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Introduction

This guide is developed to help clients and business entities to use the MOCCAE digital services. It
will include an overview on how to use the portal, then detailed step-by-step instructions on how to
use each service: a brief description about the service, what you need to know or to do before using
the service, how to input the required information, how to upload documents, and what to expect
upon completing the service.

Overview

The digital services platform ‘Go Digital 5 1 ‘ single service interface, integrated internally within the
Ministry portal and externally with other concerned government entities. It covers all 115 services
that MOCCAE offers to its customers.

It also features proactive communications, such as reminders, eligibility notifications, and
informative messages that automatically anticipate the services customers need without
receiving application requests. Moreover, it will include a comprehensive customer
database and service history to facilitate service application and delivery.

The portal is very easy to use, and it can be accessed in Arabic or English. It is designed to
improve customer experience and enhance customer happiness.

Page | 1
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Getting Started

Logging in MOCCAE Website
First you need to log in to the MOCCAE website.

1- Open your browser then navigate to MOCCAE website https://www.moccae.gov.ae/
2- Click on the Login icon.

UNITED ARAB EMIRATES N o - m -
MINISTRY OF CLIMATE CHANGE @& &8 & sahawse ol B

& ENVIRONMENT "y

o

15 ABOUT THE MINISTRY LEGISLATIONS OUR SERVICES KNOWLEDGE DIGITAL PARTICIPATION MEDIA CENTER OPEN DATA

Figure 1 — MOCCAE Website Home Page

3- Enter valid company account credentials, then click on Login.

UNITED ARAB EMIRATES & & C & wonwesw Q @ v o8 g
MINISTRY OF CLIMATE CHANGE
& ENVIRONMENT vy

£} ABOUTTHEMINISTRY  LEGISLATIONS ~ OURSERVICES ~ KNOWLEDGE ~ EPARTICIPATION  MEDIACENTER  OPEN DATA
HOME + WORKSPACE + Login 3 A A+
Login

Useful Links

Registration

4 sign in with UAE PASS
Login

View Appointments

Electronic Retund O Remember &

Digital Services User Manual m

Figure 2 - Login Page

4- You will be logged in successfully and directed to MOCCAE survey page.

UNITED ARAS EMIRATES @ & & © & wmew Q e o
MINISTRY OF CLIMATE CHANGE
& ENVIRONMENT Y 2 Welcome: UATCampa

@ ASOUTTHEMNISTRY  LEGISLATIONS  OURSERVICES  KNOAMEDGE  EPARTCPATION  MEDACENTER  OPENOATA

VMG« WORIIACE + Mrsiry OF Glrste Dtnge MM Erwesrsmmnt Sty e A A

GO DIGITAL

Useful Links
[Ep—
Financial Transacti jons

Hectranic Refund

Figure 3 - MOCCAE Survey Page

View/Update Customer Profile

1- Click on the profile name displayed on the top of the page.
2- Click on Edit Profile.

Page | 2
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GO DIGITAL

Figure 4 - Update Company Profile

You will be directed to Edit Profile view to modify account details.

GO DIGITAL

Useful Links

Initiate Request

Figure 5 - Edit Profile

3- You can modify the following details:
e  Online account data including company email address
e Organization details including company name, license and authority details
e Company Geographical Data including company location details
e Communication Data including primary contact number, email and address details

Running the ‘Go Digital’ Services
The digital services platform can be accessed internally from the MOCCAE homepage by

clicking on the Go Digital icon S to the left of the homepage.

Q

GO DIGITAL

Useful Links

Figure 6 - 'Go Digital' Icon

The user dashboard will then be displayed.

Page | 3
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0
My Das of e
My Licenses For My Licenses For Registration and Material Balances &
Practicing Activities Practicing Professional Approved certificates Cities
0 0 0 0 0
h o ) @ Show D ) ! o
My Requests
Enter Request Number AL o (s « m

Figure 7- My Dashboard

Changing the Interface Language
The ‘Go Digital’ is a bilingual platform. It can be displayed in English or Arabic interface.

To switch to the other interface language, click on the language icon on the top right corner of the
main screen.

Search In Website

The User Dashboard
The ‘Go Digital’ user dashboard displays information related to customer’s requests and licenses,
allows the user to create a new request and take actions.

