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1. Registration

> To register into e-Permit, perform the following steps:

1. First access the system by using the following URL: https://epermits.dtcm.gov.ae/

2. Click on Register for an Account button shown in the Home Page.
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Welcome to e-Permit Portal

Department of Tourism and Commerce Marketing

Registration User Guide e-Permit Process i i i Il
o = = mn mm

Copyright © 2617. This site is maintained by Dubai Corporation; of Tourism & Commerce Marketing — Powered i)y ACCELA

:

LY FRT T

Figure 1: e-Permit Home Page

3. Read the General Disclaimer, and accept the terms by clicking on the check box, then click on
Continue Application.
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Online Application

Welcome to Agency's Online Permitting System, Using this system you can submit and update information, pay fees, schedule inspections, track the status of your application, and print your final record all from the convenience of your home or
office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the General Disclaimer below before beginning your application.

Use, Security & Privacy Policy
Click here

Thave read and accepted the above terms.
Continue Application »

Figure 2: General Disclaimer Page For e-Permit System

4. On the Registration Page, select the Registration Type option from drop down menu.

There are two options (1) Organizer (2) Venue

Registration
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Step 1  Registration > Page 1
License should be in DUBAL

“indicates a required field.

AsSI

* Registration Type:
~Select-- i

Contact Information

To add, Click the Add New button

Add New

Figure 3: Registration in e-Permit System
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5. For the Registration of type Organizer, fill the required fields shown below.

Note: company name, company address and company profile should be entered in Arabic Language.

Company name should be entered exactly as in trade license.

2 e 3 A ° ®

Step 1 2 Registration > Poge |
License should be in DUBAL

* indicates a required field.

ASI

“ Registration Type:
Jorganizer |

Company Name: = @ Company Address: =

Website: PO Box: *

License Source: = License Number: =
~—Select-- 2

License Valid Until: = Company Profile;

Figure 4: Registration Type-Organizer Option

6. For the Registration of type Venue, fill the required fields shown below, and add the Sub
Venues belonging to the venue (The name of the Sub Venue can be the same as the name of the

Venue in case the Venue has no Sub Venue). Note: venue name should be exactly as in trade license and
delete http://, if venue doesn’t have a website.

HOME  ANNOUNCEMENTS  REGISTER FOR AN ACCOUNT

Registration
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Step 1 3 Registration > Page 1
License should be in DUBAI

Venue Name: * @

Lices
License Valid Unti: +

Figure 5: Registration Type “Venue”
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7. To add sub-Venue, click on Add a Sub-Venue button.

ASI Table

Please add at least 1 sub venue

Showing 0-0 of 0

Sub-venue Name Capacity width Length Tyve Location shopping Mall
No records found

add Subvenve  Rell]|_Edit subvenue )1 Delete Subvenue

Contact Information

To add, Click the Add New button

Event Coordinator

To add, Click the Add New button

Showing 0-0 of 0

Full Name omactTvee  E-mall Action
N records found.

Continue Application »

Figure 6: Add Sub Venue

8. The system will display the sub-venue information and fill the required fields then click on submit.
Note: you can add unlimited sub venue and sub venue details should be entered in Arabic Language.

Sub venue type: Ballroom, Bar, Garden, Hall, indoor playground, outdoor playground. Night club,
pool, pub, restaurant, tent.

ASI Table

Please add at least 1 sub venue

Please add at least 1 sub venue
Contact Information

Sub-Venue Name: Capacity Width

To add, Click the Add New buttan

Length: Type. Location.

m =

Shapping Mai

EventCoordinatur[ m |

0,864, Clck the Add New buttan

Mo records found.

Continue Application »

Figure 7: Sub Venue Information
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9. Inthe Contact Information section, click Add New to add new contact to the system.

Contact Information

To ad, Clckthe Add ew bution

Event Coordinator

To add, Clickthe Add New button

Shawing 00 0f 0

Mo records found.

Figure 8: Add Contact Information For e-Permit System

10. 6. The pop-up contact information will appear, enter user information and click on Continue button
to continue the registration.

