User Guide

New Product Registration on SAP
For Food, Consumer & Veterinary Products
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Introduction

Once registration on the RAK Government portal is complete and you have accessed the RAK
Government portal, submit the company identification documents to register the company on
the system.

The required documents for company or product registration can be found on the RAK
Government portal by clicking the Service Guide then clicking Government
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1- then selecting Ras Al Khaimah Municipality
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2- then selecting the Public Health Department
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3- then clicking Food/Consumer/Veterinary Product Registration
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€3 Town Planning »
95 Others »
€3 General Services »
€5 Quick Pay
€3 Public Health Department M
» Food/ Consumer/ Veterinary Product Registration @
¥ My Cases

4- All information related to product registration can be found of the page
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A > Services Guide» Government » RAK Municipality » Food Consumer Veterinary Product Registration

95°4533,0°N 55°57'53 8'E Food/ Consumer/ Veterinary Product Registration
Ampliar el mapa . N . .
This service is used to register new Food/ Consumer/ Veterinary product for manufacturers, packers and traders

Al Karmel who provide the reguired documents to be able to apply for PHD services
Food Control Contracting C
Laboratory RAK

als, yuka
ey G Step 1 Sign Up using smart pass
Q Step 2 Submit Product registration request by filling the online form, and attaching the required
Get Boost Garage RAK documents
Al-Kashikh Hair 2alg
+ ? Step 3 Pay Product registration request fees if applicable
Google Step 4 The concerned section / department will Review the request and take a decision
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Step 5 Upon approval, Product Certificate will be generated, sent to customer email where he can


https://stg.rak.ae/wps/portal/rak/e-services/govt/municipality/!ut/p/z1/tZJBU4MwEIX_Sj30yGyggOFI1bFTR52RgZZcmCUNGIVAY4r235v22inVccwtmfd2s99bYLAGpnCQNRrZKWzsPWdh4buu50W--0gJjUi8TNwsu5m7wYMPqzHB4nkG7C9-6v_MT86cmFzyZ8CAcWV68wq5xvdC1FjwThmhTCNLjXpfoJ6SD6EHycWk3smNmJK6G4RWrRVNiXVN2p2SXPbYSLM_fTn06LncQF7xktKwcp1gU5WOLzzuRBiUTln5Hg2RB4iRnYmNfftIdVRwwHYUjHEZrTD3IEENuaV7fRZfRmA1SPEJqep0a7cl-eWgCwLLSwHZDZRv2y2LbUyHWL4MrP8tp75N07Sls_DlrrqdPzn3q_jqG3IRhjM!/?1dmy&urile=wcm:path:/RAK_EGA_ContentLibrary_AR/Service+Guide/Government/RAK+Municipality/Public+Health+Department/Food+Consumer+Veterinary+Product+Registration

5- The file located at the bottom of the page must be downloaded and filled with
customer and company details

Sunday 22, September, 2019 - rak.oe
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Terms and Conditions

3 working days from the date of request / application submission

Downloadable Forms

6- Once the required details are completed, all required documents must be submitted
to Customer Service in order to update all details and then the company’s products
can be registered.

This is a very important step when first registering a product; i.e. Updating the
information of the company. The customer must provide the documents required to
register/ update the company information - which is a key requirement to be able to
access the electronic service for the first time by providing the following documents to
Customer Happiness staff members at the Public Health Department:

a) Copy of the License

b) Lease Contract/ Title Deed

c) Filled Information Update Form to update the Company Owner/ Manager/
Representative details

d) Letter of Authorization from the Company (if registering a company
representative) with the ID/ Passport Number, full name and representative’s
relation to the Company

The Customer must also register a company representative (an individual) by
providing the following documents:
a) Portal Account Registration, you must have a valid EID
b) Provide a letter of authorization from the Company including the company
representative’s name, ID/Passport number and contact information
c) Provide the representative’s ID/Passport number

SAP



1. Starting the service

Once Customer Happiness completes updating the customer details, the customer can easily
use the electronic service
The customer must click on to start the service to submit the case

Sunday 22, September, 2019 ($—-= B rak.ae
Home About RAK Government Entities About RAK eGov Media Center Legislative Committee n's A- A A+

Terms and Conditions

3 working days from the date of request / application submission

Downloadable Forms

Establishment Update Information Form

—> T

1.1) Procedure

Enter your RAK Government Portal username and password which you have previously created, then
press on the “Log in” button

Please Log in

Log in to RAK.ae
Login With @ UAE PASS

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

Mote: If you are already registered

with RAK Govemment Portal, you can Log in
use the same kogin credentials to login

to UzePass.
Mot yet a member? Register With UaePazs ﬁ

Cancel

1.2) Procedure

Select the establishment to which the product belongs




1.3) Procedure

Go to “Register New Product” then click ok

Company Information

3elect Establishment

Establishment Name: ‘ sl udtel) alailad )

Product Registration

 New Product Registration @

() Get Drafts




1.3) Procedure

The customer may search for a previously registered product using the search tools shown below. When
a product is selected, the customer will be able to view all registered details related to that product. The
customer can then copy the product and amend the required details.