The dashboard displays the following buttons:

<

To notify the customer about any
messages related to his request to
take the proper actions

To inform the customer with any
notifications

To display statistics about the
customer’s requests

jol
To start a new request

Table 1 - Dashboard Buttons

The dashboard also displays information related to customer’s licenses, registrations and
certificates, and material balances and cites classified into four categories (see below figure). Click
the expand arrow on each service card to display more details about the specific service category.

My Licenses For My Licenses For Registration and Material Balances &

Practicing Activities Practicing Professional Approved certificates Cities

0 0 0 0 0 0 0 0

Show Details (-] Show Details o Show Details (-] Show Details (-]

Figure 8 - Dashboard Digital Service Categories
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The last section of the dashboard lists all customer’s requests along with their current status.

My Dashboard

My Licenses For
Practicing Activities

1

My Requests

&f of = e
My Licenses For Registration and Materlal Balances &
Practicing Professional Approved certificates Citles
o o 0
° o Z o ! °
Comp s
Completnt

Figure 9 - Customer's Requests List
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Using the ‘Go Digital” Services

Digital Services Overview
The ‘Go digital’ portal provides digital services for customers to complete their required transactions

with MOCCAE.

The offered digital services are classified into main categories. Each category includes a number of
services.

Starting a New Request
1- Torequest a new digital service, click on New Request on the dashboard. The

following screen will display:

= igita Savices Hab
Choose Services

Figure 10 — Service New Request

2- Choose the required service either by:
e Selecting the required service from the dropdown list to display the required service

card, or
e Selecting the service category, then the service subcategory to display all available
services catalogue.

Each service card shows the service category and name, as well as the time needed to
complete the request.

IMPORT PERMIT FOR LIVE ANIMALS, BIRDS,
AND ORMAMENTAL FISH

@ View details -

Figure 11 - Service Card

3- Click on Start @[ to start the new request.

You can click on Save as Draft (  s==» ) at any view to save all the task information you entered
for later viewing or editing.

Page | 6
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The following sections will guide you in using the available digital services. Each section will describe
the service, list the service terms and conditions, and will guide you to create the service request
and what to expect when the service is completed.

How to Pay for a Digital Service
Once you complete filling in the service request form, in the request review page and after checking
in the I agree to the Terms and Conditions box, click on Pay Now . You will be then directed to

the payment gateway.

1- Choose your payment method (Card or Bank Transfer) then click Calculate Prices.
Ministry of Climate Change and Environment
Method Confirm

Select the required payment method

i f'n

Card Bank Transfer

Figure 12 - Payment Gateway

2- The fees details will be calculated and displayed. Click on Proceed with Payment.

Ministry of Climate Change and Environment

& O

Method Confirm
Tax Amount Total With Tax

Description Amount  (AED) Quantity Amount
Service Name that has been requested 0.00 AED 1 AED
Total AED
Request Fees

Description Amount Tax Amount (AED) Total With Tax Amount

Card Charges 6.8 AED 0.34 AED 7.14 AED

7

E—— [T —

Figure 13 - Service Fees Details

1- Enter your Credit Card details then click on Pay Now.

Page | 7
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Ministry of Climate Change and Environment

Cardholder Name

ABCD

Card Number

1234 5678 1234 5678

Month Year v

December 40 e

| agree to Terms8Conditions

Figure 14 - Credit Card Details

2- Once the payment is complete and successful, you will receive a confirmation message,
the service request status will turn to Initial Review.

Payment Successfully

L))

Payment Status Paid
Date & Time 1000472022 11:5219 AW

Payroest Reference Hom b C6506¢-33b1-4264- 8647
acHioesTIod

Receipt Reference Mumber 00637851 882212050459
Total Aot 2552.06 AED
-Dirham Foss 53,06 AED

Payment Method Non E-Dirham Card

Amount Quantity

20 1

Figure 15 - Payment Confirmation

Retrieve a Service Request
You can retrieve a previously created request to review the request information only or to take further
actions.

1- From the dashboard, enter the search by the request number. You can also select the
request status to limit the search results.

Or, you can directly locate the request in the list of requests.

