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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.
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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.

& ENVIRONMENT

UNITED ARAB EMIRATES
MINISTRY OF CLIMATE CHANGE o
D o) =
OB & 28 ¢ &8 B

Search in Website... h

IMPORTANT ANNOUNCEMENT

Ireland has been lifted from the list

of allowed countries to import

chicks, hatching eggs and non-
heat-treated by-products from in

the electronic services system

CHOOSE SERVICES

Activity & Professional Licensing
3

20 Services

~f— ®000O0

View all Services @
®  Chat with I ~*t--" *~plication Status I
a s

Figure 1 — MOCCAE Website Home Page
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3-

Enter valid company account credentials, then click on Login.

Bl UNITED ARAB EMIRATES
MINISTRY OF CLIMATE CHANGE rF T
& ENVIRONMENT ks
@8 & & ¢ & En v

G A+ A-

User name *

‘e
Forgot Username?
Please enter User Name
Password *
i ]

Forgot Password?

Please enter your Password

O Remember Me

Clear Fields

[ 70 sign in with UAE PASS ]

A single trusted digital identity for all citizens, residents and
visitors

© -

800 30 50

Figure 2 - Login Page
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4- You will be logged in successfully and directed to MOCCAE survey page.

Bl UNITED ARAB EMIRATES

& ENVIRONMENT

o o

Dear customer,

MINISTRY OF CLIMATE CHANGE

d & @ & En v

You can edit your profile data below by using the (Edit
profile) feature, or visit the following URL: Click here

¥ Email

¥ Date of birth

? oo

¥ Marital Status

> Family Members Number
¥ Totl Salary / Pension

? Mobile number

2 Phone number

¥ Fax

7 PoBox

> 3=ographical arez

¥ Customer senice canter
¥ ciry

¥ nddress

¥ Preferred language

> Preferred Notification

Methods

Figure 3 - MOCCAE Survey Page
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View/Update Customer Profile

1- Click on the top right icon E

2- Click on Edit Profile.

Search in Website

> MAIN

> E-SERVICES

Reguests
Search Requests

Initiate request

IMPORTANT LINKS

Book Appointment
View Appointments
Electronic Refund
Edit profile

Change Password

Sign Out

Digital Services User Manual

Figure 4 - Update Company Profile
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You will be directed to Edit Profile view to modify account details.

UNITED ARAB EMIRATES
AINISTRY OF CLIMATE CHANGE
| & environmenT

Q& & &« & En v

@ A+ A-

Fields marked with (*) are mandatory.
Registeration type

Individual

Participant Number
IN-20174-86637
Online account data

Email

P
Confirm Email

Yo
Enable 2 Step Authentication feature
H o
Individual details
Full arabic name *

Yo
This field accepts English letters in case the client can't

speak Arabic

Full english name *

Figure 5 - Edit Profile

3- You can modify the following details:

Online account data including company email address

Organization details including company name, license and authority details
Company Geographical Data including company location details

Communication Data including primary contact number, email and address details
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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.

SR UNITED ARAB EMIRATES
Rl MINISTRY OF CLIMATE CHANGE T
& ENVIRONMENT ¥

@& & s € & En v

GO DIGITAL

Initiate Request

Financial Transactions
Electronic Refund

My Inbox

CITES Balance

Search in services and mailbox
Book Appointment

View Appointments

Digital Services User Manual

Pending On Payment (D)
Pending On Initiator Action (0)
In Progress (2)
Draft 2)

Closed Requests

Figure 6 - 'Go Digital' Icon
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The user dashboard will then be displayed.

Welcome Nabeel Alhaj ali

You have made no requests in the past 50 days

My Dashboard

& ez

(@ New Request

My Requests @

‘ Enter Request Number

/

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.

@ & & © & seachinwensie Q G &

e
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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

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.

(@ New Request

My Licenses For Practicing Activities

2
Show Details
L+
My Licenses For Practicing Professional
4
Show Details
S

Registration and Approved certificates @

(@ chot

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 Requests

Enter Request Number

ALL w

E :

Showing 3 of 1386 Requests

Request Data  Status

REQUEST NO #APH-06012023-2219665
Friday, January 6, 2023

Export of the shipment of veterinary prodects -lssuance

Pending On Veterinary Products Committee
Approval

@ =%

Wi WinnSard Mazagas

REQUEST NO #0-30122022-2214602
Friday, December 30, 2022

Request for a phytosamitary certificate for export or re-expo
Issuance

Pending On Payment
— B ) =3
- u‘at Camcal Whew P Sard
Woasgae

Figure 9 - Customer's Requests List

Page | 10



comoir

{4 Digital Services User Guide

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:

Choose Services

Export & Import Registration &
Services Accreditation

Agriculture &
Veterinary
Professions

Agriculture Fishery
Activities Activities

Animal Wealth Activities

SErvice category

service name

1 Working day

Activity & Professional Licensing
Issue a Livestock Farm License

&4 Message

Figure 10 — Service New Request
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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.