= Search Criteria @

~ General Search

Brand Name ~ || contains ~ | | masafi O
Establishment v ||is b [y O
International Bar code w |lis el O
Product Code w || is hd P O
Product Name w || contains w @@
RAK Product Code ~ || is bl O

*  Advance Search

Search || Clear Enfries

Product Code = RAK Product Code  International Bar code © Product Mame(EM) = Product Mame{AR) Brand Name{EN) Brand Mame{AR) HS Code -

S00381 £251001000028 Masafi et Massfi et 20003
300388 6251001000228 Masafi I Massfi ™ 20003
900398 200398 6291001000028 Masafi il Massfi it 010301...
800400 £251001000030 Massafi 1 Massfi 1 01020 ...
. 300402 £2510010000323 Masafi 1 e Massfi 1 01020 ...
200407 6291001008888 Masafi s Massfi s 010301...
B00476 200478 £251001000028 Masafi et Massfi et 010301...
200428 RAK-FLAR-S00488 1254887 MASAF| e MASAF s 12345
300 200483 1254857 MASAF e MASAF ™ 12345
RAK-FLAR-200496 6291001000029 Masafi il Massfi it 010301...
€ >
[ Copy Product || [} Create New Produdt | | ) Back To Initial Soeen




1.4) Procedure

If the customer want to create the product, click on “Create New Product”. You will be transferred to the
“Product Registration Application” page.

= Search Criteria

<

~ General Search

Brand Mame
Establishment
International Bar code
Product Code

Product Name

RAK Product Code

* Advance Search

Search || Clear Entries

Product Code | RAK Product Code

500361

500388

900358 900358

500400

500402

900407

2900475 200478

500488 RAK-FLAR-B00428
500489 800489

900496 RAK-F

™ Copy Froduct

~ || contains

e 1=
h 15
b 15

~ || contains

~ || is

International Bar code
6291001000028
8291001000228
6291001000028
8291001000030
6291001000033
8221001008388
6291001000029
1254897
1254897
8291001000029

Product Hame{EN)

Masafi

Masafi

Masafi

hassfi

Masafi

Masafi

Masafi

MASAFI

MASAFI

hasafi

: Create New Product | | £ Badk To Initial Soeen

(2]
b |masafi| |O
~ ooee
v ee
v oee
v ee
~ @e
Product Mame{AR) Brand Name{EN} Brand Hame{AR) HS Code ol
o Masafi P 7} 30003
) Masafi P T} 30003
e Masafi (il 010301...
1 hMasafi ] 01020 ...
10u Masafi 1 01020 ...
e Masafi ol 010301...
e Masafi il 010301...
s MASAFI (o 12345
e MASAFI il 12345
e MMasafi ol 010301...

1.

5) Procedure

Enter the “International Barcode”, “Unified Code” and “Product Code in another Emirate” as shown
above (you can obtain the Unified Code by clicking the “Reference No.” and a link will open in a separate
window for search)




» [] 2 3 4

Product Information Ingredients’/Additives Additional information

Previous @] Save As Draft | | £ Badk To Initial Soeen | | (@ Submit | | S® Next
Product Creation Request
Product Code
International Bar code: a8TE4Z18T21 HS Code:™ 0101022000

Product Code in other emirates: B487841|

)

@ Code Referen

1.6) Procedure

e Go tothe “Basic information” section, then enter the information as shown below, taking into consideration the
product group whether it is “Food, Veterinary or Consumer”, then select Product Category, then examples as shown

below:

e The customer may choose from the examples given by searching for the product as shown below
e Orthe customer may amend or add an example by selecting the product category then entering the example in

Arabic and English as shown below

e Enter the weight (unit and quantity) or volume (unit and quantity) as they are both mandatory fields
e Then select Storage Instructions and enter the description in Arabic and English

e Enter the expiry period whether (day, month or year)

e Risk of the product will be automatically selected by the system or otherwise you can select / propose the risk type

of the product and final decision will be taken by PHD review officer.
e Select main packaging material and its sub category.

