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Copyright Information 

Copyright © 2022 by Dubai Trade. All rights reserved This document and all associated attachments 
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Control Document Notification 

This is a controlled document. Unauthorized access, copying, replication and usage for a purpose other than for 
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Introduction 
 

All companies that wish to obtain a visitor gate pass can apply online using 

the automated gate pass service from PCFC Security Department without 

physically visiting the gate office. Now you can issue and manage various gate 

pass types online from the comfort of your office 24/7. Visitor Gate Pass ensures 

your smooth experience at the gates! 

It is highly recommended to make sure: 

 Clear scanned copies (from the originals) of all requested documents must 

be uploaded. 

 Accurate and complete address/contact details are provided for the person 

for whom the gate pass is being requested. 

 Pop Up Blocker must be disabled 
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How to use Visitor Gate Pass Service? 
 

 Go to www.dubaitrade.ae  
 Login to your Account 
 Select Visitor Pass Services  

 

 
 

Apply for Pass 
 
This service help user in applying for a new Visitor Pass 
 

 Click on Apply for Pass to create a request for a new Pass 
 
The following page will be displayed 
 

 
 
Pass Information 
 Select the Port 
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 Select the Entry Gate 

 
 

 Select the Pass Type 

 
 

Note: a full description of passes types can be found on www.tasreeh.ae 
 

Note: if you select “tools & equipment’s” the system will ask for the following information: 

 
 

 Select the Pass Duration 
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Note: Pass durations depend on the selected pass type, please visit www.tasreeh.ae for 
more information  

 
 Select the Visit Reason 

 
 

Note: based on the selected visit reason, the system will decided to ask for payment or not, 
please visit www.tasreeh.ae for more information  
 

 Select the start Date from the Calendar 
 

 
 
Note: start date of the Pass should not exceed 7 days from current date 
 

Visitor Information 
Scroll down to continue filling the form 

 
 Enter the Visitor(s) information 

 
Note: If the pass is for more than 1 visitor click on add to add another visitor information 
 
  

 Upload all required documents with their numbers and valid date of expiry.  
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Note: system may ask to upload document(s), which will vary based on the pass type and 
visit reason.  
 

 
Host Company 
 

 
 Enter the Host Company Name and Person Name  
 

Note: Host Company should be valid in conjunction with the port selected. Host Company 
Name will be (Marine service) If Marine services pass is selected as Pass type.  
 

Payment Information 
 

 
 Select “Yes” if you want to pay for this pass, otherwise forward it to the visitor to pay.  
 Read / Agree to the Terms and Condition and then click Submit to pay for the card and 

forwarding the request to the concern department. 
 Click “Submit” 

 
The system will display the following message 
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- If you have chosen to pay please follow the steps: 
 
Credit Card  
 

 

 
 
Note: please disable pop-up blocker to be able to continue  
 

 
 
System will redirect you to the payment page  
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Note: system remembers your selection before landing to this page i.e. Master or Visa card. 
However, you can still change it  
 

 

a. Fill out your card details and click Next  
b. Review your card details  

 
Note: you can, edit card details by clicking “Back” button,  or cancel this transaction. 
 

c. Click Pay button  

Then DT page will show your transaction details confirmation if successful.  
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Pass Approval 
 
This service is given to the host companies to take an action on the passes submitted to visit 
them 
 

 Click on Pass Approval 
 
The following page will be displayed 
 

 
 Enter the Search criteria.  
 
System will display the search results accordingly. 

 

 
 Select the Action Button and do the needful action on the request. 

 
System will display the request details as follows:  
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 You can:  
o Approve 

 
o Reject 
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- Enter rejection reason and remarks then click Ok.  
 

 

 
 
 

o Return (for more details and/or documents) 
 

 
- Enter your remarks for the return and click Ok. 

 
Note: you should check all details and view all the uploaded documents to be able to 
approve/reject/return.  
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Return Pass for Amendment  
 
This service is given to the pass requestor to amend/change information and documents if 
returned from the host company.  

 
 Click on Return Pass for Amendment 

 
The following page will be displayed 
 

 
 Enter the Search criteria to display the pass which was returned and require further 

action. 

 
 Select the Action Button and do the needful action on the request. 

 
 System will display all the pass details to amend/change and send for approval again.  
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Report Lost Pass 
 
This service is used by the pass requestor to report a lost passport to PCFC, PCFC will approve 
to issue a new pass or reject accordingly.  
 

 Click on Report Lost Pass 
 
The following page will be displayed 
 

 
 Enter the Search criteria  

 
System will display the results as follows: 
 

 
 
Note: Only monthly and yearly passes will be displayed for re-issuing a lost pass. Payment 
will be applicable 
 

 Select the Action Button and do the needful action on the request. 
 
Systme will display pass details  
 

 
 enter your remarks and upload any supporting document then Submit 

 
Note: this request will go to PCFC directly, who will approve or reject.  
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Search Pass 
 
This service is used by all the users to view details and status of their passes. However, it also 
can be used to print receipts, passes, or request renewal of the expired passes.  
 

 Click on Search Pass 
 
The following page will be displayed 
 

 
 Enter the Search criteria and the passes based on the search criteria will be displayed. 

 

 
 

 Click the action button to view your request details  
 
 Click on the Action button to: 

 

 
o Print Receipt 
o Print Pass (an email is sent to the invitee too) 
o Renew Pass 

 
Note: if the pass already expired you can initiate a renewal request that will follow the 
same approval chain as a new pass.  
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www.dubaitrade.ae 