SETVICE Category

service name

@ View details =

Figure 11 - Service Card

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

You can click on Save as Draft ( ===0=x ) 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.

Page | 12
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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.

sl s
UNITEDR AEAS EMIEATES Bl e a3
MINISTRY OF CLIMATE CHARGE el Ny

& ENVIRDMMENT CE S TN

Ministry of Climate Change and Environment
Session time left: 00:09:43

=

Method Confirm

Select the required payment method

o i

Card Bank Transfer

Calculate Price

Powered By: ¢ ATE

Figure 12 - Payment Gateway
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2. The fees details will be calculated and displayed. Click on Proceed with Payment.

Request Fees

UNITED ARAS EMIRATES Bl s pall SlLa Y Description H Request Fees
MINISTRY OF CLIMATE CHANGE PR S R R 1Y F
& ENVIRONMENT FI S 'Y Card Charges
Amount :
2.04 AED
Ministry of Climate Change and Environment Tax Amount (AED) :
Session time left: 00:04:02 0.1 AED
% E Total With Tax Amount :
Method Confirm 2.14 AED
Total :
2.14 AED
service name will appear here
Total Tax AED
Description : [ Service ] Total Amount AED

Amount :
AED
Tax Amount (AED) :
0 AED Proceed With Payment
Quantity :
1
Change Payment Method

Total With Tax Amount :

nee Cancel Process

Total :
AED Powered By: ¢ ATB

Figure 13 - Service Fees Details
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3. Enter your Credit Card details then click on Pay Now.

UNITED ARAB EMIRATES
MINISTRY QF CLIMATE CHANGE
& ENVIRONMENT

Ministry of Climate Change and Environment
Total Payment: 302.14 AED
Session time left: 00:09:02

Cardholder Name

abed

Card Number

5123 4500 0000 0008

Month

December

Year

23

cvv

52 agree to Terms&:Conditions

Pay Now

Change Payment Method

Figure 14 - Credit Card Details

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

Payment Successfully

@
Pyt st a
bedTime wonm sz
Fayom b R P
wmeTs
Sy e e TN
ot Aot ot
Editem s nwe
Fametieria N rtan cat
Service Name Serice Cose Ao Quantty
et e e s et vl of 3 12612 an

ot s xotr et 2 pvins

Figure 15 - Payment Confirmation

Page | 15



comoir

{5 Digital Services User Guide

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.

My Requests

Enter Request Number
ALL ~

5 v

RequestData  Status

REQUEST NO #AD-07012023-2219915
Saturday, January 7, 2023

Accreditation for pheromones and pests atiractants and repellents
ssuance

Pending On Payment

=] E:3 @ =4

Byt Cancal iew Viewisend

REQUEST NO #APH-06012023-2219665
Friday, January 6, 2023

Export of the shipment of veterinary products -Issuance

Pending On Veterinary Products Committee

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

View Payment Receipt -~ | To view the request payment receipt
if it has been already paid

Table 2 — Service Request Actions
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View or Download a Certificate

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

My Requests

‘ Enter Request Number ‘

‘ ALL V‘

° ]

Showing 3 of 1387 Requests

Request Data Status

REQUEST NO #AD-07012023-2219915
Saturday, January 7, 2023

Accreditation for pheromones and pests atiractants and repellents
-lssuance

Completed
° E] © 5%
Download View Pay.meﬂl View View/Send

Receipt Messages

2- Locate the required certificate, then click on -~ to view and download the certificate, or

click on -=to view the service request.

Page | 17
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Import of animal feed and fodder

Service Description

Through this service, an import permit is obtained for approving import of: +Manufactured animal feed <Feed

additions <Nutritional supplements +Pet animal food *Food for animals not included in the food chain *Foods
and nutritional supplements for honeybees *Processed aquatic food <Unprocessed aquatic food Valid for 30

days from the date of issue and then those consignments will be checked upon arrival to the State at the port
of entry and release and to ensure that it comply with all import conditions and specifications

Service Time

1 Working Day

Terms and Conditions

Animal feed & food should be previously registered in the Ministry's electronic system

To apply for a Import of animal feed and fodder

1- From the dashboard, click on New Request. See Starting a New Request.