2.1 Choosing Product Category

Basic Information

ESMA Certificate MNo.: 4856T4562345123

Brand Name(EMN): Masafi Brand Mame(AR:

Product Mame(EM):* Masafi water S00 ML Product Mame (AR ):*

Product Type:™ Product category:*

Food PHD ~

Product category(EMN): Bewverages, excluding dairy pr Product category(AR

Example Description(EMN}

FProduct Risk type:™
Package type category:
Weight:

Storage Condition:™
Shelf life:™

Instructions for use(EN):

Instructions for use(AR):

Masafi water
High ~
Flastic

0.000 | Kilogram
Chilled { Below 5 “C )
365

save in dry cold place

3 e S 8 Takad

Example Description (AR}

Package type sub category:

Wolume:

Shelf life unit:*

o 50O Aa cla
14 = Pick

Beverages, excluding dairy produc

Masafi Water

FPolyethylene (PE). ~
500 000 @ Milliliter g
Days -~




The customer can select the product category by using the advanced search function and typing
the words they wish to search for in the main or sub-category lists

The customer can then enter/ select the example related to the product category - by selecting
the sub-category then clicking “ok”

Product Category

Search: | milk c

* [ Food PHD
= [J Dairy products and analogues
[ Fluid milk and milk products
~ (23 Fluid milk (plain)
[] Pasteurized - Fresh Cows, sheep, goats, buffalo Skim, part-skim, low-fat and Whole milk.
D Sterilized - Fresh Cows, sheep, goats, buffalo Skim, part-skim, low-fat and Whole milk.Sterilized -
[£] Ultra-high temperature (UHT) treated - Fresh Cows, sheep, goats, buffalo Skim, part-skim, low-fat an
~* (3 Other Fluid Milk (plain) I
[£] Recombined fluid milks |
[] Reconstituted fluid milks

a
X

]|

n [E) Composite milks
[2) Fortified fluid milks
n [ Protein adjusted milks -

[£] Lactose reduced milk
[£) Milk-based beverages
* (3 Fluid Buttermilk (plain)
g [5) Fluid buttermilk
~ (23 Flavoured fluid milk drinks
i [£) Chocolate milk
3 [£] Chocolate malt drinks
8 [£) Strawberry-flavoured yoghurt drink |
[4) lactic acid bacteria drinks B

Product category details will then be automatically populated on the product registration
screen - then the customer can manually enter the category name in the “Example” field.



ESMA Certificate Mo.:
Brand Mame(EM):
Product Mame(EM).*
Product Type:*

Product category(EM):

Example Description(EM):

Product Risk type:*
Package type category:
Weight:

Storage Condition:*

Shelf life:*

485674562345123
Wik

Wik

Food PHD

Fluid milk (plain)

whaole milk
High w
Plastic
0.000 | Kilogram
Chilled { Below 5°C )

365

Brand Mame(AR):
Product Name(AR):*
Product category.®

Product category(AR):

Example Description(AR):

Package type sub category:

Volume:

Shelf life unit.®

Fluid milk (plain)

| whole milk]

Polyethylene (PE),

Days

500.000 | Milliliter

w



2.2 Entering Product Partner Details:

1.7) Procedure

e Navigate to the “Product Partner Details” section and enter the above information taking into
consideration that (Manufacturer, Packer or Distributor) details are mandatory.
e Select “Country of Origin” as shown above.

Product Partner Details

Wanufacturer Mame(EN}: Masafi UAE Manufacturer Mame(AR); S S
Wanufacturer Address (EN): UAE RAK MASAF] Manufacturer Addresz (AR): (s Al ey R el S L
Packer Name(EN): Packer Name(AR):

Packer Address(EN): Packer Address(AR):

Distributor Name(EN): Distributor Name(AR):

Distributor Address(EN): Distributor Address(AR):

Slaughterhouse Name(EN): Slaughterhouse Name(AR):

Slaughterhouse Address(EN): Slaughterhouse Address(AR):

Country Of Origin:* United Arab Emirates ~




2.3 Certificates Check List :

1.8) Procedure

e Navigate to the “Certificate Verification” section, then select the type of certificate whether Halal,
Organic or Radiation Treated Product for example (by selecting “check” from the linked list) then
entering relevant remarks as shown above

e Select “No” for payment exemption certificate as shown above.

e e Ifyour product is approved by PHD before then select “exemption from the payment as “Yes” and upload
product registration certificate. If no approval before then select exemption from the payment as “No”

