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Overview 

The aim of this tutorial is to learn how to get the Custom Duty Authority Letter. 

1 Service features 
 
- Generate the Custom Duty Authority Letter. 
- User Manual will be available in the below link 

 
 

 

2) Supplier Login Screen 
 Access the DEWA portal(https://www.dew.gov.ae)  and select Supplier from the login options. 

 Enter your Username and Password to sign in. 
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3) Navigating to Authority Letter 
 After logging in, go to the Dashboard. 

 Under Main Services, select Purchase Order. 

 Locate your relevant Purchase Order from the list. 
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4) Request Application Screen for Regular Category Letter 
 Click on the Authority Letter tab for the selected Purchase Order. 

 Click + New Request to initiate a new Authority Letter application. 
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5) Filling the Authority Letter Request 
 Enter the following details in the application form: 

 Purchase Order Number (auto-filled or selected) 

 Bill of Lading/Air Way Bill No 

 MBL Number 

 Clearing Agent 

 Addressing To 

 Category (select "Regular Letter" for standard requests) 

 Tick the declaration checkbox to confirm understanding of the terms. 

 Click Submit. 
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6) Submission of Request 
 After submission, a confirmation screen will display: 

 Request ID 

 PO Number 

 Submitted Date 

 The status of your request will be shown as "Approved" in the Authority Letter list. 
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7) View & Download Authority Letter 
 

 Once approved, the Authority Letter can be viewed and downloaded from the Authority Letter section. 

 Click View Details next to the approved request to access the letter. 

 Download the official Authority Letter PDF for your records and submission to customs. 
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8) Request Application Screen for Special Category Letter 
 Click on the Authority Letter tab for the selected Purchase Order. 

 Click + New Request to initiate a new Authority Letter application. 

 
 
 
 

9) Filling the Authority Letter Request 
 Enter the following details in the application form: 

 Purchase Order Number (auto-filled or selected) 

 Bill of Lading/Air Way Bill No 

 MBL Number 

 Clearing Agent 

 Addressing To 

 Category (select "Special Letter" for Special requests to change the content of letter) 

 Tick the declaration checkbox to confirm understanding of the terms. 

 Click Submit. 
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10) Submission of Request 
 After submission, a confirmation screen will display: 

 Request ID 

 PO Number 

 Submitted Date 

 The status of your request will be shown as "In Process" in the Authority Letter list. 
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11) View & Download Authority Letter 
This request will then be reviewed and approved by concern team in DEWA Once they change the status as 
“Approved” then user is able to to view and download the Authority Letter for Special Catergory.  

 Once approved, the Authority Letter can be viewed and downloaded from the Authority Letter section and 
approval email will be sent to authorized email id for Supplier. 

 Click View Details next to the approved request to access the letter. 

 Download the official Authority Letter PDF for your records and submission to customs. 
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12) View the Rejected Authority Request  
Once the change the status as “Rejected” then user is unable to to view and download the Authority Letter for 
Special Catergory.  

 Once rejected, the Authority Letter cannot be viewed and downloaded from the Authority Letter section and 
rejection email will be sent to authorized email id for Supplier. 
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