Page | 8
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My Licenses For 10 My Licenses For 50 Registration and 310 Material Balances &
Practicing Activities Practicing Professional Approved certificates Cities
2 2 5 10 136 1 0 7
Show Details & Show Details (-] Show Details Q Show Details
My Requests
Enter Request Mumber ‘ | ALL V| | ] v|
Request Data Status
REQUEST NO #EA-22122022-478474
Thursday, December 22, 2022
[T ———— Ly @ ‘E] @

ST P — [ e

Figure 16 - Select Request to Retrieve

2- You can take any of the following actions on the selected request:

Button Description

Cancel &

To cancel and delete the request
whether it is saved as draft or
pending payment

Pay Now =

To pay for a previously created
request but you opted to pay the
fees at a later time using the Pay
Later option

View @

To view request details and make
changes if required

View Payment Receipt

View/Send Message = | To communicate directly with
MOCCAE employee by sending and
receiving messages regarding your
request

£

To view the request payment receipt
if it has been already paid

Table 2 — Service Request Actions

View or Download Import permit

1- Select the service category. The list of available certificates will be displayed.

Page | 9
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My Licenses For 10 My Licenses For 50 Registration and =10} Material Balances &

Practicing Activities Practicing Professional Approved certificates Cities

2 5 10 136 1 0

Show Details o Show Details (-] Show Details (- Show Details (-]
My Requests

Enter Request Number ALL ~ 5w m

Request Data Status

REQUEST NO #EA-22122022-478474
Thursday, December 22, 2022

Import Permit Issued _,/ E] @ ‘_m“‘j

2- Locate the import permit issued then click view icon © to view and download the
import permit.

Import Permit for Live Animals Birds and Ornamental Fish

Service Description

Through this service, it is agreed to import live animals and birds from outside the country and
obtain a valid permit for a period of 30 days from the date of issuance and then examine this
consignment when it reaches the country at the port of entry and release it after ensuring that it
complies with all import requirements

Service Time
1 Working day
Terms and Conditions

Firstly: general conditions:

The animal must be identified by a fixed identification device suitable for its specie using a
microchip, ring or ear tag except lagomorphs, experimental animals, amphibians, reptiles and
birds other than falcons (except Falcons)

The shipping of live animal consignments should be directly from the country of export to the
United Arab Emirates.

3. Obtaining the Ministry's prior approval in case of transit of any consignment in the territory
of any other country before arrival UAE.

4. In the case of re-export from the country of origin of the following animals: cows, sheep and
goats, live birds, and these orders of mammals (Primates, Carnivores except dogs and cats
(include bears), Rodents including experimental animals, Aquatic animals (including whales,
dolphins, seals, walrus and sea lion), Rabbits, Marsupials, Reptiles and Amphibians, must spend
at least 6 months in the country of export, while in the case of birds it is required to stay for at
least 3 months

Page | 10
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5. Observance of animal welfare legislation and standards and other transit legislation
HYPERLINK

6. Air shipping shall be in accordance with the standards of the International Air Transport
Association (IATA), and in cases of sea and land shipping, the required technical requirements
shall be fulfilled in accordance with the standards of animal welfare HYPERLINK

7. The mean of transport should full fill the following requirements:

-Allow good ventilation of animals

-Designed not to cause leakage or fall of animal residues (e.g. urine, feces, ...) and forage
residues

-Allow cleaning and disinfection

-Allow virtual viewing and examination of the animals

-clean and disinfected

Secondly: Health conditions:

The sanitary conditions for the import are regulated according to the animal type and the
animal health status in the exporting country and in accordance with the approved models of
health certificates for import.

To apply for Import Permit for Live Animals Birds and Ornamental Fish
From the dashboard, click on New Request. See Starting a New Request.

1- Select the Request name from the dropdown list, or alternatively click on the
Registration & Accreditation Services category, select the Veterinary Products
tab, then select the service card.
2- Click on Start . The Applicant information view will be displayed.
3- Add the Applicant Information by:
a. Selecting the applicant’s name from the list, if available
Or
b. Click on Add Applicant to add the applicant’s name using the Emirate ID number,
then click on Find.

The applicant’s information will be displayed.