Certificates Check List

Halal Certificate: TRUE
Irradiated Product: FALSE ~
COrganic food: FALSE =~
Genetically Modified: FALSE

Health & nutritional Claim: | paj s~

Primary Packaging Picture: | pa) s«

Payment Exemption: Na v

In case the food label is approved by RAK Municipality, Please attach the Food label Assessment Report (FLAR)




2.4 Attachment List:

1.9) Procedure

e Navigate to the “Attachment List” section then upload the required file linked to the previously
determined certificates in addition to a picture of the product and a picture of the package

Attachment List

[¥]

Mandatory ‘ Doc Description | Aftach File | File Path |“

Label Picture

Product Picture

Final product package picture
Genetically modified food
Halal certificate
Health and nutritional Claims certificates
Organic Food
Other documents

Primary Packaging Picture

O00000000JdXJ

Product Content Picture

Add Attachment

Attachment Details

Document Type:™ | | ahel Picture |

Attachment™ || Browse... |Noﬁ|eseleded.




1.10) Procedure

Navigate to the “Ingredients and Additives” by clicking “Next” or the “Ingredients/Additives” buttons as
shown above

=2 Previous o EETEW RN Gl | £ Back To Initial Screen | | (¢ Submit | | B Next |

» [ 1] [2] 3 q

Product Information Ingredients/Additives Additional information

@2 Previous | | ] Save As Draft |

I3 Back To Initial Screen | | B3 Submit || S Next |

Product Creation Request Hep



2.5 Ingredients / Additives:

e Ingredients

1.11) Procedure

Select the required ingredients by adding a new ingredient (by clicking the “Add New” button), searching
for an ingredient (by clicking “Search” to show the search screen) or entering ingredients by entering
details in the “Other Ingredients (AR and EN)” fields and defining whether they are “hypoallergenic” or

not if choosing “Other” in addition to determining the quantity as shown above
Note: Enter the data of ingredients in descending order of its proportion in the product.

Ingredient Search M X
= (v Search Criteria @
Pr Ingredient Category w || contains - @ @
Ingredient Class ~ || contains b @ @
Ingredients ~ || contains b | milk] |® @
Ing

E Search || Clear Entries

T Ingredient Category Ingredient Class Ingredients Hypersensitive
I . Hypersensitive Ingredients - Food Hypersensitive Ingredients - Food- ... Milk and milk products (lactosei...
Ingredients

2 Add New || E2 Delete (i) search

*Ingredient Category *Ingredient Class  Ingredients  OtherIngredient(EM) ~ Other Ingredient(AR)  Cuantity (%) Hypersensitive

. FoodIngredie ... ¥ FoodIngre... ¥ Test1 hd 0.00
Hypersensitiv ... ¥ Hypersens_... ¥ Milka... ¥ 0.00
Hypersensitiv ... ¥ Hypersens_.. ¥ Mustard v 0.00



e |If there is no Ingredients in the search list :

s1aY (1.12

First, you must click on Add New as shown below in the picture (1) and then a new field will be
added in the components box as shown below in the picture (2) must fill the colored boxes red
color indicated by the arrows in the picture ( (2) Enter the name of the component in English in
the other components field (EN), add the name of the component in Arabic in the other
components field ((AR) and then write the amount of the component in the product in the
guantity field (%) then determine if the component is "hypersensitive” " or not

Ingredients

E AddNew || 2 Delete (i search
redient Category *Ingredient Class  Ingredients  Other Ingredient(EN)  Other Ingredient(AR) Cuantity (%) Hypersensitive

Hypersensitiv ... * Hypersens ... * Mustard + 0.00

Ingredients

2 AddNew || =2 Delete | | | () Search
*Ingredient Category *Ingredient Class Ingredients | Other Ingredient(EN) || Other Ingredient(AR) | Quantity (%) Hypersensitive
Hypersensitiv ... *~ Hypersens... ~ Mustard + 000 v

. hd hd ~ Eggs and egg prod... (e cianay el 0.00

gty



o Additives

1.12) Procedure

Select the required additives by adding new (by clicking the “Add New” button), searching for an additive
(by clicking “Search” to show the search screen) or entering additives by entering details in the “Other

Additives (AR and EN)” fields as shown above
Note: You can search additives by category, by name and or by number (food only).

