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Renew a Medical Professional's 
License

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 'Renew a Medical Professional's License'

• The system will ensure the applicant facility has a valid license that is 'Active' to start this 

service.

OR

• If the Faciliy’s license has expired, this service can only be initiated if the number of days 

since facility license expiration hasn’t exceeded 180 days.

4



4 The system will display a list of staff members whose licenses have expired 

and those whose license will expire in the next 60 days.

Use 'Search' to quickly find licenses to update.

• License of staff members who are blacklisted cannot be renewed.
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5 Click to select the staff whose license you would like to renew. Only 

one staff member's license can be updated at a time.

6 Click "Continue" to proceed with your selection.
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7 The system will fetch the professional's details and present them for review.
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8    Click 'Show Details' to view more license information.

Click 'Change Professional' to go back to the staff list to select a 

different professional

9 Click "Cancel" if you would like to proceed with the same professional.
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10 Add the required CME details in the fields provided.

11 Multiple files can be uploaded in the same CME document field.
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12   Enter the CME start date.

The start date should not be greater than 1 year from the current system date.
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13   Add the CME end date.

The CME end date cannot post date the current system date. That means, the 

CME last date should have been a date before the current date (at the time of 

application input).
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14 Input the CME hours in the field. The minimum CME hours required are 

specific to the category of the medical professional selected.

• Physicians/Dentists: Minimum 40 CME hours

• Nurses & Midwives: Minimum 20 CME hours

• Allied Healthcare and TCAM Professionals: Minimum 10 CME Hours

If the CME hours entered are less than the minimum, the system will display an 

additional comment field to input a valid reason for the less CME Hours. This 

field will be displayed only if the CME hours entered are less than the 

minimum, but are still within an acceptable range.

• Physicians/Dentists: Acceptable minimum range - 35 to 40 CME hours

• Nurses & Midwives: Acceptable minimum range - 15 to 20 CME hours

• Allied Healthcare and TCAM Professionals: Acceptable minimum range - 5 to 10 CME hours
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15 The next page will list the documents to be uploaded with specific 

requirements clearly described.

• The system will validate the type and size of the document uploaded (Allowed formats: JPEG,

.PNG, .JPG, PDF■ within 10 MB only)

16 Once all the required documents have been uploaded, click 'Continue' to 

proceed.
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17 After reviewing the details on the application review page, click the "I 

Understand and Agree" field to proceed.

18 After checking the consent box, click on "Continue"
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19   A fee is applicable for Private Sector facilities, which will include:

• An Application Fee of 100 AED

• A Service Fee for License Renewal

• Fines if the license had expired at the time of renewal

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

status page with pertinent details about the application.

The renewed license can be downloaded and the medical professional is 

notified of their license renewal.

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

Section.
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21 The payment invoice can be accessed by clicking on 'Download payment 

receipt'
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Customer Portal: Application Update and Completion of 
Service to Renew a Medical Professional's License

37 To review the status of your application, click "Applications" from your 

facility dashboard.
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38 Click "All Applications" or on the relevant tab based on the status of 

your application;

• Action Required: Applications pending payment updates or a payment.

• In progress: Applications that are pending action from MOHAP Auditors.

• Completed: Applications that have been successfully completed.

• Drafts: Applications with a draft status that are yet to be submitted.

• Rejected: Applications that were rejected by the MOHAP Auditors.

• Expired: Applications that expired while awaiting action from the applicant.

19



39 Click the "Search" field and enter the application to quickly find the 

desired application.

40 Once found, click "View Details" to open it.
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41 The system will display the status of the application.

• The renewed license will remain available for download on an approved application.
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Service Ends
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