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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 ¢} 1 ‘single service interface, integrated internally within the
Ministry portal and externally with other concerned government entities.

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.
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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.

- :
Member Login
IS UNITED ARAB EMIRATES
IR MINISTRY OF CLIMATE CHANGE e © & & € &  SearchinWebsite.. Q a
AT
BN & enviRONMENT oo
..... %* %
@ ABOUTTHE MINISTRY LEGISLATIONS OUR SERVICES KNOWLEDGE DIGITAL PARTICIPATION MEDIA CENTER OPEN DATA

Click here to visit the platform >>

Figure 1 — MOCCAE Website Home Page
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3- Click on Sign in with UAE PASS.

UNITED ARAB EMIRATES
MINISTRY OF CLIMATE CHANGE
& ENVIRONMENT

{2 About The Ministry  Legislaions ~ Our Services Knowledge ~ E-Participation  Media Center  Open Data

)

p

HOME « WORKSPACE » Login

Login
Useful Links
Login ) T N
7 Sign in with UAE PASS
Book Appeointment
View Appointm ents A single trusted digital identity for all citizens, residents and visitors

Electronic Refund

Digital Services User Manual

Digital Certificates and Permits
Hub

.".'{

Login to UAE PASS

.,

-

‘ Emirates ID, email, or phone eg. 971500000000 ‘

Remember me

Figure 2 - Login Page
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4- Select the account then You will be logged in successfully and directed to MOCCAE survey

page.

UAE PASS - MOCCAE Profile Linking

Login as individual

Test 1

Test 2

Login as agent for company

Link company account

Test 4

UNITED ARAS EMIRATES 4 E @ S . Q aslll o
MINISTRY OF CLIMATE CHANGE
& ENVIRONMENT "‘.. & Welcome: UATCompa
@ ABOUT THE MINISTRY LEGISLATIONS OUR SERVICES KNOWLEDGE E-PARTICIPATION MEDIA CENTER OPEN DATA
VOME « WORKSPACE o Mussirs OF Olate D0 | [ Satvwy B A= A+
Survey
O% Otustomes Service Cenleny
g Owebzme
GO DIGITAL Dcat Carter
Owotle
Cotne
Useful Links
Initiate Recuest SCustmer Service Conang
What 3re your tavorse ~
Financial Transactions L oy Ot Cortan
Mciie
Heetronie Refund JEocit Meals (Temer. Facebook Youtloe, inslagram)
Ottt (nevwegvaper s, imagarmes, radin, ¥ evervem)
—Other

)

Figure 3 - MOCCAE Survey Page
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View/Update Customer Profile

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

. UNITED ARAB EMIRATES o & & Q@ & Search in Website... Q daelll
::ii"; g’ﬁ;l: MINISTRY OF CLIMATE CHANGE

PN ¢ environmenT ® Welcome: Test C
N ) a Welcome: Test Com v

A}  ABOUT THE MINISTRY LEGISLATIONS OUR SERVICES KNOWLEDGE E-PARTICIPATION MEDIA GENT!R O | cditprofile

HOME » WORKSPACE « Ministry Of Climate Change And Environment - Survey h p d
- ange Passwor

Survey C) Sign Out
m > Ocustomer Service Centers
Owebsite
GO DlGlTAL Ocall center
Omobile
Oother
Useful Links
Initiate REqUESt > OCUSTD!T\EF Service Centers
R R, Owebsite
Financial Transactions > channels to communicate Ocall center
Omobile
Electronic Refund > Osocial Media (Twitter, Facebook, Youtube, Instagram)
OMedia (newspapers, magazines, radio, TV interviews)
Othar
Figure 4 - Update Profile
You will be directed to Edit Profile view to modify account details.
(i A N
" ‘:\:“I 3 UNITED ARAB EMIRATES & & & Q@ & se Q aslll
:.;;u‘ 'w: MINISTRY OF CLIMATE CHANGE
N & ENVIRONMENT & Welcome: Test C
gt : & Welcome: Test Com v
i) ABOUT THE MINISTRY LEGISLATIONS OUR SERVICES KNOWLEDGE E-PARTICIPATION MEDIA CENTER OPEN DATA
HOME « WORKSPACE « Ministry Of Climate Change And Environment-Edit Profile E] A- A+

Edit Profile
W
GO DlGlTAL Fields marked with (*) are mandatory.
Registeration type Organization
Useful Links

Participant Number CP-20221-55416

Initiate Request >
+ Online account data

Financial Transactions >
+ 3 3

Electronic Refund 5 Organization details

Figure 5 - Edit Profile
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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.

