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Definitions/Abbreviations: 

Authorities: The Regulatory Authorities within the United Arab Emirates according to the geographical jurisdiction, 

Ministry of Health and Prevention, Department of Health - Abu Dhabi  and Dubai Health Authority. 

Credentials: Are the documented evidence of education/ qualifications, registration/ license, training/ experience 

and other documents that are required to check the eligibility of the health professional to obtain a license 

Dubai Medical Registry: Dubai Medical Registry is a public database maintained by DHA, which includes details of 

HPs’ eligible to become licensed in Dubai. 

Experience: Hands on clinical experience gained by a licensed healthcare professional during a salaried 

employment/contractual period and it excludes volunteer jobs, observership, or clinical attachment. 

Good Standing Certificate: A certificate showing evidence that the healthcare professional is competent to practice 

the profession, has not been found guilty of unprofessional conduct, and that there are no pending or previous 

disciplinary orders or criminal proceedings against the healthcare professional. Must be issued by the same licensing 

authority of the healthcare professional registration/ license, 

Healthcare Professional: A person who by education, training, certification and licensure is qualified to provide 

healthcare services. 

License: A permission granted by an authority to practice a healthcare profession.  

Logbook: A typed comprehensive record from physicians and dentists with surgical specialties for the last two (2) 

years demonstrating clinical competence through mixed major cases, signed, and stamped by the medical director of 

the facility or the head of department, mentioning the name, date, and total number of procedures performed within 

the mentioned period. 

Medical Fitness Certificate: A report issued by DHA Health Centers within the last three (3) months confirming 

that the applicant/ HP is medically fit to practice.  

Negative Report: A verification result indicating a negative feedback of the submitted credentials. 

Position: The term describing the applicant/ HP designation which consist of Category, Title, and Specialty 

Positive report: A verification result indicating that all submitted credentials have been verified successfully. 

Primary Source Verification: A process of validating documents required for licensure from the issuing organization. 

Qualification: An educational evidence granted by universities, colleges, academic institutes or schools that are 

nationally accredited or formally recognized. PSV can be referred to as Document Verification. 

Unable to verify report: A verification result indicating an incomplete verification process related to failure in 

providing all necessary credentials, and/or applicant is not responding to verification agency, and/or certain issues 

related to the issuing body. 

Unified Healthcare Professional Qualification Requirements (POR): a unified document developed in cooperation 

with The Ministry of Health and Prevention (MOHP), Department of Health Abu Dhabi (DoH) and Dubai Health 

Authority (DHA) that specifies the professions that can practice in United Arab Emirates and sets out the standards 

of qualification, experience, license and requirements to obtain a license from the Authorities. 

DHA: Dubai Health Authority 

GSC: Good Standing Certificate 
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HF: Healthcare facility 

HP: Healthcare Professional 

PQR: Unified Healthcare Professional Qualification Requirements 

PSV: Primary Source Verification 
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1. Introduction:  

A healthcare career in Dubai starts with obtaining a registration then activating it into a license to practice. 

This guide provides an overview of the steps to acquire active registration in the Dubai Medical Registry.  

2. Accessing your DHA E-services Account 

 

Follow the steps below to sign-up or login on the DHA Sheryan account: 

 

 Visit the website and click on the Login icon to access the DHA Sheryan portal. 

2.1 Login 

 

 Existing users can enter their username and password on this page. 

 

 
 

 

  

https://www.dha.gov.ae/en/Pages/DHAHome.aspx
https://services.dha.gov.ae/eservices/DHAWeb/default.aspx
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2.2 Registration 

 New users must create an account. Click the ‘Register With Us’ button to create a new username & 

password. 

 

2.3 Set Preference 

After login, a prompt to set preference for ‘Individual Home’ or ‘Corporate Home’ will appear. Set ‘Individual Home’ 

as the default page. 

 Access to all the services provided by Dubai Health Authority will be on the next page. 
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2.4 Accessing the Sheryan Licensing System 

 

 Click on the Health Licensing Service icon to access the DHA Sheryan Portal. 

 

 

3. Managing the Account 

Before proceeding to the licensing services, users must be familiar with account management. 
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3.1 Homepage Icons and Actions 

 

Icon Action 

 English Change Language Preference/ عربى

 

Accessibility (Text Resize, Contrast Switch, Read Speaker)  

 
Search 

 

 

The initials depend on the user’s first and last name.  

