q
;./ Bk ;;
(.}}g v /8
v {
GOVERNMENT OF DUBAI

Service Request Manual

Health Insurance Renewal Update for DMCC Member Companies Employees

Purpose

This document is designed to define and illustrate the online process related to ‘Health Insurance
Renewal Update for DMCC Member Companies Employees’. This document will brief you on how to
apply for this service request and what to expect at the different stages in terms of the online

interface, the notification emails and text messages as well as the expected output.

Relevant Documents

The request for “Health Insurance Renewal Update’ operates in conjunction with but not limited to
the below stated policies and guidelines:

e Health Insurance Renewal Update Guidelines;

e DMCC Company Regulations;
e UAE Labour Law and

e Free Zone Rules & Regulations.

Applicability
This document will be applicable to all DMCC member companies with active licenses or companies
changing the type of the existing license.

Important Notes
e This service is not chargeable.
e This new service request is created for individual employees and is displayed under “‘My Actions’.

e The system will auto-generate a service request three months in advance to ensure that the

company is notified of the employee’s health insurance expiry on time.

e Member companies can either select their own insurance provider or select DMCC preferred
Health Insurance partner, Insure Direct (Jardine Lloyd Thompson).

e Using this service request, member companies can either update the insurance details or apply
for new insurance details through DMCC preferred insurance partner.
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1. Click “View All’, which is adjacent to “My Actions’ section on the DMCC member portal.

Production Testing Account

Announcements:

SR Number ¢ €  Category

002234410 Pending Step
002234410 Pending Step
002235091 Pending Step
002236180 Pending Step

Q

)

P

v

DMCC Suffix Change Reminder — Registration Amendments - Kindly Read and Acknowledge!

Action Details

Pending E-signature - wafa ahmed - Application - Ne

Awaiting Insurance Details Update - Application - New

Pending submission of original documents - Applicatio

Pending E-signature = ahmed - Application - New em

Due Date «  Required Action
Due Now Awaiting E-signature
Due Now Review Step =
Due Now Visit DMCC Counter
Due Now Awaiting E-signature

2. Click ‘Search by Category’ and select “‘Expired Health Insurance Details’. The list of ‘Health
Insurance Update Service Requests’ will be displayed.

My Actions

SR Humber @  Calegory

002234410

Fending Step

Prn

Pending Step

Fending Sten
00235180 Puniding Step

PLPFEEES

Fending Step

002235685 Pending Step

IManage your company by Siaying on top of your actions; from pending steps and renewals 1o URcoMIng regurements

Action Delsils.

€  Penaing E-signature - wala ahmed - Appcstion - New employee residence permit (visa)

@  Fending submissian of anginal documents - AQDICAION - New empiyes fesdance pemi (isa)

@ Pencing E-signature ~ ahmad - Apoleation - New employes resicence parmit (visa)

@ Awiiting Insurs iits Uptdate - Agpilication - Nisw eenployeee pissidence poamd {visi)
@ Fending submission of onginal documents - Emirates 1D Typing

@ Pending submission of aniginal documents - Emirates 5D Typing

Search By Category

wired Action

dting E-signature

tew Stop <

LUMCC Counter

Due Now Awaiting E.signature
Duse: Now Revicw Slup <

Due Now Visit DMCC Counter
Due Now Visit DMCC Counter

3.

will be displayed with the date of expiry.

In the *“Action Details” column, the names of the employees with expired insurance policies

My Actions

Managa yeur compan by Staying & 100 of yeur B

SH Number 9 @ Cewgory
Expred Heam insurance Detads
Expred Hoom Isurance Detes

Expred Heam insurane Datsds

Exprod Hoalm insurance Detsts
Expired Hantm bnsurance Desads
Expred Health msurance Delsds

Expired Haamn insurance Detals

Expred Healt insursnce Detsts

Eupred Heam o Datais

Expred Heam insurance Detads

- #0M pending stegs and rendw

5 12 UpCamIng Tegunemants

Action Detaits.

Shaky Paga

- HeBEn ingurance Expired on 12/

james Bond - Heall s ance Expred on § 2
KNl Jamal - Haann Insurance xpred on OVOL201T

Prog Test MyNams PROD L

e - Hoaln insurance Exgired on 31012017

Bt ban - Heath insurance Expined on 750553017

best tusd - Health Insurance Expred on 07082007

abcd Anmed - Hisalth Inurance Fxpired on 3104

shammed al - He ance Expred on 17/082017

4 - Hoaln Insurance Expined an 17082017

Ahmad Mehammad 2 - Heain nsurance Expred on 1RTAR01T

Search Ry Category ;| Expagd Heallh Insu T |

Due Date - Reguired Action

Updane How O3 Apply for Kew 05

Update Mow £3 Apoly for New 3

Update How O3 Apply for Rew O3

2120 Update Sow £3 Apply for Hew 3

1T Upsats Bow £3 Apply for New g3
oTRsZOIT Updale Bow £ Apply for New £
AR Upsats Mow g3 Apply for New g3
1ot Update Bow £ Apply for New £

Lipidate Mow £3 ABply for Hew £3
Updane How O3 Apply for Kew O3

Ry
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4. Select ‘Update Now’ if the company has acquired the health insurance for the employee from
the ‘Required Action’ column. If the company has not yet acquired the new health insurance
for the employee and would like to apply for it through the DMCC preferred insurance partner,
they may select ‘Apply for New’.