Additive

2 add New || 2 Dalete [} search

*Addilive Category *Additive Other Additive(EN) Other Additive(A)
Acidity requlator ¥ Caldumecarbo .. ¥
. Freservative ¥  Lysozyme hd
v v
Acidity regulator &
Emulsifier

Emulsifyng salt

Firming agert

= E Flaveur enhancer ] ¥ Back To Intial Screen | | (% Submit | | 52 Mex

Flou- treatment agent

Foaming agent

elling agen:

Glazng agent v
~  Search Criteria @
Additive Category v | contains v (F]=)]
Additive Description w | contains v @ @
Additive Key v | contains v || 1109 SiE]E)

Search Clear Entries

T Additive Category Additive Key  Additive Description

. Preservative 1105 Lysozyme




e |[f there is no additives in the search list :

1.15) Procedure

First, you need to click on the new addition as shown below in the picture (1) and then a new field will be
added in the additions field as shown below in the picture (2) you must fill the colored indicated by the
arrows in the picture (2) Enter the additions not found in the search box.(Enter the English name in the
other additive (EN), then enter the Arabic name in the other additive (AR)

Additive
(i) BSearch
dditive Category *Additive Other Additive(EN)  Other Additive(4R)
Acidity regulator ¥ (Calcium carbonate w
Additive
F Add New || B2 Delete (i) Search
*Additive Category *Additive | Other Additive(EN) ||0ther.-“«dditive[ﬁR} |
Acidity regulator ¥ Calciumcarbo.. ¥
. ¥ 2 Triatﬁ _;.fu‘rlﬁ
2




2.6 Nutritional information:

1.13) Procedure

e Navigate to the Nutritional Information screen by clicking Next. The screen will appear as shown
above.

e Add the nutritional element by:

1. Clicking “Add Category”. A new row will appear. Enter the name and details of the category as
shown below.

2. Click the new row then click “Add Nutritional Element”. A new row will appear under the category
name
Enter the details of the new nutritional element as shown below
Or by searching for an existing element (by clicking the “Existing” button), selecting the elements
then clicking “Add Selected” as shown below

Product Creation Request e

Nutritional Information

Sernving Size: 100.000 Semwing Size unit: mi w

Sening Size per Container: 100,000 Total Calories: 200 [ Kilocalorie v

ffég Existing [} Add Category || Add Nutrition 2 Delete

Content(EN) Quantity{ gm/mg )~ Unit % Daily Value * Content(AR)
. ¥ Total Fats 0.000 i 0.00  opdi Jaal
Cholesterol 0.000 v 0.00  Jyads
Trans Fats 0.000 hd 0.00 sl o
Saturated Fats 0.000 v 0.00  aewmal
¥ Total Carbohydrates 0.000 A 0.00 =iy SN Jeal




By adding a new element

| g Existing | ilE{" Add Category El Add Nutrition | | EZ Delete |

Content(EM) Quantity( gmimg )~ Unit % Daily Value * Content(AR)
. * Total Fats 0.000 b 0.00 gpd Jaal

Cholesterol 0.000 e 000 Jsede
Trans Fats 0.000 b 000 &zl g
Saturated Fats 0.000 e 000  axnd ;i

¥ Total Carbohydrates 0.000 ~ 0.00 iy &0 Jaal
Total Sugars 0.000 ~ 0.00 0 Z5
Dietary Fibers 0.000 ~ 0.00  asisd o

T Minerals 0.000 b 0.00 oleald
Magnesium 0.000 A 0.00 ppeaea
Potassium 0.000 b 0.00 apdag
Iron After dicking on Add 0.000 v 0.00
Calgium  CAtegory a new line will 0.000 v 0.00  apds

appear ere

Sodium 0.000 b 000 apipa

+ Enter the name of the Category 0.000 w 0.00 Enter the name in Arabic

Ty Existing | | 5 Add Category |§ Add Nutrition (| | EZ2 Delete |

Content(EM) Quantityl gmimg ) Unit % Daily Value * Content(AR)
. ~ Total Fats <: 0.000 v 000 g e
Cholesterol  First you need to choose  0.000 hd 0.00 Jynpds
the line that you need to
Trans Fats add the nutrition underit  0-000 ¥ 0.00 | algasd i
and then click on add -
FETLE
Saturated Fats wtrition 0.000 0.00 st oy gl
Add the name of the nutrition in English 0.000 A 0.00 Enter the name in Arabic
> Total Carbohydrates 0.000 hd 0.00 e jom e &0 Jlaad
Total Sugars 0.000 A 000 J=n =5
Dietary Fibers 0.000 hd 0.00 asial ol
> Minerals 0.000 A 0.00  goted
Magnesium 0.000 d 0.00  apaea



OR by Search

Nutritional Information M X
IF_D Mutrition Category(EN)  MNutrition Category(AR)  Nutrition ElementiEN)  Nutrition Element(AR) -