Click on the icon to view your unique ID, access your dashboard, 

applications, verified documents, notifications and settings pages. 

 

  

A

M 
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3.2. Account Menu Options 

 

Name and Unique ID - important when 

accessing third party services 

(Prometric, Dataflow) and license 

activation by a hiring facility. 

Note: The unique ID never changes and 

is only an identifier. 

My Dashboard - quick view of 

application status, current registration/ 

license status, services, issued sick 

leaves (eligible professionals), etc. 

 

My Applications - comprehensive view 

of applications. There are 2 tabs on the 

screen: 

Active tab- will show a list of all 

applications that are either in draft, 

submitted, returned to you. 

Closed tab- will show a list of all 

applications that are either approved, 

rejected or cancelled by the user.   

 

Verifications and CBT Assessments - 

list of all verified documents from 

Dataflow and assessment results from 

Prometric. 

 

Notification Centre - (!) alerts 

represented by a red exclamation point 

beside your name’s initials can be seen 

here. 
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Settings - changes in notification 

preference (SMS/Email), account 

information (name, email, password, 

etc.), and personal information (mobile 

number, address, etc.) can be made here. 

 

Logout - exit the account.  

3.3 Ask Latifa  

DHA’s virtual assistant, Latifa, is trained to answer your questions on Sheryan’s healthcare licensing services for 

Professionals and Facilities. Interact with her by clicking the Wassel Sotak icon on the lower right hand corner of 

the DHA Sheryan portal. 
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3.4 Frequently Asked Questions 

An efficient way to gather information is to check the Frequently Asked Questions/FAQ page.  

The link can be found at the bottom of the HRS web page.  

 

 

  

https://services.dha.gov.ae/sheryan/wps/portal/home/faq
https://services.dha.gov.ae/sheryan/wps/portal/home/!ut/p/z1/dU7LCsIwEPyaHO0uEYp4ix58QvEgai4SdZsUaxKSWNGvNyAoiM5thnmBhC1Iq7pGq9Q4q9rMd7Lc89l0MuVjrKqSC1xVozXnC4EZsAEJMlvwDwTCHKRu3eHVJuyhP9AgA9UUKBTXkGWTko9Dhgwjha45UixORhXadYWiLBoKd2UZ3nxk6F1IqmVo3IU-gZ4PrqYY37e_h4yLCbY_-sGf7WNJG_EEHmzRkA!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
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4. Creating an Application for Professional Registration 

4.1 Professional Registration Flow Chart: Computer Based Testing / Prometric  
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4.2 Professional Registration Flow Chart: Oral Assessment 
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4.3 Step 1: Self-Assessment Tool 

 

To initiate the process of obtaining a New Registration, the first step is to go through ‘Self-Assessment Tool’. It is 

a smart-tool that checks an applicant’s eligibility for a selected title.  

 On the DHA Sheryan Portal, click ‘Professionals’ to access the complete list of services. 
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 Click on Step 1: Self-Assessment Tool 

 Scroll down; click ‘Launch Tool’. 
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 The Self-Assessment tool will launch; answer all questions accurately (e.g. all related education, all related 

experience, etc.) 

 After answering all questions, check the summary. If you are satisfied with the summary, click ‘Get 

Results’. 

 The answers have clickable links for easy editing. Otherwise, the option ‘Cancel, go back’ is available to edit 

all answers.  
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 Result: You are not eligible. If you are certain that you are eligible for the title selected, click on ‘Manual 

Review’. Or ‘Edit Your Application’.  

 Edit Your Application - allows you to edit the details entered. 

 Manual Review - allows you to submit an application that will go through the traditional route (review by a 

licensing officer). This option requires additional payment.   

 Note: If you decide on the manual review option, the ‘Get Registered’ service will be enabled after 

application is approved. Standard fees apply for the ‘Get Registered’ service even after payment for 

manual review option.  

 Result: You are eligible, the below result will appear.  
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 Scroll down to read the instructions and requirements. At the bottom of the page click on ‘Start my 

Registration’. 

 If the approved title is inaccurate, you also have the option to ‘Request a Manual Review’. 

4.4 Step 2: Get Registered 

 Aside from the ‘Start My Registration’ button, you can create your application from the Dashboard.  

 Click Professionals to reach the list of professional services. Click on Step 2: Get Registered. The service 

guide will open, scroll down and click ‘Register Professional’. 

