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Using the Service – Summary 
 

1. You need to create an account (register) if you don’t have one. 

2. The user can just Login if there is already an account 

3. Select the service “Renewal of a License to Practice as a Doctor” 

4. Only Facility Users are authorized to renew the doctors’ licenses  

5. The facility choses the Medical type “Doctor” to renew for the doctors 

6. The Print License is an option once the license is complete and renewed, but it won’t show 

if the application is incomplete 

 

1. Create new account  
 

If you are new (i.e., you do not have account) you need to Register and Create a New Account in 

order to be able to access MOHAP services. 

If you are already a MOHAP user, then skip to Login to the system 

 

# Create New Account – Register/Sign up  

1  
If the user is new (i.e., doesn’t have an account) the user needs to Create a New 
Account First 

- Go to the official website of the Ministry of Health  
- On the right side click on the Login tab 
- If the user does not have an account, the user will need to Register 

2 

 

https://smartforms.moh.gov.ae:444/Login.aspx?returnurl=https%3a%2f%2fsmartforms.moh.gov.ae%3a443%2fsla%2fdefault.aspx%3flang%3den
https://mohap.gov.ae/
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3 To Sign Up, the user needs to fill all the required information and follow the steps 

4 - Click create account. 
- After completing the registration steps, the following alert will show to 

confirm that all records are saved successfully, and a verification email has 
been sent for activation. 

  

5 Go to the email entered when registering, and click on the link to activate the 
MOHAP Account 
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2. Log into the system and Access the Service 
 

# User Login  

1 If the user already has an account and wants to access any of MOHAP services, the user 
needs to login only through the following: 
 

1. Go to the official website of the Ministry of Health  
2. Click on Services 
3. Look for the required service OR search for its name in the search bar 
4. Select the required Service icon 
5. After choosing the service click on Start Service as the below screen. 
6. If the user has logged in from the official page, then when the user clicks on 

“Services” they’ll directly access the services, otherwise the user will have to login 
after clicking on “Start Service”.  

  

2   

 

https://mohap.gov.ae/
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3 Once you’re logged in, the service appears as the below screen after clicking “Start 
Service”. 
 

 
 

3. Service Usage 
 

3 Actions  

 - To renew a doctor’s License as a facility user, click on → Staff Workspace 
- This is where the facility can apply for a license renewal for a staff doctor 
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3.1 Staff Workspace 
 

A To initiate a new license  

 1. The below screen appears when the user clicks on → Staff Workspace, which 
shows the status of the facility staff 

2. You can add a new staff to the staff workspace. 
3. The screen is divided into 4 sections as below. 

 
Section 1: the workspace of the staff (Facility Details), where the user can add a new 
staff for licensing form MOHAP 
Section 2: the Active Staff Applications – all the on going applications applied for the 
staff with their details. 
Section 3: list of the already licensed staff with the expiry dates for each. The expiry 
date: Indicates when the Doctor’s license will be expired, in which the facility needs to 
apply for renewal for him before the due date. 

- If the facility applies for the renwal within the expiry period → only payment 
will be paid 

- If the facility is late to renew the doctor’s license → Payment + fine has to be 
paid due to delay 

Section 4: Approved Cancellation Applications  
 

 

1 

2 
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4. Renew a License: Doctor 
 

   - To renew a staff license (doctor), the facility user need to scroll to section 3 
“Licensed Staff” and check the expiration date for each only and renew the licenses 
that are near expiration as to the below screen.  

- The below Doctor staff licenses will expire in January 31st 2023 which means they 
need renewal. 

- Will Choose the first Doctor as an example → Expiry = January 31st 2023. 

3 

4 
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4.1 Review the Staff Status 
 

4.1 Current License Status 

 
 

- Four sections will appear as to the below screen.  
- The user needs to go through all sections to renew the license after initiating the 

request. 
- The “Print staff license below” is for the current license. 
- The service is immediate, which means once the last step is done, the license is 

directly renewed UNLESS, a rejection comes back due to missing documents.  

 
- The user needs to click on → Initiate New Request and choose the needed request 

which is → Instant Renewal → Click Confirm in the box message.  
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4.2 Documents Upload  
 

4.2 Upload Documents 

 
 

- The below screen appears → the user needs to make sure of the staff 
application information as to the first section 

- Then the user needs to → upload the needed documents 
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- Once the user fills all the required documents, the blue box appears. 
- The user needs to Check the box → Acknowledgment for all the applied 

Documents 
- Once clicked → Click on Submit  

 

 

4.3 Application Submission 
 

4.3  
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4.4 Applications Status  
 

4.4 Application Status 

 
 

- The user’s Application Status is → Submitted once the user continues the payment 
the status becomes → Complete 
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4.5 Make Payment 
 

4.5 Make Payment 

 
 

- The Application status → Payment Requested 
- To Make Payment Click on → Make Payment 

 

 
- Choose the preferred Payment Method and confirm it → for example: Card 
- The user can calculate the price too 
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 - The below screen appears after the user clicks on → Confirm 

 
- The user can Cancel the Process OR Change Payment Method OR Proceed  
- -If the user clicks on → Proceed → Card Details are required to be filled + Terms & 

Conditions Agreement 
- After the user enters the card details the user needs to click on → confirm the 

Authentication 
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 - The user can print the receipt OR Go Back as shown in the below screen 

 

5. Check Renewal Status 
 

5.1  To Check the License Status 

 - The below boxes show the new Application Status + Expiry Date 
- The License got renewed immediately after the request Check→ Expiry Date 
- Yet, the user will still need for → Internal Documents Validation from MOHAP 

1 

2 
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6. Print Staff License 
 

6.1  Prince License  

 - Once the License has been renewed click on → the staff name → then the below 
screen appears with the details with the new expiration date + New License 

- The user can’t print the Staff License unless its either Renewed OR can print the 
old copy before renewal.  

 
- Once the user gets MOHAP approval for all documents → the status becomes → 

Completed  
- From → Staff Workspace → Active Applications → The user can track if the application 

documents been validated and accepted OR rejected for missing input as to the below 
screen. 

 
 

 