Page | 18
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Digital Services Hub

Choose Services

] [E]
Export & Import Registration &
Services Accreditation

Agriculture &
Veterinary
Professions

Agriculture Fishery
Activities Activities

Animal Wealth Activities

Activity & Professional Licensing

Renew a Livestock Farm License

1 Working day

@ View details =

Activity & Professional Licensing

Issue a Livestock Farm License

3 Working day

2- Select the Service name from the dropdown list, or alternatively click on the Export &
Import Services category, select the Animals & Birds
tab, then select the service card.

3- Click on Start @ . The Applicant information view will be displayed.

4- 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.

c. Select the request purpose

The applicant’s information will be displayed and show request purpose.

Page | 19
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« @OE®E

Import of animal feed and fodder

Applicant Information

Applicant Name *

Edit Applicant Information New Applicant

Request Purpose *

Figure 17 - Select Applicant Name

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

o
Applicant Information
Passport
Applicant Name *
1D No. *

Emad -
784-1900-1254875-2

Emirates ID format 784-XXXX-XXXXXXX-X

Verify ID No.

Cancel Editing

o
Passport
pe Name *
Emad
ID No. *
784-1900-1254875-2 Mobile No. *
Emirates ID format 784-XXXX-)0GO0X-X 2158774458888

Verify ID No.

Name *

Emad

Mobile No. *

2158774458888
Example: 00971123456789
Email

emad@e.ae

Example: 00971123456789

Email

emad@e.ae

Preferred Language *
© Arabic

English
Urdu

Page | 20
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Figure 18 - Applicant's Information Page

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

Import of animal feed and fodder

License Details
License Number
ACL-2022-14891

Certificate Type

Practicing Animal Activities License

Last Issuance
27-01-2022

Expiry Date
27-01-2023

Import Details

Exporting Country *
Albania

The country where from items will be exported

Expected Arrival Date *

01/29/2023

The date when consignment expected to amive
Shipping Method *

By Air
Consignment delivery method

Class*

Notes

Consignment ltems

Trade Name

Class*

Honey Bees Food and Supplements -

Classification of the imported item(s)

Shipment Information

Trade Name *

Country Of Qrigin *

The country from which it will be exported

Package Size *

Quantity *

Manufacture
Company *

Description *

Write description for the imported item

Motes

Juwgll Jai pAniun
SR

Entrance Data

Port*

Dubai International Airport

Entry port where the consignment will pass

| Back ‘
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Figure 19 - Service Information

7- Click Next to review your request.

B Accept Terms & Conditions *

| Back |

B Accept Terms & Conditions *

| Back |

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
a Digital Service

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

9- Once the payment is done, the Import permit will be issued .

REQUEST NO #EA-03012023-478598

Tuesday, January 3, 2023

Import Permit Issued

@ &

Initizte Release Payments List View
Request

5%

ViewiSend
Meszages
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10- To download the permit, open the request then click on the download icon below

Request output —

Outputs

Certificate

Certificate Name
Number

DXB-FW-157-  Consignment
272970 Import Permission

Figure 21 — download permit

When the shipment arrives to the country or few days before you must apply for release (request
will remain pending on arrival)

11- To apply for release find the import request from the dashboard

@
and click on the release Icon ==

12- Fill the applicant details just like in the first step

13- Enter the shipping information

Arrival Date *
mm/dd/yyyy

Shipping Policy *

Carrier *

14- Upload the required attachments

Page | 23
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Upload a File

15- Click on “ confirm T&C “
then you’ll be able to pay same time or later

Accept Terms & Conditions *

16- Once paid the request status will be pending On Vet Auditing or Inspection
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My Requests

Enter Request Number

ALL v

25 v

Showing 1 of 1 Requests

Request Data  Status

REQUEST NO #EA-18122022-478419
Sunday, December 18, 2022

Pending On Auditing or Inspection

E © 53,

Payments List View View/Send Messages

17- Once the consignment arrives the status of the request will be finished

REQUEST NO #EA-18122022-478419
Sunday, December 18, 2022

Finished
E] @ 5%,
Payments List View View/Send Messages

- !
18- To download the permit click on the download Icon below request output =
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Outputs

Certificate
Number

Certificate Name

DXB-FW-157-
272904

DXB-EA-202-
272905

Consignment
Import Permission

Consignment
Release
Permission
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