 

To acquire registration, three steps must be completed before an application is submitted. You will only be able to 

submit your application after both Dataflow and the CBT assessment (if required) are completed. Dataflow and 

CBT can be done at the same time. 

 Step 1 of Get Registered: Document Verification - this is done through the third-party service provider, 

Data Flow. 
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 A green tick will appear next to the document verification bubble once the verified documents 

are received from Dataflow. 
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 Step 2 of Get Registered: CBT Assessment - this is done through the third-party service provider, 

Prometric. 

 

 If you are exempt from the assessment based on the policy (link provided in the application), click on the 

dropdown menu and select the reason. 

 You will be required to submit verified assessment exemption evidence once you reach Step 3: Application 

Form. 

 Step 3 of Get Registered: Application Form - The button ‘Open Form’ will be active once steps 1 and 2 

are completed.  
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4.5 Go to Dataflow 

 Applicants can either click ‘Go to Dataflow’ from the registration page of their DHA Sheryan account. Or 

register directly by going to the Dataflow portal. 

 Register with your email id, unique ID, and if applicable, the voucher number (for DHA/Government staff). 

 Note: Dataflow accounts from other authorities are not recognized in the DHA-Dataflow portal. 

 

 

 

 

 

 

 

 

 

 

 

 

 To complete the registration, an email will be sent to your registered email id. Follow the instructions and 

click the link as shown below.  

  

https://dha.dfgateway.com/
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 Create your password. 

 

 Login to your account in the Dataflow portal.  
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 Enter your personal details to proceed. Click ‘Save and Next’. 

 Go to the Dataflow Dashboard. Click on the (+) icon for ‘Letter of Authorization’. Download, print, fill-up, 

scan and upload the letter. 
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 Click on the (+) for ‘Create A Case’.  

 

Case Type Description 

Create a new Dataflow case Fresh applicants without any existing Dataflow/PSV 

reports. 

Transfer a previous Dataflow case Applicants with Dataflow report previously issued by 

DHA or another authority (ex. MOH, HAAD, etc.)  

Raise an Appeal against a previous Dataflow case Applicants with negative or unable to verify Dataflow 

reports.  

 Create a new Dataflow case  
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 After selecting the category and sub-category, you can ‘Choose a Service’. 

 

 All documents mentioned in the Self-Assessment result need to be submitted to Dataflow for verification.  

 If you fail to submit the required documents for Dataflow, your application will be rejected. 
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Component Requirement Mandatory/If Applicable Package 

Education Basic Education  + 

Specialty Certificates (if 

applicable) 

Mandatory Yes.  (refer to verification 

fees below) 

Health License License/Registration Mandatory Yes (refer to verification 

fees below) 

Employment Experience letters Mandatory Yes. (refer to verification 

fees below) 

Certificate of Good 

Standing 

Must state there are no 

derogatory records 

against your registration 

to practice. 

If applicable No. Additional Document. 

(refer to verification fees 

below) 

Log Book Required for professionals 

with surgical specialties. 

If applicable No. Additional Document. 

(refer to verification fees 

below) 

Review of Application Check if all details and 

documents are correct. 

 N/A 
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 After the required information is filled and documents are uploaded, the verification fees page 

will appear. Click ‘Make Payment’ button and complete the payment.
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 After payment, go back to the dashboard. The application ID, barcode, status and receipt can be viewed 

here.   

 Fresh cases will be completed within twenty four (24) working days from the date the confirmation mail is 

received from Dataflow. The status must be COMPLETED for the report to be linked to the DHA Sheryan 

account. 

 Transfer a previous Dataflow case. Enter your Dataflow barcode and click on ‘Add Case’.  

 If you do not know your barcode, go to the portal for options to determine the barcode. 

 

 

 

 

 

 

 

  

https://www.dataflowstatus.com/applicationstatus
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 Tick on the corresponding box to select the component you want to link to your DHA Sheryan account. A 

transfer fee is applicable except for DHA Dataflow reports issued on/after October 2017.  

 Note: If your report has more components than the standard package, you may be required to submit 

more than one (1) transfer request. Transfer fees apply for each request.  

 

 Transfer cases will be completed within five (5) working days from the date the confirmation mail is 

received from Dataflow. The status must be COMPLETED for the report to be linked to the DHA Sheryan 

account. 

