e,

\ X yubai Airports
Company Registration Process

uus dljlho "i Dubai Airports

Dubai Airports
Health, Safety, Security & Environment Unit (HSSE)

Online Company Registration Process

1

ASP/IDC Project/Company Registration Process-V2 /2011



"W\ 1) bai Airports
Company Registration Process

In order to use our service in Dubai Airports, you have to enter the website of Dubai Airports
and then click on E-Services (www.dubaiairport.com)

Z‘E""l International
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Once you click on E-Services it will take you to e-Services login page, please click on Company
registration. Please note that you can click on any of the two links as circled on the following
screen shot.

l— + Quick Links

our e-Services

311 8 Dubas Airports. AN Baghty Raserved
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Please read the instructions below the screens shots of Company Registration form,

In the company registration form the user has to fill three main parts which are: the
company details, the authorized PRO and the administrator (or data entry staff) details
which is the staff from the company who will be dedicated to use the service as
following:

Note: all field with * symbol are required and need to be filled in case of not filling these required
details the user will get an error message while trying to submit the form.

~ CO“][)&"Y l'eglsll'atlon
| Click here for APMS ]

e-Services
T armapis [T Airport Driving Permit M aur W—w System
F Parking [ Cargo Leasing T Car hg

Company Arabs name ‘] -

Company English name {
Company Coca :_‘cpartmeﬂ’.(‘i\-r port starrC pPolice 'n-“-qra!-c"\(: Others
Emirate Abu Dhabi "I

Fax *

PO Box *

Aaaress 1 =

Natonalty *

Email (e .9 daFPami com) *

Trade licence information

English printed name *

Arabic printed name *

SPONLOr name *

Trade licence no *

Trade licence issue date ¥ 0
Trade licence expiry * E]
Establishment date * E]
Trade Licence Copy * Browse ..
Passport Copy * Browse

Arabic name

Username *
Pasiword *
Confirm password *

Email (e.Q. diaPamicom)

Natwonalty

Address 1

Address 2

Mobile

Telephone

Fax
Cender @ pateC Female
Date of birth I -|

Receive SMS [
Recelve emaill r
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Company’s and administrator’s details

1.

N o o &

A list of all services available at the airport which gives the user the opportunity to select
and participate on any of them, you can either select one service or more. For security
passes you have to select Airport Pass Management System only.

Company Arabic Name: required field where the company name should be entered in
Arabic. You can enter in English if you’re unable to enter in Arabic.

Company English Name: required field where the company name should be entered in
English.

Company: combo boxes that allows the user to select the company type.

Emirates: A list that allows the user to select the company’s emirates.

Fax, P.O.Box: Write company’s fax number and Post Office Box humber

Address: free text box to allow the user to enter a high number of characters for the
company address detalils.

Contact Person: it represents the user contact details including name, telephone
number, extension, mobile and Nationality. You have to write the contact person’s
email. This field required the user email with the following format, ex.
(Hind@hotmail.com), and the user will receive all notification regarding approval,

rejections and other things through this email.

Trade License Information:

10.

11.

12.

13.

14.

English Printed Name: required field where the company name should be entered in
English as it written in the trade license.

Arabic Printed Name: required field where the company name should be entered in
Arabic as it written in the trade license. You can enter in English if you're unable to enter
in Arabic.

Sponsor Name: required field where the sponsor name should be entered.

Trade License No: required field where the trade license number of the company
should be entered.

Trade License issue date: a calendar that gives the user the ability to select the Trade
License Issue Date by clicking on the small calendar icon.

Trade License expiry: a calendar that gives the user the ability to select the Trade
License Expiry Date by clicking on the small calendar icon.
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15. Establishment date: a calendar that gives the user the ability to select the
Establishment Date by clicking on the small calendar icon.

16. Trade License Copy: required field where the user attach copy of trade license

17. Passport Copy: required field where the user attach copy of

18. Once you click on Copy button most details will be copied from the company registration
part of the form including; English name, Arabic name, email, nationality, address,
mobile, telephone and fax.

19. Address details: two text boxes that allow the use to enter the company address details
including the fax and BO Box.

20. Gender: a combo box that allows the user to select his gender whether male or female.

21. Date of birth: a calendar that gives the user the ability to select his birth date by clicking
on the small calendar icon.

22. Extra two options are available for the user where he can get notifications or approval
either through the Email or the SMS. You can select on both options as well.

23. Save Button: once you have wrote all the required details and click on Save, you have
to send an email to the admin of Security Pass Office to inform them with the new
registration of your company (Send to ASP@dubaiairports.ae). Then the admin has
the ability either to approve or reject the registration and in both cases the company will
be notified.

