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What are the Changes?
• Introducing the E-signing process (employer e-signing by 

email / employee e-signing by email or by in-person signing 
at DMCC Counter).

• There are new sections created / enhanced in 8 services 
such as ‘Employee E-signature Details section’, ‘Additional 
Job Details’, Special Employment Terms & Conditions’.

• The Contract Cover Sheet is in 5 languages.

• DMCC Offer Letter is required for DMCC Contract Template.

• Introducing the new option ‘Company’s Own Contract’.

• Introducing more Contract Optionality (along with guiding 
Help text on the applicable terms as per Labour Law).

• Generating Special Employment Terms and Conditions 
documents (Code of Conduct – Optional / Undertaking of 
Non-competition – Optional).

• Vision System changes (Upload of documents in JPEG format 
with particular size / entry permit is electronically 
downloaded).
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Services Impacted

• New Employment Visa

• Identity Card

 Apply for New

 Cancel Existing

 Renewal

• Transfer 

 to DMCC

 From DMCC

• Cancel an Existing Visa

• Contract Amendments
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Employee On Boarding DMCC 



Changes in the Overall Process
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Company submits DMCC 

application online 

Note (only in the new 

employment visa, e-

signing takes place after 

the issuance of the 

electronic entry permit)

Documents are e-signed 

by HR signatory and then 

by the employee either 

via email or by In Person 

Signing

Proceed with the 

standard process and 

submission at the DMCC 

counter



Employee On Boarding DMCC SRs

1. Employment Visa – New

2. Identity Card -Apply for New

3. Transfer to DMCC

4. Renew Identity Card



New Fields Introduced in the Service 

Requests
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Highlighted are the 

newly introduced fields 

/ sections in all the 

Onboarding SR.



New Fields Introduced in the SRs
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Highlighted are the 

newly introduced fields 

/ sections in all the 

Onboarding SR.



Newly Introduced Fields / Sections 

• Employee E-Sign Details 

• Additional Job Details

• Non-Compete Restriction

• Contract or Termination Details 

• Termination During Probation Period

• Contract can be Terminated by

• Termination Notice Period (in days)

• Working Details 

• Working Week From and To

• Working Hours
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New Validations

• Air Ticket on visa renewal is applicable only for
limited contract.

• Air Ticket is applicable only for Employee outside
UAE.

• Maternity leave days cannot be less than 45 days.

• Maternity days are required for females only.

• PIC is not applicable for male employees unless they
are GCC national.

• Husband must be the sponsor for the married
females.

• Minimum notice period should be 30 days.

• Termination Period cannot be less than 30 days in
accordance with UAE Labour Law.
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Rules 

• Executive Status – No over time 

• Company Own Contract

• In case the employee is outside UAE, the company’s own 

contract can be uploaded once the employee enters the 

UAE. 

• In case the employee is inside UAE – the company’s own 

contract must be uploaded in the Service Request.



Documents
Documents to be Uploaded

• All documents to be uploaded in standard size in JPEG 
format in (Max Size 1024, Height: 1167 , Width: 850)

• Photo JPEG format in (Max Size: 40 | Height: 355 | Width: 
300)

• To adjust the document / photo size, the following online 
tool can be used https://ezgif.com/resize. 

Generated Documents

• Signed Offer Letter (for DMCC standard contract template)

• eSign Cover Sheet (for preview only)

• eSign Employment Contract (for DMCC Contract) (for preview 
only)

• eSign Employee Code of Conduct (Optional) (for preview 
only)

• Non Competency (Optional) (for preview only)

https://ezgif.com/resize


E-signature Documents

DMCC ContractContract Cover Sheet

Revised Non-Competition 

Agreement 
Code of Conduct

Optional

OptionalOptional



Submit SR and Confirm the Payment

Once the SR is saved 

and documents are 

uploaded. Please 

submit the SR and 

confirm the 

payment.