 After the report is transferred, it will be available in your DHA Sheryan account under ‘Verifications and 

CBT Assessments’ and in your application.  
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4.6 Go to Prometric 

Applicants required to pass a Computer Based Test (CBT) through Prometric, can book their assessment by 

clicking ‘Go to Prometric’ or directly go to the Prometric portal. 

 Generate the DHA Eligibility Number.You must generate a new Eligibility Number for each attempt.  

 

 

 

  

https://www.prometric.com/en-us/clients/DHA/Pages/landing.aspx.
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 Type the unique ID and fill categories required. 

 

 Copy the eligibility number and click ‘Schedule’. 
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 Follow the instructions on the Prometric site, schedule and pay for the assessment. 

 

 After the result is posted, it will be available in your DHA Sheryan account under ‘Verifications and CBT 

Assessments’ and in your application.  
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4.7 Open Form 

 After passing the assessment and once Dataflow report is ready, the ‘Open Form’ button at the bottom of 

the registration page is activated. 

 

 Fill up the application form with up-to-date information and documents. Each section must be confirmed. 

The section becomes green once the required information is filled. 
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 Link the required components from your PSV report in the correct sections of your application.  

 

 

 Confirm each section until the button ‘Review Form’ appears at the bottom of the page. Click ‘Review 

Form’, check the information on the form and click ‘Submit’.  
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4.8 Oral Assessment 

 

 Applicants required to pass an oral assessment must first acquire a full and positive Dataflow/PSV report. 

 Once the report is available, you will have the option to submit application (Get Registered.) 

 This application will be forwarded to DHA for review. Upon approval, the option to schedule the oral 

assessment will become available.  
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4.9 Payment 

 Click ‘Pay Now’ to make the payment through Dubai Smart Government - Epay. Please use a valid credit 

card. 

 

 If you are exempted from payment, click the tick box beside ‘Are you exempted from payment?’ A 

dropdown menu will appear. Select the reason for exemption. 
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 Check if the application is submitted successfully through My Dashboard or My Applications.  
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5.  Active Registration 

DHA will review the application after submission. Once approved, the applicant will acquire an active registration 

valid for one year/twelve months. 

This is not a license, but a registration to confirm that the applicant is eligible for the title and can find a DHA licensed 

hiring facility.  

The unique ID must be shared to the hiring facility for license activation. 

 

5.1 Step 3: Activating a Professional License 

The process of activating a license begins with the hiring facility’s account. The facility must use the ‘Activate 

Professional License’ service to be able to activate a professional license. An invitation to join the facility will be sent 

to the professional’s account. 
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6.  Accepting an Invitation 

 Open the menu (white circle) with notification alert. Go to Notification Centre.  

 

 

 View the invitation and click ‘Accept’. 
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7. Active License 

 After the facility submits the application, DHA will review it. Once approved, the applicant will acquire an 

active license valid for one year/twelve months.  

 The facility can print an interim license/e-license for new professionals under the ‘Activate Professional 

License’ application. This license can temporarily be used until the license card is received. 

 A professional with an active license will have a dashboard similar to the one shown below. Click the License 

and Registration widget to view the ‘My Registration’ page. 

 

 

 

 

 

 

 My Registration - complete list of registration/license status. 

 

 

 

 

 

 

 Note: It is the responsibility of both facilities and professionals to maintain a valid medical malpractice 

insurance covering the healthcare professional. The insurance certificate does not need to be uploaded 

upon license activation, however, it must be presented to DHA officials when requested. 
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Prepared By Name Vanessa Alexandra Avisado Rafael 

Role/Title Administrative Officer 
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Role/Title Senior Administrative Officer 
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1. Introduction 

Activate Professional License 

This service allows Healthcare Facilities to activate full-time, part-time, or trainee licenses for registered healthcare 

professionals. A Healthcare Professional can practice once the license activation is issued. 

 

Who Can Apply:  

Delegated Healthcare Facility Representatives 

 

Prerequisites: 

 Part-time permission must be provided by the Medical Director of the full-time facility 

 Healthcare facility where the professional will work part-time should be active and should have the 

healthcare professional's speciality. 

 Healthcare professional should grant the facility consent on being licensed 

 Pay outstanding fines (if applicable) 

 

Required Documents: 

 Valid passport copy (if not previously updated on the system) 

 Logbook (only for Surgeons licensed in outpatient healthcare facility for more than 2 years and applying 

for a part-time license in a Day Surgical Center or Hospital) 

Note: 

 It is the responsibility of both facilities and professionals to maintain a valid medical malpractice insurance 

covering the healthcare professional. The insurance certificate does not need to be uploaded upon license 

activation, however, it must be presented to DHA officials when requested.  

