
 

  

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

User Manual 
Approval of Technical Staff Request 

Buildings Department Services    

 
 
 

 



 

  

 

 
Contents:  
 

1. INTRODUCTION: ........................................................................................................... 3 
2. LOGIN AND ACCESS TO THE APPROVAL OF TECHNICAL STAFF REQUEST ......................... 4 
3. CREATE AN APPROVAL OF TECHNICAL STAFF REQUEST .................................................. 9 
4. MY CASES ................................................................................................................... 16 
5. FEE PAYMENT ............................................................................................................. 24 
6. CUSTOMER ACTION .................................................................................................... 26 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 

 

Introduction: 
 
The Ras Al Khaimah Municipality launched a set of electronic services to save customers time and effort 
and enable them to submit their requests at any time and from anywhere. 
 
The Approval of Technical Staff Request allows for obtaining technical approval (test) of staff within a 
consulting / contracting office to support the requirements of registration / renewal of registration / 
promotion for consulting offices or contracting companies. The service is mandatory as one of the 
procedures for registering the consulting office / contracting company. 
 
This guide shows customers how to access the Approval of Technical Staff Request. It also guides them 
on how to create, send and track the request electronically. 
 
Customers will be able to log in to the electronic services of the section, submit requests, track requests, 
modify requests (if necessary), re-submit the requests after applying the modifications electronically, 
and finally obtain their required certificates either electronically or by receiving them from the Customer 
Happiness Center as per the need for the original copy. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 

 

Login and Access to the Approval of Technical Staff Request 
1- Navigate to the RAK Government portal on https://www.rak.ae/wps/portal 
2- To access the Approval of Technical Staff Request, click on the άService Guideέ ǘƘŜƴ ŎƭƛŎƪ ƻƴ 
άGovernmentέ 

 
 

3- bŜȄǘΣ ǎŜƭŜŎǘ άRAK Municipalityέ  

 
4- Next, select άBuildings Departmentέ  

 

https://www.rak.ae/wps/portal


 

  

 

 

 
 

5- Next, click on the Consultants & Contractors Qualification 

 
 

6- The services screen displays the consultants and contactors services list and the description 
of the section as it is intended to register consulting companies and local construction 
contracting within the engineering staff of Building and Engineering department and to 
ensure that they fulfil all the conditions and provide them the necessary requirements of 
each company to get the final and permanent registration, as the available grades, section 
cares to interview and registration of technical staff of contracting and consulting 
companies in order to ensure their eligibility engineering by building and engineering 
management standards. The department also aims to register the non-local contracting and 
consulting companies for some special projects within the emirate. 

 

https://stg.rak.ae/wps/portal/rak/e-services/govt/municipality/consultants-contractors-qualification-guide


 

  

 

 

 
7- To use the service, ŎƭƛŎƪ ƻƴ ǘƘŜ άStart Serviceέ button. 

 
The login page will appear as follow: 

 
 



 

  

 

 

 
8- Enter your RAK Government Portal username and password which you have previously 
ŎǊŜŀǘŜŘΣ ǘƘŜƴ ǇǊŜǎǎ ƻƴ ǘƘŜ άLog inέ ōǳǘǘƻƴ. 

9- Then, the Qualification Services List screen will be displayed to enable you to create, track, 
modify and pay the fees of the qualification requests through its tabs. 

 
10- Click on the Qualifications tab to view the list of the qualification requests:  



 

  

 

 

 
11- /ƭƛŎƪ ƻƴ ǘƘŜ άApproval of Technical Staff Requestέ ǘƻ ƘŀǾŜ ǘƘŜ ǊŜǉǳŜǎǘ ŦƻǊƳ ŘƛǎǇƭŀȅŜŘ 

below the requests list as follows:  
 

 
 

 
 
 
 
 
 



 

  

 

 
 

Important Notes: 
 

¶ The applicant shall be the holder of the approval for the treatment of the staff himself and 
register himself by the following: -  

a) Create an Internet user (Electronic Company Representative) and UAE Pass account, a 
valid Emirates ID Card is needed for the request 

b) Provide a letter of authorization from the Company including the company 
ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ ƴŀƳŜΣ L5κtŀǎǎǇƻǊǘ ƴǳƳōŜǊ ŀƴŘ ŎƻƴǘŀŎǘ ƛƴŦƻǊƳŀǘƛƻƴ 

c) tǊƻǾƛŘŜ ǘƘŜ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜΩǎ L5κtŀǎǎǇƻǊǘ ƴǳƳōŜǊ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Create an Approval of Technical Staff Request 
hƴŎŜ ȅƻǳ ŎƭƛŎƪŜŘ ƻƴ ǘƘŜ άApproval of Technical Staff Requestέ, the request form will be displayed 
below the requests list as follows allowing you to fill and submit the request:  

 



 

  

 

 

 
 

1. In the General Information block, enter your notes ƛƴ ǘƘŜ άGeneral Notesέ ŦƛŜƭŘΦ  

 
2. In the Applied Company Details block, the ID and the name of the company that are registered 

on your username will be displayed automatically in addition to the applicant mobile number:  

 
Note: when the applicant is an individual, then the Applicant Details block will show the applicant 
ID and EID number.  