Employee Exiting from DMCC

Cancel Existing Visa

Cancel Existing Identity Card 

Transfer from DMCC



Employee Exiting DMCC SRs

1. Cancel Existing Visa

2. Cancel Existing Identity Card 

3. Transfer from DMCC



Changes in the Overall Process
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Company submits DMCC 

application online 

Documents are e-signed 

by HR signatory and then 

by the employee either 

via email or by In Person 

Signing

Proceed with the 

standard process and 

submission at the DMCC 

counter



New Fields in SRs

20

Newly Introduced 

Fields / Sections to 

capture all the 

information for End of 

Service Entitlement.



New Fields in SRs
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Newly Introduced Fields / Sections to capture all 

the information for End of Service.

Note: System doesn’t perform any calculations. 

Please note the system performs no calculations. 



Visa Cancellation – Important Notes
A- Inside country:

• Employee salary more than AED 5000 – either E-sign or In 
person signing

• Employee salary equal to or less than AED 5000 – In person 
signing

B- Outside country:

• Employee salary more than AED 5000 – either E-sign or 
Video Verification

• Employee salary equal to or less than AED 5000 – Video 
Verification

22



Error Message
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Employees with 

salary equal or 

below 5000 need 

to visit the DMCC 

counter for 

cancelation of 

visa, transfer from 

DMCC and 

cancelation of 

PIC. 

Error message



E-signed End of Service Entitlement
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Page 1 Page 2 Page 3



Amendment of Employment 

Contract



Changes in the Overall Process
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Company submits DMCC 

application online 

Documents are e-signed 

by HR signatory and then 

by the employee either 

via email or by In Person 

Signing

Proceed with the 

standard process



Different Scenarios
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Before After Documents E-sign (Yes /No)

Own Contract Own Contract

(No Salary or Title 

Amendment)

Customer Uploads No

(Free of Charge)

Own Contract Own Contract

(with Salary and Title 

Changes)

Customer Uploads No

(charged)

Own Contract DMCC Template Full DMCC Template Yes

(Free of Charge)

DMCC Template Own Contract Customer Uploads No

(Free of Charge)

DMCC Template DMCC Template (with 

Salary and Title 

Amendment)

Cover Sheet Yes 

(charged)

DMCC Template DMCC Template (No Salary 

or Title Changes)

Full DMCC Template Yes

(Free of Charge)



Navigating to Service Request
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Employee 

Services

Employee 

residence 

permits

Employment 

contract 

amendment



Fill in the Required Details
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Highlighted are the 

mandatory fields.



Fill in the Required Details
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Highlighted are the 

mandatory fields.



Fill in the Required Details and Save 
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Fill in the details and save the SR



Service Request Saved

Scroll down to find 

the Employment 

details. Click on 

edit to amend the 

details.



Edit the Details



HR Signatory Journey



E-Signing Process
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Email Notification 

to HR Signatory

Click on Review 

Document

E- Signing 

Documents
Confirm Code

Review 

Documents

1. Documents to be signed by HR Signatory and then the employee.

2. Once both parties have completed E-signing both receive a notification. 

1 2 3

45

SMS on Registered 

Mobile Number
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Email Notification to HR Signatory

Please clicks on 

‘Review 

Documents’

Kindly make sure to have your registered mobile with you, to access the code. 



SMS on Registered Mobile Number
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HR Signatory will 

receive SMS on his 

registered mobile 

number. 

Your authentication code 

to access your E-signature 

documents is 123456



Confirm Code
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Kindly confirm the 

code received on 

your registered 

number.



E- Signing Documents
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Click on ContinueDocuments: 

• Cover Sheet 

• DMCC Contract

(in case of DMCC 

contract)

• Code of Conduct 

(optional)

• Non Competition 

Undertaking

• (optional)



Review the Document/s

Click on the yellow 

icon to sign

Click on ‘Finish’



Adopt E-Signature

If you wish to 

change your 

signature style, 

click on ‘Adopt and 

Sign’.