 

This guide provides an overview of the steps to activate a part-time license.   
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2.  Part-time License Activation Flow Chart 
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3. Maximum number of Part Time Permissions  

 

  

License position Maximum number of Part Time Permissions 

General Practitioner/ General Dentist/ Nurses & 

Midwives/ Allied Healthcare professionals/ TCAM 

1 

Specialist (non-surgical specialties) 2 

Specialist (surgical specialties) 4 

Consultant 4 

Specialist under-supervision/ Registrar 1 
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4. Part-time Permission - The medical director of the full-time healthcare facility must provide permission to the 

healthcare professional to work part-time in other healthcare facilities.  

 

The Medical Director will login to 

his/her account and access the Health 

Licensing Service. Go to the 'Facility 

Dashboard'. 

 

 

Click on the 'Healthcare 

Professionals' widget. 

 
Search for the healthcare 

professional and click on the arrow 

button beside their details. 
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On the professional profile page, 

scroll down to reach the "Group and 

part-time permission' section. Tick 

the box beside 'Allow this 

Professional to apply for part-time 

licenses'. 

 
 

5. Activate the Part-Time License - The facility where the healthcare professional will work part-time can now 

activate the part-time license.  

Login to the facility account and 

access the Health Licensing 

Service. Go to the 'Facility 

Dashboard'. Click on the 

'Healthcare Professionals' widget. 

 

Click on 'Add New Professional' 
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The service for 'Activate 

Professional License' will open. 

Type the professional's unique ID 

and click 'Search'.  

 

After finding the professional, click 

'Confirm'. 

 
The 'Selected Professional' section 

will appear. Scroll down until you 

reach 'Selected Professional 

Details'. 

 

Under 'Select license type', choose 

Part-time License. 

 

Tick the box beside the position.  

 

Under 'Select Facilities from 

Group', the option to choose which 

facilities under the same group the 

professional can practice in is 

available. 

 

Select the joining date and click 

'Confirm'. 
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After confirming both sections, 

click 'Submit'. 

 

 

 
A bubble confirming the request 

submission will appear.  
 

 

6. Accept the Invitation - The healthcare professional must login to his/her account and accept the invitation.  

Go to 'Notification Center'. Select 

the invitation received from the 

hiring facility. Choose either to 

'Accept or 'Decline request'.  

 

 

 

7.  Submit Application to Activate Part-time License - After the professional accepts the invitation, the facility 

can submit and pay to activate the part-time license. 

 

Login to the facility account and go 

to 'My Applications', under the 

'Active' tab find and open the 

application with the status 

'Accepted'. 
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There are two final sections that 

need to be completed, 'Delivery' 

and 'Terms & Conditions'.  

Under Delivery, the address and 

contact details must be entered.  

 

Tick the box beside 'I agree to the 

terms and conditions'.  

 

The button will change from 'Save' 

to 'Review Form'. Review the 

information on the page, submit 

and pay for license activation. 

 
 

The application will be received by 

DHA for approval. Once approved, 

you will find the application under 

the 'Closed' tab of 'My 

Applications'.  

 

The professional can now practice 

in the part-time facility.  
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1. Introduction:  

Sheryan helps you setup, license and run a successful facility in Dubai.  

This guide provides an overview of the steps to acquire your facility license.  

2. Accessing your DHA E-services Account 

 

Follow the steps below to sign-up or login on the DHA Sheryan account: 

 

 Visit the website and click on the 'Login' icon to access the DHA Sheryan portal. 

  

2.1 Login 

 

 Existing users can enter their username and password on this page. 

 

 
 

 

 

 

 

https://www.dha.gov.ae/en/Pages/DHAHome.aspx
https://services.dha.gov.ae/eservices/DHAWeb/default.aspx
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2.2 Registration 

 New users must create an account. Click the ‘Register With Us’ button to create a new username & 

password. 

 

 
 

2.3 Set Preference 

 

 After login, click on Individual Home to access to all the services provided by Dubai Health Authority. 
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2.4 Accessing the Sheryan Licensing System 

 

 Click on the Health Licensing Service icon to access the DHA Sheryan Portal. 