 



 

  

 

 
3. Enter the number of the ŎƻƳǇŀƴȅ ǘǊŀŘŜ ƭƛŎŜƴǎŜ ƛƴ ǘƘŜ άTrade License Numberέ Ŧƛeld, and click 
ƻƴ ǘƘŜ άEnterέ ƪŜȅΣ then the license expiry date will be displayed automatically: 

 
4. In the Business Partner Details block, you need to enter the information of the staff for whom 

you want to issue the approval certificate as below:  

 

a. Click on the Search icon  ƛƴ ǘƘŜ άEngineer TypeέΣ ǘƘŜƴ ǘƘŜ Engineer Type selection 
box will pop up:  

 
b. Select the engineer type to have it displayed next to the field as below: 

 
c. Click on the άSearch BPέ ōǳǘǘƻƴ ƴŜȄǘ ǘƻ ǘƘŜ Engineer field to search for the name of the 

engineer for whom you want to issue the Approval certificate, then the Search BP 
window will pop up:  



 

  

 

 

 
d. {ŜƭŜŎǘ ǘƘŜ ŀǇǇǊƻǇǊƛŀǘŜ ǿŀȅ ƻŦ ǎŜŀǊŎƘ ŦǊƻƳ ǘƘŜ ŘǊƻǇŘƻǿƴ ƳŜƴǳ ƻŦ άSearch CriteriaέΣ 

then enter the required inputs as follows:    

 
The dropdown menu includes many search options and upon your selection, the 
required inputs will be changed as follows: 

Required inputs Search way 

 

Search by the Emirates ID, then 
enter:  

¶ EID number  

¶ Select the nationality  

¶ Select the date of birth  

 

Search by the passport number (for 
non-Emirates ID holders), then enter: 

¶ Passport number  

¶ Select the Passport type  

¶ Select the nationality  

¶ Select the date of birth 

 

Search by the unified ID (for non-
Emirates ID holders) then enter: 

¶ Unified number  

¶ Select the nationality  

¶ Select the date of birth 



 

  

 

 

 

Search with the Trade license number 
(issued by the Government of Ras Al 
Khaimah) and then enter: 
ω license number 

 

In case you are the engineer, select  " 
Myself " and then click the "OK" 
button to have your next to the 
Engineer field. 

 
e. 9ƴǘŜǊ ǘƘŜ ŎƻŘŜ ǘƘŀǘ ŀǇǇŜŀǊǎ ƛƴ ǘƘŜ ŦƛƎǳǊŜΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴ άOkέ ōŜƭƻǿ ǘƘŜ ŦƛƎǳǊŜ ǘƻ ŜƴǎǳǊŜ 

the code.  

 
NoteΥ ŜƴǘŜǊ άRefreshέ ōǳǘǘƻƴ ǘƻ ƎŜǘ ŀ ƴŜǿ ŎƭŜŀǊŜǊ ŎƻŘŜΣ ƻǊ ŎƭƛŎƪ ƻƴ άCancelέ ōǳǘǘƻƴ ǘƻ 
clear the input and re-write the code again. 

f. 9ƴǘŜǊ ǘƘŜ άOkέ ōǳǘǘƻƴ ǘƻ ƛƴǎŜǊǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ǇŜǊǎƻƴ next to the Engineer field: 

 

g. Click on the Search icon  in the Requested Grade field, then the grade selection box 
will pop up as below: 

 
h.  Select the required grade to have it displayed next to the field: 

 
Note: when the applicant is an individual, then the Business Partner Details block will show the 
Engineer Type and Requested Grade fields only.  