Total Fats apd Jaa Saturated Fats anrtall gl

o Total Fats apdl et Trans Fats A gastall o pasll

— Total Fats apd Jaa Chaolesteral dypds

b Total Carbohydrates i yun g S, Teal Dietary Fibers Al LI

e Total Carbohydrates i sy & TLaal Total Sugars A

o Proteins wiligy il

o Vitamins il

o Vitamins wilsalall

) Vitamins iltsalaall

o Vitamins wilsalall

o Minerals opleall

— Minerals ol

2.7 Label Check list :

1.14) Procedure

Enter the above shown details then click “Submit”
Note: Make sure by selecting “Yes” for the allocation of Date of Production, Date of Expiry, and slaughtering Date
(if applicable) on label.




Label Checklist

Slaughtered Date: FALSE w Production Date: FALSE w
Expiration Date: FALSE w
Remarks

1.15) Procedure

A screen will appear stating that the case is submitted in addition to a case ID. You may copy the
application by clicking “Copy Product” or returning to the main page by clicking “Back”

Case is submitted, for case details please go to My Cases tab.

Case D: 103378

59 Back | | [ Copy Product

After the transaction is submitted, the transaction fee is paid in more than one way
1- The case can be paid through MBME Machine
2- The case can be paid through the phone application (MRAK)

3. The case can be paid by visiting the Customer Happiness Center in the Public Health
Department to pay by e-Dirham card or credit card.

4. The case can be paid by logging into the RAK website and treating all transactions

SAP



To find the transactions submitted, please visit the Ras Al Khaimah Government website at
www.rak.ae as shown on the screen below.

7- RAK Government portal by clicking the Service Guide then clicking Government

)
Sunday 22, September, 2019 (-4 ‘ rak-ee
o " Tae 2 L
Home About RAK Services Guide Government Entities About RAK eGov Media Center % I ®  A- A A+

P Individual P Business » Government

vl vivoew -
)\
- @4

# > Services Guide > Government

Government

8- Then selecting Ras Al Khaimah Municipality

&« C @ ® © & Government of Ras Al Khaimah (AE) | https://www.rak.ae/wps/portal/rak/e-services/govt > N @oe® e =

—— rek.se

Services Guide Government Entities About RAK eGov Media Center EE » ® , A- A A+

A > Services Guide > Government

Home About RAK

Government

RAK Municipality RAK Courts Public Prosecution Department



9- Then selecting the Public Health Department

Sunday 22, September, 2019 - rakae

Government Entities ~ About RAK eGov ~ Media Center  Legislative Committee ® A- A A+

@i 0 -

nent > RAK Municipality

Home About RAK Services Guide

# > Services Guide> Go

€3 Building and Engineering Department »
€S Land and Property Sector »
€S Town Planning »
€5 Others »
€3 General Services »
€5 Quick Pay

€5 Public Health Department @ »

10-Then clicking My Cases

Monday 23, September, 2019 (§--< rEk-ae
Home About RAK Government Entities About RAK eGov Media Center Legislative Committee E“ s A- A A+

<3 Others »
€S General Services »
€3 Quick Pay

€3 Public Health Department ~

» Food/ Consumer/ Veterinary Product Registration

</




2. My cases

1.1) Procedure

Enter your RAK Government Portal username and password which you have previously created, then
press on the “Log in” button

Please Log in

Log in to RAK.ae
h Q) UAE PASS

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

After accessing the website, a page showing transactions submitted by the company relating to
the Public Health Department will be displayed

Product Registration Request Wy Notification

Case Registration

My Cases Help
My Cases
PrintVersion || Export ,

Senvice ID  Service type description MNumber Year Type Applicant Created On Final Decision = Status
103378 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna 22092019 20:20:21 n Payment
103370 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna 22092019 10:13:02 n Pay
103174 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  15.09.2019 09:56:48  Approved
103173 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  15.09.2019 09:45:59 Pending HOS |
103144 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  12.09.2019 09:51:38 Pending Custc|
103126 H04 - Product Registration Mahmoud lbrahim Mahmoud Abu Ammouna  12.09.2019 06:12:14  Approved

&) Case Details || ) Case Documents || §2 Payment Requests Creation date frame: | Al ~ |Case Sfatus: | Open Cases

Total number of cases: 18

All transactions submitted through the RAK Government portal by the company will be
displayed. The user will be able to find the transaction number, applicant, transaction creation



date, final decision and transaction status. The user may also view the details of the application
by clicking the transaction then clicking (Application Details)

blic Health Services

Product Registration Request

My Notification

My Cases Help

My Cases
Service ID  Senvice type description Number Year Type Applicant Created On Final Decision  Status

