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Customer Portal: Raising an Application to Cancel 
Staff Licenses

1 Sign-in through UAE Pass and proceed to select the business profile linked to 

your account. In this case, we will proceed with 'American Hospital Dubai' and 

click "Continue".
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2 From the Facility Dashboard: Click "Services"

3 Find the service 'Cancel a Medical Professional's License' and click "Start 

Service".
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4 The system will display a list of staff members currently licensed at your 

facility. These include licenses that have expired or have been backlisted.

• Use 'Search' to quickly find licenses to cancel.

5 If you happened to select the Current Medical Director's license, the system 

will prevent you from proceeding since you cannot cancel the MEdical 

Director's license without first cancelling all other staff member's licenses.
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6 The system will redirect you to the ‘Reassign Follow up Doctors’ page ONLY IF 

you have selected medical professionals who are currently assigned to be 

follow-up doctors to visiting doctors at the your facility.

7 You can click to select multiple staff members to update their license at 

once.
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8 Click "Continue" to proceed with your selection.

9 The system will redirect you to a ‘Confirm License Cancellation’ page where 

you can confirm your decision to proceed with your selection.
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10 After reviewing the details on the application review page, click the "I 

Understand and Agree" field to proceed.

11 After checking the consent box, click on "Continue"
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12  An application fee may be applicable for each staff member selected - 100 AED.

• Fines are applicable for staff members with expired licenses.

Click "Proceed to Payment" to continue.
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13 On successful payment or submission, you are shown a detailed application 

status page with pertinent details about the application.

The same details can be found on the dashboard under the Application 

Section. Click "Download Cancellation Letter" to save the staff members' 

cancellation letters
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Service Ends
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