UNITED ARAB EMIRATES
MINISTRY OF CLIMATE CHANGE

& ENVIRONMENT

B

ABO

UT THE MINISTRY

Survey

GO DIGITAL

Useful Links
Initiate Request
Financlal Transactions

Electronic Refund

LEGISLATIONS OUR SERVICES

t & ¢ Q syl

KNOWLEDGE E-PARTICIPATION MEDIA CENTER OPEN DATA

@ A A

Figure 6 - 'Go Digital' Icon

The user dashboard will then be displayed.

My Dashboard

My Licenses For
Practicing Activities

0 0
Show Details a
My Requests

Enter Request Number

Request Data

Ef &f e e

My Licenses For Registration and Material Balances &

Practicing Professional Approved certificates Cities

0 0 0 0 0 0

Show Details ° Show Details ° Show Details °
ALL v 5 ~

Status
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My Licenses For Boats My Agriculture and Cities Balance and

Animal Possessions Falcon Passport
0 0 0 0 0 2
Show Details (-] Show Details -] Show Details (-]
My Requests

Enter Request Number ALL e 5 ~

Request Data Status

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.

'S a3 2l . P s —
% & w2 Search In Website E = )
e

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

() New Request To start a new request

Table 1 - Dashboard Buttons
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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 ° Show Details ° Show Details °
My Licenses For Boats My Agriculture and Cities Balance and

Animal Possessions Falcon Passport
0 0 0 0 0 2
Show Details (-] Show Details (-] Show Details (-]

Figure 8 - Dashboard Digital Service Categories

The last section of the dashboard lists all customer’s requests along with their current status.

My Requests
Enter Request Number ALL v 5 v
Request Data Status

REQUEST NO #EA-20092023-2415503
Wednesday, September 20, 2023

ot of hazardous waste-ssuance Canceled @ ﬁ\
View View/Send Me—
" More Details...
REQUEST NO #EA-20092023-2415463
Wednesday, September 20, 2023
S Canceled @ 5%
View View/Send Me—.
" More Details...
REQUEST NO #ACL-21072023-03196
Monday, July 31, 2023
License for Practicing Animal Care Activities-Add Activit Completed o E & =4
Download View Payment... View View/Send Me_

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:

Home > Services
e Digital Services Hub
Choose Services
*  Import of animal feed and fodder = | Import of a veterinary products consignment  »  Import Permit for Broodstock and Larvae x -

Search Results

Export & lmport Services Export & lmport Services Export & lmport Services

IMPORT OF ANIMAL FEED AND FODDER IMPORT OF A VETERINARY PRODUCTS IMPORT PERMIT FOR BROODSTOCK AND
CONSIGNMENT LARVAE

1 Working day
1 Working day 1 working days

View details = Start View details = Start View details =

R

&

Registration & Export & Import Cites Activity & Professional
Accreditation Services Licensing

View All 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.

Page | 9
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7

Category

Service

@ View details =
-

Figure 11 - Service Card
3- Click on Start @ZT® to start the new request.
You can click on Save as Draft (_===w ) at any view to save all the task information you entered

for later viewing or editing.

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

—o

Method Confirm

Select the required payment method

- f'

Card Bank Transfer

palcmate Frice

Figure 12 - Payment Gateway

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

Page | 10
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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

L

Request Fees

Description Amount Tax Amount (AED) Total With Tax Amount

Card Charges 6.8 AED 0.34 AED 7.14 AED

Change Payment Method Proceed With Payment

1-

Figure 13 - Service Fees Details

Enter your Credit Card details then click on Pay Now.

Ministry of Climate Change and Environment

Cardholder Name

ABCD

Card Number

1234 5678 1234 5678

Month Year cvv

December 40 ves

| agree to Terms&Conditions

Figure 14 - Credit Card Details
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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
Payment Status Paid
Dt & T 10042022 11:52:19 AN
Paymnl Rufierence Bumber 6846060 2abil -4 204 68T -
acki0edTTydd
Receipt Reference Number 0063785188231 3050459
Talal Ameunl 2553.06 AED
E-Dirham Fees 53.06 AED
Payment Methed Mon E-Dirham Card
Serviee Name Service Code Amount Quantity
Ruquest fof the isuance of annual renewal of a 1224122178 2000 1
iense B0 enparl of re-geport aqualtic product
Regy SUANCE OF annuEl renewal of 12241277 500 1
icenzes for approvals to engage in activifies
related to the aguacutbure seclor

