the Service Request related

Service category @
Available Selected

to the case. Click on the search icon and enter the A P .
service request number in the lookup box. Select : unem ‘ ’
the relevant service request from the list by | —
clicking oniit. [

* If user wants to add an attachment to the case, click ;
on Upload Files.

* Click on Submit to submit the case. ——

A, Upload Files  Or drop files

Selected files:
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Access Knowledge Articles

* User can access Knowledge Articles by & W Sevdces g EnttyProfle & Manage PortalUsers 8 R e e e e
clicking on Home > Quick Links > Knowledge Article Search
Knowledge Centre. T
* User can refer to Knowledge Articles in case
of a query regarding any of the services of e reneing Arces
New Article How 1o renew my E-Channels account?

the portal or frequently asked questions.

‘Waming: Old Knowledge Editor Detected Looks like you're using an older Knowledge editor. Saving the article with this editor may override
changes made in the new editor.

d U Ser can searc h fO ran a rt i C | e by typi ng t h e 18Views - 05-Sept-2024 - FAQ Where can | find the employment visa cancellation confirmation docu-

ment on the portal?

\ihat is E-Channels Account?

releva nt Sea I"Ch keywo rd in the Sea rch bOX Who is a Resident Person? Is the Establishment Card mandatory for ADGM regisiered enfities?

15Views - 12-Dec-2022 - FAQ HNew Aricle

and press Enter key.

\iho is a Resident Person?

Who is a Non-Resident Person?

\Whatis a Permanent Establishment?
3Views - 12-Dec-2022 - FAQ

Who is a Non-Resident Person?

How to start the Employment Visa process?

What is a Permanent Establishment?

SViews - 12-Dec-2022 . FAQ What is establishment card?

What are the charges for issuing establishment card?

Where can | find the employment visa cancellation confirmation document on the \What's the fimefin for obtaining an Card?
nAartal?
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Payments

T Services & Entity Profile & Manage Portal Users £ Payments =) Support fiR Third Party Services & Business Directory

* User can access payment receipts for all the
Account Statement

transactions under the Payment tab.

From Date™ To Date*

* Usercan see the list of all the Completed and In-

Completed Transactions

Progress Transactions.

INAT1477 SR.193395 Temporary Alcohol Wallet Debit 1000 18M12024

* Click View to access the invoice. pemi

IN-171459 SR-193360 ey Wallet Debit 1000 15iM2024

* User can generate the Account Statement to obtain a N -

IN-171432 SR.193155 ;:':":I"“ Aleahel Wallet Debit 3000 15iM2024

complete summary of all the transactions of the

INAT1431 SR-193150 :::n:“m"“' Retai Wallet Debit 120000 15172024

entity.

4 Paeiociz P

In-Progress Transactions

* Enter the Date From and Date To, to view all

<R192878 Dependent Visa - New for

transactions in this specific period and click on Rt ahre

Temporary Work Permit - Renew
for Khalid Hasan Ali AMarzoogi

Download Statement. E——

SR-191444 Cancellation for Shaikha Al ‘Wallet Debit L] 06/11/2024

Wallet Debit 351974 141172024

SR-191811 ‘Wallet Debit 1200 071112024
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