Then click 

‘Finish’

Please note the style of signature is not imperative. Your Esignature has a unique number 



Copy of Your Document
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If you need copy 

of your document 

please enter your 

details 



Employee E-Signing Journey



E-Signing Process
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Email Notification 

to Employee

Click on Review 

Document

E- Signing 

Documents
Confirm Code

Review 

Documents

1. Documents to be signed by HR Signatory and then the employee.

2. Once both parties have completed E-signing both receive a notification. 

1 2 3

45

SMS on Registered 

Mobile Number

6



Email to Employee

Employee needs to 

click on ‘Review 

Documents’



SMS on Registered Mobile Number

Employee will 

receive SMS on his 

registered mobile 

number. 



Confirm Code

Employee needs to 

enter the code and 

click on ‘Confirm 

Code’.

Your authentication code 

to access your E-signature 

documents is 123456



E- Signing Documents

Click on ContinueDocuments: 

• Cover Sheet 

• DMCC Contract

(in case of DMCC 

contract)

• Code of Conduct 

(optional)

• Non Competition 

Undertaking

• (optional)



Adopt E-Signature

Click on ‘Adopt and 

Sign’.



Review the Documents

Click on the yellow 

icon

Click on ‘Finish’



Completed E-Signing
Notification to Employee:

Subject: The E-signing Process for Employee residence permits (visa) SR # 1813589 
for XYZ is Completed

Dear {Employee Name}, 

Please note that all parties have completed the e-signing process for the service request 
{Employee residence permits (visa)} number {SR Number} for {Company Name}.

Please find herewith e-signed documentation by both parties for your reference.

Notification to Employer:

Subject: The E-signing Process for Employee residence permits (visa) SR # 1813589 
for XYZ DMCC is Completed

Please note that all parties have completed the e-signing process for the service request 
{Employee residence permits (visa)} number {SR Number} for {Company Name}.

Please find herewith e-signed documentation by both parties for your reference.
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Employee ‘In Person Signing’ 

Journey 



DMCC will Pass on the Control to 

Employee 
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DMCC counter staff 

will pass on the 

control to 

Employee.

Step 3



SMS on Registered Mobile Number
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Employee will 

receive SMS on his 

registered mobile 

number. 

Step 4



Confirm Code
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Employee will enter 

the code and click 

on Confirm Code

Step 5



E- Signing Documents
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Click on Continue

Step 6



Adopt your E-Signature cont. 
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Employee to click on 

the yellow icon

Step 7



Adopt your E-Signature cont. 
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Click on ‘Change 

Style’ and select 

your preferred 

style.



Adopt your E-Signature cont. 
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Review the Documents

Click on the yellow 

icon to sign

Click on ‘Finish’



Request a Copy
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Step 8

Employee can enter 

the email address on 

which he will receive 

the copy of this 

document. 



Completion of E-Signing Process



Completion of E-Signing
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Once the HR Signatory and 

employee complete the E-

signing

HR Signatory and employee will 

receive a notification along with 

the esigned documents and 

certificate of completion.



Updating Employee eSign Details



‘MY ESIGN’ Tab
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This new tab will 

enable you to update 

or edit the employee 

email address and 

contact numbers.

New Tab 

MY ESIGN



Editing Contact Details
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Click on ‘Correct 

and Resend’ for the 

relevant employee 

whose details need 

to be updated.  



Editing Contact Details
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Edit the details and 

hit ‘Update’ button 

to save the 

amendments. 



Sample Documents
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Employment Contract Cover Sheet
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Page 1

Page 2



Employment Contract Cover Sheet
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Page 3 Page 4



End of Service Entitlement
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Page 1 Page 2 Page 3



Certificate of Completion
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The Certificate of 

Completion is a complete 

audit trail of the DocuSign

transaction which

display the e-signing history 

and details of the e-signers, 

date and time of e-signing, IP

addresses. 

This document can be used 

as a proof that the e-signing 

of both parties took place.



More Information
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To learn more about e-signature and how it is 

integrated with the DMCC portal services as well 

as how to apply for enhanced employment 

services or to appoint the HR Signatory, please 

visit our website at www.dmcc.ae/esignatures.

http://www.dmcc.ae/esignatures


Thank You