Figure 15 - Payment Confirmation

Retrieve a Service Request

You canretrieve 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 | 12
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My Licenses For 10 My Licenses For 50 Registration and 20 Material Balances &
Practicing Activities Practicing Professional Approved certificates Cities
2 2 5 10 135 10 0 7
Show Details (-] Show Details (-] Show Details (-] Show Details (-]
My Requests

Enter Request Number ALL w §ow Q, Search

Reguest Data Status

REQUEST NO #APH-14112022-478119

Monday, November 14, 2022

R . Pending On Agriculture Products & g%

Committes Awmﬁl W Vaw it Vidaga

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

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

To view request details and make
changes if required

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

Pay Now

View ©

View/Send Message S

View Payment Receipt -

1- Table 2 — Service Request Actions

Page | 13
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Request a To Whom It May Concern letter in accordance with the
provisions of the CITES Law

Service Description

Service Card

Request a To Whom It May Concern letter in accordance with the provisions
of the CITES Law

Applicant Information

Applicant Mame *

: oo

Figure 17 - Select Applicant Name

1- If necessary, you can update the applicant’s Mobile Number and Email ID where the
applicant will receive all service-related messages.

Page | 14
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Request a To Whom It May Concern letter in accordance with the provisions
of the CITES Law

Applicant Information

Applicant Mamme *

- Cancel Adding

[« WY} Passport

I Mo. *

784 Verify ID No.

Emirates ID format 784- XK 00K KE-Y

Mame * Mobile Mo_*

Example: 009711234367280

Ermail

Preferred Language *
Arabic English Urdu

Figure 18 - Applicant's Information Page

2- Click Next, then the service details view will be displayed, to Fill the required information

Page | 15
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Request a To Whom It May Concern letter in accordance with the provisions

of the CITES Law

Bervice
Information

The Purpose of the certificate *

Subject *

Invoice Humber *

Importer address *

Exporter Address *

Expaorter Mame *

| Back |

Back

Applicant Information

Figure 19 Service Information

Service Information

Imparter name *
Importing Country *

The Addressee Authority *

Hext

Attachmenis

3- Click Next, then the Attachments view will be displayed.

Page | 16
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Request a To Whom It May Concern letter in accordance with the provisions
of the CITES Law

|t copy of the purchase invoice certified by one of the UAE Chambers of Commerce

A picture of the certificate of origin for the materials required to issue a certificate thereon

Upload a File

| Back | m

Back Hext

Regquest Information Review

Figure 203 - Attachments Page

4- Upload the following documents to be attached. These documents are mandatory and
you cannot proceed before attaching them.
e None

5- Click Next to review your request.

Page | 17
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Request a To Whom It May Concern letter in accordance with the provisions
of the CITES Law

Service
Information

Service Information

The Purpose of the certificate
Transfer Parts of Plants or Their Products

nyoice Mumber
SR548

miporter address
sdfdsf

Exporter Address
sdfdsf

Exporter Mame
sdfdefdsf

B Accept Terms & Conditions *

| Back |

Back

Applicant Information

Subject
Certificate To Whom It Concerns

Importer name

sfsdfsd

Impeorting Country
Algeria

The Addressee Authority

sdfdsf

Meszage Body
sdfdsfadf

Figure 21 — Service Request Review

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

a.

Click on Pay Now
a Digital Service

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.
to pay for the service immediately. See How to Pay for

Page | 18
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Request a To Whom It May Concern letter in accordance with the provisions
of the CITES Law

Service
Information

Request Details

Reguest Number
Q-14112022-476117

Created Date

Service Information

The Purpose of the certificate
Transfer Parts of Plants or Their Products

Status
Pending On Payment

Subject
Certificate To Whom It Concemns

Imvoice Number Importer name
56546 sfedfsd
Importer address Imparting Country
sdfdsf Algeria
Exporter Address The Addressee Authority
siffdsf sdfdsf
Exporter Name Message Body
sdfdsfdsf sdfdsfadf
Fees (AED)
Fee Mame Quantity Total
izgue a certificate to whom it 1 300
may concemn
Tota 300

B Accept Terms & Conditiong *

Back

Back
Applicant Informatian
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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
7- Once your request gets approved, the request status will change to Completed. You can
then view or download your certificate.
8- Locate the completed request then click on 2. to download your certificate, or © to
view the request.

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

Completed

L@
i@
Kb

Figure 22 - Download or View Certificate
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