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1. New Organizations are required to register for eservices to create an account. 

 

 

 

 

Applicable to only new 

organizations for creating an 

account 
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2. Log into GCAA website www.gcaa.gov.ae  

 

 

 

 

Applicable to only new 

organizations for creating an 

account 
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3. Click on the Eservices on the Menu bar indicated by the number 1 

4. You can click on the Service catalogue (2) or any service group e.g. Airworthiness (3) tab. The Service Catalogue tab will 

take you to a list of eservices within the GCAA, while the Airworthiness tab will filter only the eservices within the 

Airworthiness department. 

 

 

 

 

1 

2 

3 
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5. The Service Catalogue will take you to the Services Catalogue page with a list of all eservices. 

6. Filter eservices by entering service name on “Type service Name or Keyword”.  

7. Click on the View Service Card to view the requirements of each of the services or you can directly click “Access Service” 

link to enter into the services area for application. 

 

 

CLICK HERE 

To apply or to view the 

status of submitted 

applications 
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8. On pressing the “Access Service” link on service catalogue page it will open the application status inquiry page 

(update/review pending approval) i.e. second tab by default where you can track/view your previously submitted application 

status. 
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9. On pressing the “first Tab” link it will open the application form. 

 

 

 

Applicant are required to fill 

the details in the form. 
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10. On order to Attach any Document, following below process to be followed. 

 

 



GCAA E-Service User Guide 01 (18 March 2014)       Page 9 of 14 

 

• How to Attach Documents 

Click Here to proceed  

Click “save” when you finish 

attaching the document 

Click “select” and attach the relevant 

document.  If you want to add more 

than one document under the same 

document name, click “ADD” which 

is indicated by an arrow. 

Add comments if applicable if 

no comments, just add a dot (.) 

Click here to upload documents. 

“Upload Documents” dialogue 

box will open 

Add the name of the 

document you want to 

submit. 



GCAA E-Service User Guide 01 (18 March 2014)       Page 10 of 14 

 

• You can add multiple files under the same “Document Name”. For example, Document name “Certifying staff” Comments: 

list the files that are uploaded such as company authorizations, Licenses, etc… 

• To add Multiple files under one Document Name, click on “ADD” which is indicated by Arrow No. 1 

• After uploading all the files under one “Document Name” Click Save  

• To add more documents click on “ADD”  which is indicated by the Arrow no. 2 (found in  Documents section on the main 

application page) 

 

List of the files that are 

uploaded under same 

document name 
Multiple files uploaded 

under one “Document 

Name” 

1 

2 
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11. After filling the application form press the proceed button at the bottom to move to next step. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Every time a document is 

saved, you will receive this 

message 

Click on this icon for uploading 

documents 

Click proceed to move to the 

next page of the application, 

which is the confirmation page 
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12. PROCEED button will take you to the confirmation page 

 

 

13. You can review the information submitted on the confirmation page and if you need to make any amendments, click the 

“Back” button, if there is no need for any amendment to the application, click the “finish” button to submit the application 

request to GCAA for processing. You will get acknowledgement email from GCAA E-Service System. 
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Payment Related Information 

E-Service System will notify in case there is any fees payment involved through email. If extra fee is paid, the applicant needs 

to contact GCAA finance department for further process.  Refund of fees paid is governed by GCAA Finance policy. 

Shortage of payment made by applicants will slow down the application process; therefore, organizations are required to 

ensure that all the bank charges are borne by the remitter/applicant. 

Invoices in US Dollars should be transferred to Emirates NBD Bank Account, and Invoices in UAE Dirhams should be 

transferred to National Bank of Abu Dhabi. Payment transferred to the wrong bank will result in shortage of payment and 

further delay the application process. 

For easy traceability of payment, applicants are requested to provide the GCAA with the SWIFT copy from the bank. It is 

preferable to include pro forma invoice number on the SWIFT copy. 

 