. 103378 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  22.09.2018 20:20:21 In Payment
103370 H04 - Product Registration Mahmoud |brahim Mahmoud Abu Ammouna  22.09.2019 10:13:02
103174 H04 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  15.09.2019 09:56:48  Approved
103173 HO4 - Product Registration Mahmoud lorahim Mahmoud Abu Ammouna  15.09.2019 09:45:59 Pending HOS |
103144 H04 - Product Registration Mahmoud lbrahim Mahmoud Abu Ammouna  12.09.2019 09:51.38 Pending Custc|
103126 H04 - Product Registration Mahmoud |brahim Mahmoud Abu Ammouna  12.09.2019 06:12.14  Approved

w‘ ) Case Documents H &9 Payment Requests Creation date frame: | All v |Case Status: | Open Cases  w

Total number of cases: 18

After clicking application details, the next screen will appear, and the user may view all the
details of the transaction.

Details for case with 1D 103378 O

Case Attributes

Establishment:  3a_n e dngal gl

Title:

Case Type: W04 - Product Registration Requ ..
CertificationlssuDt:
Last Changed by:  gystem
Changed On: 32092019 20:20 ...
Created By. poRTAL1

Created On: 22052019 20:20 ..

Case I qpaa37s

Final Decision:
GMO Food cmnts AR:
GMO Food cmnts EN:
HealthNutritionemtAR:
HealthMNutritioncmnts:
Business Fartner  jahmoud Ibrahim Mshmoud Abu Amm...
Org. cmnts AR:
Org. cmints EN:
Payment Exemption: .
Prim.Padk.pic omt AR:

Prim.Padk.pic cmt EN:

Status’  |n Payment

Case Notes




The user may also view the attachments included with the transaction by clicking the
transaction then selecting (Transaction Documents)

St ol e rek.s

AMeYI S50 AugySVl Aogall AL AuegSall Olpll  wloamll Ly Aagll gl oo [RCHUNEESN]

My Cases =i

My Cases

Senvice ID | Service type desaription | Number ‘ Year | Type‘ Applicant Crested On Final Decision | Ste
103378 HO4 - Product Registration Mshmoud Ibrshim Mahmoud Abu Ammouns  22.09.2019 20:20:21 Ini
103370 HO4 - Product Registration Msahmoud Ibrahim Mahmoud Abu Ammouna 22092019 10:12:02 Inl
103174 HO4 - Product Registration Mshmoud Ibrshim Mahmoud Abu Ammouns  15.03.201909:58:48  Approved Cof
103172 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  15.09.2018 08:45:58 Pe|
103144 HO4 - Product Registration Mshmoud Ibrshim Mahmoud Abu Ammouns  12.03.2019 09:51:38 Pe;

103126 HO4 - Product Registration Mshmoud Ibrahim Mahmoud Abu Ammeuna  12.09.201908:12:14  Approved Co

& Case Details | [ Creation dste fisme: | Al v Case Status | Oper

a
Total number of cases: 18 ﬁ

A new screen will appear showing all of the documents uploaded when creating the
transaction. The user can upload the file or all files.

Documents for case with 1D 103378

File Description

1017057, pdf

SAP t-code Egypt support 2.PNG




3. Payment method through RAK Government website:

e . Select the transaction to be paid

Ca gistration
My Cases Help
My Cases
Print Version || Export
Service ID | Service type description Number ‘“Year Type Applicant Created On Final Decision  Status
103378 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  22.09.2019 20:20:21 n Payment
103370 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna 22092019 10:13:02 1 Pay
103174 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  15.09.2019 09:55:48 Approved Completed
103173 HO4 - Product Registration Mahmoud Ikrahim Mahmoud Abu Ammouna  15.09.2019 09:45:59 Pen H
103144 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  12.09.201% 09:51:38 Pen
103128 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna 12.09.201906:12:14 Approved Completed
& Case Detais || ) Case Documents || §9 Payment Requests Creation date frame: | Al w Case Status:  OpenCases v || 6§

Total number of cases: 18

e Select the row to be paid and then click on the payment of the selected part

My Payments @ Hep

Billing Documents for case with ID
Print Version | | Export ,

Status Case/Request ID Payment Request Number To Be Paid Paid Due To Pay Currency