Import Permit for Live Animals, Birds, and Ornamental Fish

Applicant Information|

Applicant Name *

e

Figure 17 - Select Applicant Name
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4- If necessary, you can update the applicant’s Mobile Number and Email ID where the
applicant will receive all service-related messages.

Import Permit for Live Animals, Birds, and Ornamental Fish

Applicant Informatior]

Applicant Name *

- Cancel Adding
[« W] Passport
1D No.*
734 Verify ID No.
Emirates |0 format 784-XXXX-HIO0000E-X
HName * Maobile Mo. *

Example: 00971123456780

Email

Preferred Language *
Arabic English Urdu

Figure 18 - Applicant's Information Page

Page | 12
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5- Click Next, then the service details view will be displayed, to Fill the required information

Import Permit for Live Animals, Birds, and Ornamental Fish

JLicense Detzils
Import Details

Shipment
Information

Consignment
Items

Entrance Data

License Details

License Mumber
ACL-2022-14381

Last Issuance
27-01-2022

Import Details

Exporting Country *

£

The country whene fram items will be exparted

Shipping Method *

Consignment delivery method

Shipment Information

Type *

Description

Write description for the imparted item

Measurement Unit *

Sciemafic Mame

Motes

Consignment ltems

Certificate Type
Practicing Animal Activities License

Expiry Date
2701-2023

Expected Arrival Date *

mm/ dd! yyyy

The date when consignment expected 10 arfve

Class ™

Classification of the imported item(s)

Country OFf Qrigin*

The country from which it will be experted

g
Quantity * Volume Weight *

Wight af the item

Mo items added

Entrance Data

Port *

Entry part where the consignment will pass

Back

Figure 19 - Service Information
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6- Click Next, to Review the request

7- Review Request then Click Submit.

Import Permit for Live Animals, Birds, and Ornamental Fish

Hicense Detalls | joanse Details

Impert Details License Mumber Certificate Type
ACL-2022-14891 Practicing Animal Activities License

Cansignment

J Last Issuance Expiry Date

Items
27-01-2022 77-01-2023
Import Details
Exporting Country Expected Arrival Date
Algeria 25-12-2022
Shipping Method Class
By Air Animal for slaughter
Port

Sharjah Airpert

Consignment Items

Class Type Quantity

Animal for slaughter Camels 20 b

Accept Terms & Conditions *

Figure 20 — Service Request Review

8- Check the I Agree to the Terms and Conditions box. You can pay for the service
immediately or at a later time.

a. To pay the service fees later click on Pay Later , then your request will be
saved in your dashboard waiting for payment to be processed.
b. Click on Pay Now to pay for the service immediately. See How to Pay for

a Digital Service
Once the payment is done, the request will be sent to the authorized MOCCAE
employee for processing. Once your request gets approved, the request status
will change to Import permit Issued. You can then view or download it
9- Locate the import permit issued then click view icon “ to view and download the
import permit.

Page | 14
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REQUEST NO #EA-22122022-478474
Thursday, December 22, 2022
mental Fish-Issuance Impart Permit Issued @ E] @ ﬁ

P B Ak Fa AL Fuymans Lin waw arw band Watagan

Impart Permit for Live Animals, Birds, and Orna

Figure 21 - Download or View Import Permit

10- Download the Import permit by clickingon */  Consignment Import Permission

Import Permit for Live Animals, Birds, and Ornamental Fish

RequestDetals  pequest Details

Qutputs Request Number Status
EA-2122022-478474 Import Permit Issued
Import Details
Created Date
Consignment Dec 22, 2022
ltems
Artachments Outputs
Payment Certificate Number Certificate Name
Receipt
DXE-FW-157-272926 Consignment Import Permission @
Comments

Figure 22 - Download Import Permit
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Apply for Release Permit

To apply for release permit, go to main dashboard and

1. click on Initiate Release Request ©)

My Licenses For 10 My Licenses For 50 Registration and o Material Balances &
Practicing Activities Practicing Professional Approved certificates Cities
2 2 5 10 136 1 0 7
Show Details & Show Details o Show Details o Show Details o
My Requests
Enter Request Number ‘ ‘ ALL b | ‘ 3w |
Request Data Status

REQUEST NO #EA-22122022-478474
Thursday, December 22, 2022

~

Import Permit Issued C)‘) g] & rg(-l

T Al AL FeymaniLin e ara’ aand Uaiapan

Impaort Permit for Live Animals, Birds, and Ornamental Fish-lssuance

Figure 22— Apply for Release

2. Add the Applicant Information by:
a. Selecting the applicant’s name from the list, if available
Or
b. Click on Add Applicant to add the applicant’s name using the Emirate ID number,
then click on Find.