*User Name:

“Full Name (Arabic):

Figure 9: Contact Information for e-Permit System
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7. Click Add New to add event coordinator information.
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To add, Click the Add New button

mozhd@hs.dd
Remove

Event Coordinato

To add, Clickthe Add New button

Showing 0-0 of D

Full Name
No records found.

Contact Type

Contact Information

& Contact added successfully.

r

E-mail

Continue Application »

Figure 10: Event Coordinator

8. The pop-up contact information will appear, enter event coordinator information and

click on Continue button to continue the registration.

9. Click on Continue Application button to continue the registration.

Step 1 ¢ Registration > Page
License should be in DU

Contact Information

“Full Name (Arabic)
*Passport Number:
Emirates ID:

*Mobile Phone:
{+ )

Registration

“Full Name(English)

* Nationality
~-Select-- v

* E-mail:

= o

*Registration Type:
Venue v

6

“indicates a required

Venue Type: *

Venue Name: *

Figure 11: Event Coordinator Information
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10. Upload the License you entered its information previously and passport copy for event
coordinator, Emirates Id For system user and NOC for registration, then click Continue
Application.

Contact Information
To add, Click the Add New button
' Contact added successfully.

mozhd@hs.dd

Edt Remove

Event Coordinator

To add, Click the Add New button

+ Contact added successfully.
Shawing 1-1 of 1
Full Name Contact Type E-mail

Event
khabd Mohamed £

Weqeq@SALIS 6T

i

Continue Application »

Figure 12: Main Information Page

o Registration

Step 2 : Upload License > Upload License

Upload Documents

‘The maximun file size allowed is 16 MB,

html; hitm; aspx;.exe;.xhtmi; dll; are disallowed file types to upload.

No obiection certfiate for Reqstration template

* Required Documents:

1. Copy of Department of Economic Development License

2. Copy of Emirates ID for Mohamed Ahmed

3. No objection certificate for Registration

4. Passport Copy for Event Coordinator with Passport Number:

Waegegeqw

3 - Ao

X X X X

5 PayFess 6

“indicates a required field.

Continue Application »

Figure 12: Documents for Register in e-Permit System
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11. Click on locate me button to define venue location, then click on Continue application

button.

Dysal HOME  ANNOUNCEMENTS  REGISTER FOR AN ACCOUNT

@ ne - “4 o = *

Step 7 ¢ Location > Address

~indicates a required field.

Techserve ;
ox r.mfnamw Emirates Flight Catering @)
Department of
Tounsmand. @
@ Aman bank o
Alfattan piaza parking

Al Garhoud
Private Hospital

Gotgle

X Coordinator: ¥ Coordinator:

Continue Application »
— 3

Figure 13: Venue Location

12. The review page will appear, review all information and click on Edit button to make

Changes if needed, at the end click on Continue Application to submit the information.

[EE]] S ——————

Registration
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Step 4 ¢ Review
Continue Application »

Please rewew ol isformatien belew. Cichthe TSI buttsos to mabe changes to sections or “Conbiue Appbcation”to move or.

Record Type
Reghtration
ASI
REGISTRATION Ede
Registration Type: Venue
VeNUE Fdx
Venue Type: Conference and Exhibition Center Venue Name: 33333
Venue Address: 333 Website:
PO Bax: 33 License Source: Department of Economic Development
License Number: 333344433 Uicense Valid Until: 11/03/2017

Figure 14: Review Information for Registration in e-Permit System
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12. The system will display the submission status page and displays your Record Number. An e-mail will
be sent to the contact added in the Registration with the username and an automatically generated
password. The account will remain inactive until DTCM approves the account which take 2 working days
at least for approve it, then another notification will be sent stating that the account is now active and
to login with the credentials sent in the previous e-mail. At first Login you will be asked to change your

current password and set a new one.

e
D “?. HOME ~ ANNOUNCEMENTS  REGISTER FOR AN ACCOUNT

Registration

{

e senv

ces
is VENDED333344433.

Figure 15: Registration-Record Number

If you require any further assistance, please don’t hesitate to contact us on:
Tel: 600555559

Email: epermit@dubaitourism.ae
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