{ul
1 & 103378 510022793 100.00 0.00 100.00 AED

&3 Pay Selected ftem | | £ Back

)

e Click Pay
|

Payment Amount: 100.00
Amount Already Payed: 0.00

* Transaction Amount  100.00 AED

:r"_t'.vill be cest&tz and
mart pay payment page,
he ransaction. =

$ Pay Cancel | 2 Back

@ visa:




4. Pending Customer Action

4

If the Transaction Status is “Pending Customer Action’
Example: Transaction No. 103144

Case Registration

My Cases Help
My Cases
Print Version Export

Service ID | Service type description Mumber ‘“ear Type Applicant Created On Final Decizion = Status
103174 HO4 - Product Regigtration Mahmoud Ierahim Mahmoud Abu Ammouna  15.09.2019 09:58:48  Approved Completed
103173 HO4 - Product Registration Mahmoud lbrahim Mahmoud Abu Ammouna  15.09.2019 09:45:59 Pending HOS Decis

. 103144 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  12.09.2019 09:51:38 Pending Customer 4
103126 HO4 - Product Regigtration Mahmoud Ierahim Mahmoud Abu Ammouna  12.09.2019 08:12:14  Approved
103063 HO4 - Product Registration Mahmoud lbrahim Mahmoud Abu Ammouna  10.09.2019 20:14:02  Approved
103062 HO4 - Product Registration Mahmoud Ibrahim Mahmoud Abu Ammouna  10.09.2018 20:00:22  Approved Completed

Case Details || ‘) Case Documents || 53 Payment Requests Creation date frame: | Al w |Case Status: | Open Cases ﬁ

Total number of cases: 18

The transaction can be opened by clicking (My Notifications). The transaction requiring action

will be displayed.
- 0000000000 |[EmEa=aa==

My cases (ZH)

Notifications @ Hel

Notifications

View: | [Standard View] W Print Version || Export , gé,
Notification Due Date Case ID Case type text Details
$ 300070244 12.08.201% 103144 H04 - Product Registration Request %
Notif. timeframe: | Al ~ || Display Opened only v || &) Refresh

The customer must click on details to open the transaction



Notifications @ Hep

Motifications
View: | [Standard View]
Notification

300070244

v Print Version | | Export , g_é_.
Due Date Caze D Case type text Detailz
12.08.2019 103144 HO4 - Product Registration Regquest Vfé

Notif. timeframe: | All v | Digplay Opened onby, ~ || ¥5] Refresh

The following screen will appear:
Comments entered by the officer or department head can be viewed
After reading these comments, you may click (Open case) to open the product and make the
required amendments according to the comments

Note: Do not entry new data or change data other than what is required.

” Open Case

- & Complete

Comments

Muotification:
Created on:
Reguester:

Lock Status:

Current System Status:

Selected Notification

300070244 Case ID:

12.09.2019 Case Type:

Mahmoud Ibrahim Abu Ammouna BusinessPartner:
&

Open

Product Modification Steps

Step 1. Read the comments from the below section gent from the requester

Step 2: Open the case by clicf g the below butten for editing

Step 3. Write the comments (if any) in the below comments section
Step 4. Complete the notification medification by clicking the below

please update the picture

103144
ZH04 HO4 - Product Registration Request

2]

3000112643 Mahmoud Ibrahim Mahmoud Abu Ammouna

Note from Review Officer - Public Health Department:

Note from Customer:

Save

>

Cancel

=0




After opening the product and making the required amendments, click on (update) on the main
product registration screen:

Print Version E
Mandatory = Doc Description Aftach File = File Path
f Label Picture Upload
W Product Picture Upload
Final product package picture Upload
Genetically modified food Upload
Halal certificate Upload

Health and nutritional Claims certificates Upload

Organic Food Upload
Other documents Upload
Primary Packaging Picture Upload
Product Content Picture Upload &

Clear

evious | | [@p Update 3= yext

After clicking update, you must click (Complete) to finalize the customer action



Selected Notification

Motification: 300070244 Case D 103144

Created on: 12.09.2019 Case Type: ZHO4 HO4 - Product Registration Request
Reguester: Mahmoud lbrahim Abu Ammouna BusinessPariner: 3000112643 Mahmoud lbrahim Mahmoud Abu Ammouna

Lock Status: g

Current System Status: Open

Product Modification Steps

Step 1: Read the comments from the below section sent from the reguester
Step 2: Open the case by clicking the below button for editing

%” Open Case

Step 3: Write the comments (if any} in the below comments section
Step 4: Complete the notification modification by clicking the below

Comments

Note from Review Officer - Public Health Department:
pleaze update the picture

Mote from Customer:

W
£

>

The transaction will be referred to the Public Health Department to complete the application
process