 

 
 

3. Managing the Account 

Before proceeding to the licensing services, users must be familiar with account management. 
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3.1 Homepage Icons and Actions 

Icon Action 

 English Change Language Preference/عربى 

 

Accessibility (Text Resize, Contrast Switch, Read Speaker)  

 

Search 

 

 

The initials depend on the user's first and last name.  

Click on the icon to view your unique ID, access your dashboard, 

applications, verified documents, notifications and settings pages. 

 

3.2. Account Menu Options 

Menu Description Screenshot 

Name and DHA ID – contains name of 

applicant/current user and account ID. 

Note: The DHA ID never changes and is 

only an identifier. 

My Applications - comprehensive view 

of applications. There are 2 tabs on the 

screen: 

Active tab- will show a list of all 

applications that are either in draft, 

submitted, returned to you. 

Closed tab- will show a list of all 

applications that are either approved, 

rejected or cancelled by the user.   

 

Notification Center - (!) alerts 

represented by a red exclamation point 

beside your name's initials can be seen 

here. 

 

A

M 
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Settings - changes in notification 

preference (SMS/Email), account 

information (name, email, password, 

etc.), and personal information (mobile 

number, address, etc.) can be made here. 

 

My Dashboard – To access this in 

facility accounts, click on the facility 

name. It contains quick view of 

application status, current registration/ 

license status, services, issued sick 

leaves, etc. 

 

Logout - exit the account.  
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3.3 Ask Latifa  

DHA's virtual assistant, Latifa, is trained to answer your questions on Sheryan's healthcare licensing services for 

Professionals and Facilities. Interact with her by clicking the Wassel Sotak icon on the lower right hand corner of 

the DHA Sheryan portal. 

 

 

 

 

 

 

 

 

 

 

 

 

  



  

Page 62 of 93 
 

3.4 Frequently Asked Questions 

An efficient way to gather information is to check the Frequently Asked Questions/FAQ page.  

The link can be found at the bottom of the HRS web page.  

 

  

https://services.dha.gov.ae/sheryan/wps/portal/home/faq
https://services.dha.gov.ae/sheryan/wps/portal/home/!ut/p/z1/dU7LCsIwEPyaHO0uEYp4ix58QvEgai4SdZsUaxKSWNGvNyAoiM5thnmBhC1Iq7pGq9Q4q9rMd7Lc89l0MuVjrKqSC1xVozXnC4EZsAEJMlvwDwTCHKRu3eHVJuyhP9AgA9UUKBTXkGWTko9Dhgwjha45UixORhXadYWiLBoKd2UZ3nxk6F1IqmVo3IU-gZ4PrqYY37e_h4yLCbY_-sGf7WNJG_EEHmzRkA!!/dz/d5/L2dBISEvZ0FBIS9nQSEh/
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4. New Facility Registration Application Flowchart 

 

 

 

 

 

 

 

 

Legend 

 Applicant 

 DHA 

  

1. Go through the 

Facility Qualification 

Recommendation Tools

2. LOGIN to get the 

result for requirements, 

fees, and next steps.

3. Click on Open New 

Facility, fill up the form 

and Submit.

4. DHA will review the 

application. If approved, 

an inactive license will 

be issued. 

5. Other approvals like 

FANR can now be 

applied. Activate 

Professional licenses.

6. Once you are ready 

for inspecton, apply for 

Activate Facility 

License. 

7. Pass Inspection. Final 

approval is issued.

8. Survey must be 

completed.

9. Facility License is 

now active.
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4.1 Step 1: Facility Qualification Recommendations (Smart Tool) 

 

To initiate the process of obtaining a New Facility Registration, the first step is to go through Facility Qualification 

Recommendations. It is a smart tool that provides you with the recommendations to follow, next steps, fees and 

etc. for the selected facility type.  

 On the DHA Sheryan Portal, click 'Facilities' to access the complete list of services. 
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 Click on Facility Qualification Recommendations  
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 The smart tool will launch, answer all the questions accurately.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 After 

answering all 

questions, check the summary. If you are satisfied with the summary, click 'Get Results'. 

 The answers have clickable links for easy editing. Otherwise, the option 'Cancel, go back' is available to 

edit all answers.  
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4.2 Step 2: Facility Qualification Requirement Results 

 

If all requirements are fulfilled as listed in the results, scroll down and click on ‘Open New Facility’ to create your 

application.   
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4.3 Step 3: Open New Facility 

After clicking on ‘Open New Facility’ the New Facility License application will appear.  

