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1. Introduction

This guide provides detailed instructions on how to initiate Insurance Penalty Payment with Shafafiya COC service
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2. Interactive Application Interface

The upcoming sections provide a comprehensive guide on initiating Insurance Penalty Payment with Shafafiya 
COC service from DOH portal .



2.1. Login through the UAE PASS

-  After successful login via UAE PASS, applicant to review the Users Manual for the required service.

- Select Insurance Complaints under self services as showing blow. 

Figure 1 : Login Page
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2.2. Dashboard
"My Dashboard" will appear as below if registering for first time with features multiple tabs, each offering functionalities.
-  To initiate a new service request, the applicant should click on the 'New Request' button and then list of different 
services will appear.

VERSION 1.00
31.10.23

DEPARTMENT OF HEALTH ABU DHABI | ACCELA SYSTEM
5 | 26

Figure 2: Dashboard



Figure 3: Service Link

VERSION 1.00
31.10.23

DEPARTMENT OF HEALTH ABU DHABI | ACCELA SYSTEM
6 | 26

2.2. Dashboard
-  To Select 'Insurance Penalty Payment with Shafafiya COC’ from the list appearing as below .



Applicant information :

- System will automatically fetch the applicant's information from their profiles.
- Applicants should choose option from the 'Applicant Type' dropdown list (DDL). Additionally, they can 

enter other required fields, such as address.
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Figure 4: Service Link



Figure 5: Type of Applicant
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Applicant information :

- System will automatically fetch the applicant's information from their profiles.
- Applicants to select 'Applicant Type’ , enter other required fields; address in Arabic & English.



Figure 6: Employer Details
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To enter the DED trade license number in case of private employer



COC Detail

- Within the 'COC Details' section, applicants will find helpful text and instructions that provide clear 
guidance on the rules associated with appeals and late payment fees.

- The applicant is required to input both the 'Penalty Amount' and the 'COC Reference Number'.
- After entering the 'COC Reference Number', the subsequent information will be automatically fetched 

from the Shafafiya system.
• COC Total Penalty Amount
• Insurance Expiry Date
• Validity Date
• Personnel Under Penalty (If exists )
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Figure 7: COC Details
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To enter the Penalty amount & COC reference number



Figure 8: Information fetched from Shafafiya.
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To enter the Penalty amount & COC reference number



“What Would You Like to Do" Pay option for penalty amount payment.

Once all the required details are filled in, the applicant should click on the 'Continue Application' button.

Attachments :

- Depending on the type of applicant selected, specific attachments will be required.
- To Upload attachment , applicant must do the following :
• Click on “Add” button.
• Choose attachment from your files.
• Select document type , enter brief description for the attachment.
• Click the 'Save' button to finalize the upload.
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Figure 9: Attachments
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Figure 10: Add Attachment
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Figure 11: Save Attachment
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The applicant should proceed by Saving  & clicking the 'Continue Application' button.



Figure 13: Review Page
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Review Page
Applicant given the chance to make final edits to their information before finalizing the application.



Figure 14: Terms & Conditions
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Review Page
Applicant to read and acknowledge terms and conditions by ticking checkbox prior to submitting their request.



Pay Online
- Following the 'Review Page', applicant will be directed to the online payment gateway to settle the entire 

penalty amount.
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Figure 15: Pay Penalty Amount



Figure 16: Financial Receipt
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Applicant can retrieve the receipt from the dashboard.



Defer Payment :
- Applicant has the te option to defer payment and pay within 24 hours to avoid penalties.
- If Applicant selects defer payment , the request will be submitted, and applicant can pay later with the 

provided refrence number.

Figure 17: Request submession
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Pending Payment application appears on “My Dashboard” for applicant to complete payment
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