The applicant’s information will be displayed.

Import Permit for Live Animals, Birds, and Ornamental Fish

Applicant Information

Applicant Mame *

: o i

Figure 23 - Select Applicant Name
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3. If necessary, you can update the applicant’s Mobile Number and Email ID where the
applicant will receive all service-related messages.

Import Permit for Live Animals, Birds, and Omamental Fish

Applicant Information

Applicant Mame *

- Cancel Adding

[« WIH] Passport

10 Mo, *

784 Verify ID No.

Emirates D format 784-XX00K-30000

Mame * Mobile Mo. *

Example: 00971123436780

Email

Preferred Language *
Arabic English Urdu

Figure 24 - Applicant's Information Page

Page | 17
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4. Click Next, then the service details view will be displayed, to Fill the required information

Import Permit for Live Animals, Birds, and Ornamental Fish

License Details

Import Details

Consignment
Items

License Details

License Mumber
ACL-2022-14881

Last |ssuance
2701-2022

Certificate Type

Practicing Animal Activities License
Expiry Date

2701-2023

Import Details e
Exporting Country Shipping Method
Algeria By Air
Port Class
Sharjah Airport Animal for slaughter
Arrival Date * Shipping Policy *
[ 12/25/2022 = } [ 0123436
Carrier *
I abel12 }
Consignment ltems
Class Type Quantity
Animal for slaughter Camels 20 = X oW

| Back |

Figure 25 - Service Information
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5. Click Next, then the Attachments view will be displayed.

Import Permit for Live Animals, Birds, and Ornamental Fish

[ITES certificate (for the animals and birds that fall under the CITES Convention)

Upload a File

A customs declaration or bill of lading indicating the consignment data

Upload a File

Certificate of Origin | except animals from GCC counitries )

Upload a File

Death Report and Ship path from the ship's captain

Upload a File

Origingl copy of the import permit

Upload a File

Origingl health certificate and certified

Upload a File

Transaction certificate issued by the competent authority

Upload a File

Figure 263 - Attachments Page
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6. Upload the following documents to be attached. These documents are mandatory and you
cannot proceed before attaching them.
7. Click Next to review your request.

Import Permit for Live Animals, Birds, and Ornamental Fish

License Details

Import Details

Consignment
ftems

License Details

License Mumber
ACL-20:22-14891

| ast Issuance
27-01-2022

Import Details

Expaorting Country

(]

ertificate Type
Practicing Animal Activities License

Expiry Date
2701-2023

Shipping Method

Algeria By Air
Port Class
Sharjah Airport Animal for slaughter
Expected Arrival Date Shipping Policy
2512-2022 0123456
Carrier
abcl2
Consignment Items
Class Type Quantity
Animal for slaughter Camels 20 h

B Accept Terms & Conditions *

| Back |

Figure 27 — Service Request Review
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8. Check the I Agree to the Terms and Conditions box. You can pay for the service immediately
or at a later time.

a. To pay the service fees later click on Pay Later , then your request will be
saved in your dashboard waiting for payment to be processed.
b. Click on Pay Now to pay for the service immediately. See How to Pay for

a Digital Service
Once the payment is done, the request will be sent to the authorized MOCCAE
employee for processing. You will be then notified by Email and SMS by the
request status. It can either be:
e Approved: Request is complete, and license is issued
e Rejected: The service is not provided, and you will be notified by the reason
e Returned: The request will be returned, and you will be notified with return
reason for correction. You still need to resubmit the request for final decision
9. Once your request gets approved, the request status will change to Completed. You can then
view or download your certificate.
10. Locate the completed request then clickon ¢ to download your certificate, or “ to
view the request.

REQUEST NO #AOL-21102022-01324
Friday, October 21, 2022

Completed

|4
1
Pariuis

Figure 28 - Download or View
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