 

Button Action 

Save Saves the documents uploaded in the current 

session. If logged out, saved session will not 

appear in Draft application.  

Go Back Takes you back to results page, no 

information/document will be saved.  

Withdraw Application This rejects the entire application from the user’s 

end.  
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1. License Information 
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2. Applicant Details  
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3. Facility Overview 
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4. Location Details 
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5. Facility Layout 
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6. Additional Documents 

 

7. DHA Undertaking Letter 
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8. Terms & Conditions 
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Sections Description 

1. License Information Select facility category, trade license authority, trade 

name, and ownership details (owners/partners). 

2. Applicant Details Personal details of applicant. We recommend selecting 

someone who is permanent in the facility (i.e. owner, 

partner, etc.) 

3. Facility Overview Fulfill the sections of facility type and planned 

professionals. 

4. Location Details Fulfill the section of location details matching Ejari and 

trade license.  

5. Facility Layout Upload the floor plan (measurement: sqm) in AutoCad, 

PDF format.   

6. Additional Documents Other documents like Ejari, Dubai Municipality 

certificate, proposal letter, Memorandum of 

Association (MOA) and Power of Attorney can be 

uploaded here. 

7. DHA Undertaking Letter Download the undertaking letter, print and sign then 

upload.  

8. Terms & Conditions Read the terms & conditions and tick the box beside ‘I 

Agree’. 
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 Once all steps are confirmed and completed, the button at the bottom of the page will show ‘Review 

Form’.  
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 Review the details in the form.  
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 If all the information is correct, proceed to payment. (via Dubai Smart Government E-pay) 
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 If you have any exemption certificate, click on the Exemption Reason drop down menu and select the 

certificate. Upload the exemption proof.  
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4.4 Step 4: DHA Reviews the Application 

The application status will change from ‘Draft’ to ‘Submitted’. It will be reviewed by the facility licensing team.  If 

additional documents are requested, the application will be returned for you to fulfill the request. You will see the 

status change from ‘Submitted’ to ‘Returned’. 

If all requirements are met, the application is approved and an ‘Inactive’ license is issued. You can view and 

download the license through the ‘New Facility License’ application.  

  

 

4.5 Step 5: Other Approvals 

Necessary approvals and applications to other authorities can be acquired once the inactive license is issued.  

Recommendations mentioned in the application such as number of professionals for each specialty, facility layout, 

etc., must be met to apply for facility license activation.  
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4.6 Step 6: Apply for ‘Activate Facility License’ 

This service allows healthcare facilities to activate their previously issued inactive license to start operating. The 

facility can also request for add-ons in this service, which include:  

1. Home Healthcare 

2. Telehealth 

3. 24 hour facility 

4. Pharmacy delivery 

5. Pharmacy drive-thru,  

6. Clinical training  

7. Mobile unit  

 

Different add-ons are permitted depending on the facility category. 

 Go back to Dashboard and click on ‘Facilities’, then ‘Activate Facility License’. 

 Scroll down, click on ‘Activate License’ 
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Section Screenshot 

 

License 

Information 
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Review 

Professionals 
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Radiology 

Regulation 

Compliance (if 

applicable) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Final Inspection 
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Review Contact 

Details 

 

 

Terms & Conditions 

 

- Same as previous T&C 

 

4.7 Step 7: Facility Inspection and Final Approval 

The application status will change from ‘Draft’ to ‘Submitted’. It will be reviewed by the facility licensing team. If 

required, an inspection is scheduled. If additional documents are requested, the application will be returned for you 

to fulfill the request. The status changes from ‘Submitted’ to ‘Returned’. 

Once final approval is issued and inspection is passed, a ‘Required Action’ must be completed.  
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4.8 Step 8: Required Action – Fill Survey 

The mandatory survey must be filled before the license is activated. 

A notification alert (!) will appear on the menu icon. Click on menu and select ‘Notification Centre’. Click on the 

required action and complete the survey. 

 

 

 

  



  

Page 91 of 93 
 

The survey pages appear as below: 
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4.9 Step 9: Download the Facility License 

After the survey is completed, the Active Facility License is automatically issued. You can view and download the 

license through the ‘Activate Facility License’ application. The license status in the Facility Dashboard will also be 

updated.  
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