24. Reset Button: This button is used to reset all text filed, lists and checkboxes.

Important Note: Please make sure to read the Rules, Terms and Conditions for :
o Company Registration
o Company & Data Entry
o Pass Holder
o APMS User Manual
o Pass Issuance Procedure
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If you have already registered your company and you wish to edit or change details then you

have to take the following steps

Please note that in order to access your account, the company registration has to be approved

by Airport Security Pass Office.

usemame &
Password here

< Quick Links
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Once you enter your username and password, page will appear as shown below, for updating
contact person’s details click on My profile

e-Services o e-=Services

As part of our efforts to enhance customer service and facilitate easy access 1o ; .
rmit our numerous services, online services were launched at Dubai International 2 Quick Links
Today, Dubai Airports offers five easy-to-access online services for staff and
customers - both internal and external. The following are the five major
Al services available online
b

Al Majlis

Airport Pass Management System (APMS)
Executive Flight Services (EFS)

Airport Car Parking

" Al Majlis reservation list Airport Driving Permit (ADP)
Pass Management Al Maj'ls
_ Established in 1998 at Dubai International, Al Majlis is a premium facility
Parking y offering VIP travel services for passengers flying scheduled airlines. Al Majlis

provides personalized services such as special check-in, immigration,
baggage clearance, guided duty free and limousine /bus escort to Terminal

Airport Pass Management System (APMS)

Airport Pass Management System (APMS) is an application developed to

Profiles automate the Pass Management process. A part of Dubai e-government
solution, this online registration service enables submission and processing of
online applications for airport security passes

Executive Flight Services (EFS)

The business aviation arm of Dubai Airports, the EFS offers full range of

services to chartered aircraft and private jets Click here
-]

Aics - 1
Dubai Airports provides vehicle parking services to registered companies, car
rental firms and individuals, The enhanced e-services parking system is user-
friendly and offer a speedy process and clear tracking of status for both
internal and external customers

Sig N
Airport Driving Permit (ADP)
The ADP service allows staff and customers whose job requires them to drive
within the airside of Dubai International to apply for new/renewed permits

e | ] s nd s el — . e
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When you click on My profile the following page will appear to you. Here you can edit on the

details which you want.

Privacy Palicy | Disclaimer
2011 @ Dubai Airports, All Rights Reserved.

e-Services s My profile
English name alia tariq mahboob ali
_ Arabic name e o pme 30k
Ajrport O a o
Username mahboob
Email tarig.mahboob®dubaiairports.asgs
AlMa) ) MNationality uae
Address 1 dubai 643 =]
_________ i =
Airport Pa anageme 9
Address 2 nad alshiba24 =]
Par
) b
| -
Parking request list Mabile +971505520999
S Telephone 042162147
o 3 Fax 042245900
Cender tizhl'-dalle rFemaIe
Company user sign up Date of birth 20/06/1976 E
Receive SMS I
Edit company profile Receive email v
User profile o e-Services
Al Majlis I
My profile Airpaort Pass Management Sgstemp
Airport Driving Permit I
(R Parking |7
ST Airport operations data services [v|
Official visits I
- Cargo Leasing I
] ~ .
Cargo Parking o
Radio service r

Change profile

Sitemap | Contact us

| ol | | s — — T Er—

From the e-Services you can choose other services which you wish to have such as Airport
Driving Permits. You have to tick the service which you would like to have for your company.
After you edit on the profile make sure that you click on Change profile in order to save your

edition.
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If you would like to update on company profile you have to click on Edit company profile.

And once you finish updating on company profile make sure to click on save.

w Edit company profile

* Required fields

Airport Driving Permit g Company Arabic name [4.'.-.1 Sy gl s 33

Company English name [Protocol public & Relations
N

Emirate |0ubai 'I
Al Majlis Booking Fax 542245900
Al Majlis reservation list P.O. Box |2525

Al Majlis

idubai -~
Airport Pass Managemen u _I
Address |

Parking 9

NE Arking requ _I

Parking req j
Profiles 9 Billing address

Click here to update company's details
Company user sign up / ;I

User profile AFTN address
Jser profile 9
Contact person

Name fariq manboob
Change password Telephone [2152.47—
Extension 147

Mobile 5505520999
Nationality ﬁ

Trade licence information

Sponsor name | e s Jie
Trade licence no juae

Trade licence issue date j04/06/2007 )|
Trade licence expiry 104 /06/2008 E

Establishment date ks 0612007 =l

Trade hcence informaton

p— LS
. | "~ —
LT T S — F of IO ¥ _.:

&
T e 2 Tooa =
[ s Hada = == ro=r -

Clickonsave ———
once you finish

LYY B D M tn Al R Bmse v

If you need any assistant please do not hesitate to contact Security Pass Office on ASP@dubaiairports.ae or 04/5045036-5045038
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