 



 

  

 

 
5. In the Attachments block you have to attached all of the mandatory documents to complete 

the request. You also, can edit all attachments (add new or remove/replace existing). 
6. To upload documents:  

 
 

A. /ƭƛŎƪ ǘƘŜ άAdd Attachmentέ ōǳǘǘƻƴΣ a window pops up allowing you to choose the 

files as shown below: 

 
B. {ŜƭŜŎǘ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘ ǘƻ ōŜ ŀǘǘŀŎƘŜŘ ŦǊƻƳ ǘƘŜ άDocument Typeέ ŘǊƻǇ 

down list: 

 

C. Browse for the file and Click on Add Č the file will be uploaded successfully. 

D. Repeat the steps to attach next documents. 

bƻǘŜΥ Lƴ ŎŀǎŜ ƻŦ ƛƴŎƻǊǊŜŎǘ ǳǇƭƻŀŘΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ ǘƘŜ ǊŜŎƻǊŘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ άDelete Attachmentέ ōǳǘǘƻƴ 
to remove it  



 

  

 

 

 
 

7. After you fill the request mandatory fields, you have options to: 

 
¶  άInitiate Serviceέ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ request. 

¶ ƻǊ ŎƭŜŀǊ ŀƭƭ ŦƛŜƭŘǎ ōȅ ǎŜƭŜŎǘƛƴƎ άclearέ  
8. /ƭƛŎƪ άInitiate Serviceέ ŀƴŘ ŎƻƴŦƛǊƳ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƛƴ ǘƘŜ ŘƛǎǇƭŀȅŜŘ ŎƻƴŦƛǊƳŀǘƛƻƴ ƳŜǎǎŀƎŜΦ 

A screen will appear stating that the case is submitted in addition to the case ID. 

 
After your application has been successfully submitted: 
V You will need to go directly to "My Cases" tab to track your request. 
V you must pay the fees  of your request, accordingly the request will be sent to the coordinator 

of the Buildings section to review it. 
V The employee then checks the request and either returns it to you for amendment, or approves 

the request. 
V Upon approval,a technical personnel certificate of approval will be issued to the engineer and 
ǎŜƴǘ ǘƻ ǘƘŜ ŀǇǇƭƛŎŀƴǘΩǎ ŜƳŀƛƭ - the applicant can download an electronic copy of it. 

 



 

  

 

 
Note: To get your feedback regarding the service procedure, the following happiness meter screen 
will pop up along with the request result screen allowing you to submit how happy you were for the 
same: 

 
Select the required face and your evaluation will be submitted directly. 

 
 
 
 
 
 
 
 
 
 

My Cases 
 
When you submit the Approval of Technical Staff Request and pay the service fee, it is received by the 
coordinator in the buildings department to review it and accordingly the coordinator will do one of the 
following actions: 

¶ Accept the request, then the required staff approval certificate will be issued 

¶ Reject the request stating the justifications. 

¶ Return the request for modification after which you must modify the request as per the notes 
then re-send it to the coordinator to review it again and take the appropriate action against it. 

Note: when the coordinator take one of the above mentioned actions, the system will notify the 
customers by sending SMS on their mobile phones and Emails to let them know that their request is 
accepted initially, then the request will be either approved, rejected or needs modifications. 

 
You can find the submitted requests in άMy Casesέ tab, to access it please visit the Ras Al Khaimah 
Government website at www.rak.ae as shown on the screen below. 

 
Then, Click the άService Guideέ ǘƘŜƴ ŎƭƛŎƪ άGovernmentέ:  



 

  

 

 

 
Next, select άRAK Municipalityέ  

 
 
bŜȄǘΣ ǎŜƭŜŎǘ άBuildings Departmentέ  

 



 

  

 

 

 
 

Next, click on the Consultants & Contractors Qualification 

 
 

Next, ŎƭƛŎƪ ƻƴ ǘƘŜ άStart Serviceέ ōǳǘǘƻƴΦ 

https://stg.rak.ae/wps/portal/rak/e-services/govt/municipality/consultants-contractors-qualification-guide


 

  

 

 

 
The login page will appear as follow: 

 
 

 
Enter your RAK Government Portal username and password which you have previously created, then 
ǇǊŜǎǎ ƻƴ ǘƘŜ άLog inέ ōǳǘǘƻƴΦ 
 
άMy Casesέ tab will be displayed to show all of your transactions submitted to the buildings section and 
pending for payment (if not paid yet) or pending for coordinator action.  



 

  

 

 

 
άMy Casesέ Tab displays the service ID, description, type, applicant, creation date, final decision and the 
status for each request.  
 

Note: you can do the following for each case/ request created: 

¶ Print (As a Pdf)  

¶ Export (As excel files)  
When selecting the request, and perform any of Print version or export, the system will 
automatically generate / download the required case 

 

¶ You will be able to view the details of the service request by selecting the required request and 
then clicking ƻƴ ǘƘŜ άCase Detailsέ button: 



 

  

 

 

 
The details screen of the selected request pops up to show all of its details as below: 

 
 

 

¶ You will be able to view the attachments of the service request by selecting the required request 
and ǘƘŜƴ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCase Documentsέ ōǳǘǘƻƴ  