My Actions
Manage your company by staving on 1op of yout achions, Fom pending s1eps and renewals 1o UPCOmIng fequirements.
Search By Category E
My Actions Exort A¥
SR Number & Category Action Details Due Date - Required Action
Expired Hoa 102016 Updata Now (3 Apply for New 3
Expired Heam in oroN2017 Update Now €3 Apply for New {3

Expired Heaim In 01012017 Update Now 3 Apoly for New

Expire 31012017 Update Now £3 Apply for New £3
Update Now £3 Apoly for New &
Update Now £3 Apply for New 3
Updste Now (3 Apply for New 3
Update Now (3 Apply for New &3
Update Now C3 Apply for New 3

Update Now (3 Apply for New (3

Update Now C3 Apply for New 3

Apply for New

If the company has not yet acquired the new health insurance for the employee and would like to
apply for it through the DMCC preferred insurance partner, then, please follow step A to C.

A. Select “‘Apply for New’ for DMCC to send your details to the DMCC preferred insurance provider.
B. Receive a notification confirming the contact details of the insurance partner.

AJLT

JLT INSURE DIRECT (BROKERS) LLC
DMCC'S PREFERRED INSURANCE PARTNER

Thank you for reflecting an interestin JLT Insure Direct (Brokers) LLC, DMCC's
preferred

insurance partner

As a market leading broker in Employee Benefits, Commercial Lines and Specialty Lines
insurance broking, we cater for all of your insurance needs, within one centralised

location — Almas Tower.

Owur specialisms include;

Construction.

Marine.

Species and Fine Art.

Financial Risks.

Energy.

Asrospace.

Credit, Political and Security Risk.
Healthcare Sector

Risk Practice.
The benefits of working with JLT Insure Direct (Brokers) LLC include:

Access to the DMCC health insurance sclution; exclusively available through,
JLT Insure Direct (Brekers) LLC. A tailor-made preduct for DMCC free zone
member companies, effering corporate benefits at highly discounted premiums
for companies having as few as one employee.

Kioesk located on level 1, Almas Tower, where you can seek advice from one of

our team on our products and services

C. Apply for the concerned employee’s insurance and update the details on the DMCC member
portal.
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5. Update the required health insurance details for the employee and “‘Save’ the service request.

Health Insurance

Click here to view the Free Zone Services Schedule of Charges

Service Request Edit Save  |Cancel

Service Request Details - Internal

Record Type 041 Health Insurance Submitted Date
SR Template Owner  Mohammed Adian

Applicant / Employes Name

Company Details

Customer | Production Testing Account
o License Number IDMCC-SEMIS Qi

Document Details (CEC / PIC) - Information Only

Document Type  Health Insurance Document # (Lookup]  |[DOC-0072427 1 &

Applicant Health Insurance Details

Health Insurance Provider ' | _None— v Health Insurance Membership Number

Health Insurance Expiry Date [ 261172017 | Health Insurance Policy Number

@ Comespondence Details

Portal User's Email [ 3sif parbhulkar@dmec.ae [ Send SMS ToMobile |

Customer Comments

DMCC Comments

‘ \

DMCC Comments Rejection Reason

Save |Cancel

6. Click the ‘Download/Upload/Review Doc’ button to upload the ‘Health Insurance Card Copy’
under the ‘SR Documents’ section.

 Senice Rsquest has been saved

a1 Bz v

Service Request Detail Fon| | Clone | sutmat | Canewt 38

Service Requast Details  intemal

SMe 031900 [

RecordType D41 Mo Insurance L
Conste Ey ot Tost Bcetal Unes, DR112017 13,44 i — v Vs Services
S
ouce

HE1_Healh_lssurance

‘Sachin Tendultar

Custerer  Prochustion Tesbng Aceoend
Lhormas Humser  DMGC S60260

Decumant Datails {CEC | PAC) - Infermation Only

[——

Appicant Heallh Insurance Delails
Hatonal Health Invarance Company (Daman) INS026 aaith inparance Msmseriaip Mumbier

samzois Halth s asvi Fulbey Marolses

Cormespondence Details
Swnct M5 To Motle  +G71555164760

DMACE Commens [r——r—

T| Cions | Sutei| | Canced 57

& SR Documents

Doscurrmnt Mae Purion MamerCorpeorate N et el e Crasted Date Mestitee Date. Frovee  Dmrbasd Docursent

Prrrg Lpeat oemze? oemEan? Wi g Docwment

Halh Inveranes Gand Com Heat s anes Casd Gomn e
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7. After uploading the document, click ‘Submit’.

+ Service Request has been saved

T S T

Sarvice Request Detail (e ——

Service Request Details - intornal
o 2031000

s Dot
Ceat
Update Health Insurance Detais-Empiojes residence permits [visa) Vies Services

041 Health insurance
Peter Test Portal User, 0112017 1344
Dran

(1=
X041_Health_insance
Replicant FEmployes Mame  Sachin Tenduliar

Racced Ty

Predustion Testing Actount
* DMCC-0%0760

Haam s ance

- Nabonal Healh Insurance Company (Daman) INS025
[T

Cormspondence Dotaits

ZainaneIRNERAANCD.COM +ST1558164760

Document Hame Person MameCoparite Kame Instnucons Reasenent Stanss Createa Date odited Dae Frevitn | Dowedsad Dosument

Heam insuraacs Cavd Copy Healih Insurance Cavd Capy Cepy Required Pendieg Uplead N7 L v ment

8. Receive an email notification from DMCC confirming that the details have been updated.

Dear Member

Your service request: Health Insurance with request number 2022960 has been approved
by DMCC.

Regards
DMCC Customer Care Team

E customercare@dmcc.ae
T 800 3622(DMCC) tolifree or +971 4 424 9600
W dmecec.ae
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