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User Guide for Electronic Requests Management
System For Fujairah Culture & Media Authority
(ECMA)

First: System Access (Shared Across All
Services) Steps:
1. Access the Fujairah Culture & Media Authority platform via the following
link: (https://www.fcma.qov.ae/log-in)
2. Click on:
o Login if you already have an existing account (as shown by Arrow No. 2 in the
attached image).
o Create New Account if you are not registered (as shown by Arrow No. 3 in the
attached image).
3. Login using UAE Digital ID will be activated soon (as shown by Arrow No. 4 in the attached image).
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Second: User Dashboard

After logging in, the user is automatically redirected to the Requests Tracking Page, which is the
main page of the system.

The page contains the following links:

+ Filming Permit Request

« Events Permit Request

+ Facilities Booking Request

+ Advertising Boards Booking
Request Each section displays:

« Total Requests

« Ongoing Requests

« Completed Requests

« New Request Button

New Request
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First Service: Filming Permit Request

1. Creating a Filming Permit Req 8 Track Orcers

Steps:

I Request for filming permit {Service Fees: AED 700)

1. Go to the Filming Permit section.
2. Clc on New Request. N
3. Enter the request details:
o Filming subject
o Type of filming 2060118 el g Pad orEN
o Area
o Location / Entity
o Filming start date (must be a future date)
o End date
o Filming duration
o Filming start time
4. Upload the required attachments (mandatory fields are marked with *).
5. Agree to the Terms and Conditions.
6. Click Save Request.

B Request for filming permit
Mandatory Field
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2. Request Tracking and Approvals

Steps:

1. Go to Request Tracking.
2. The request status will appear as In Progress (before approvals).
3. The request goes through the following approvals:

o Employee approval

o Manager approval

o Security approval

rollc Jlg 48LELU 6 pasll dia
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E TraCk Orders
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| Request for filming permit (Service Fees: AED 700) m
» Request For Filming Permit

order is processing
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3. Fee Payment and Permit Issuance

Steps:

1. After security approval, the Payment button appears.
Click on the Pay button.

20260111 [ e Order is processing Paid 0
202512:0 g pp Order is processing Pay fees 0 Payment networikK>
network>
3. You will be redirected to the electronic payment gat Order summary o AED 100
4. Payment is made using a Bank Card (Visa).
B Pay b o - visa @
L iat—

5. After successful payment:

e A “Payment Successful” message is displayed.
e The request status changes to Completed.

The user can then:
e Print the filming permit

o Download the payment receipt
o Download the security approval file (PDF)

2026-01-1

o

Print the filming request
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Second Service: Events Permit Requ

Steps:

Nk L=

Create a new request from the Events Permits se

Enter event details.
Upload the required attachments.
Submit the request.

| Request for event permit (Service Fees: AED 700)

This service follows the same workflow as the Filming.F EENES
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Wait for the three approvals (Employee — Manager — Security).

The payment button appears.
Complete payment and receive:
o Event permit
o Payment receipt
o Security approval file

B Request for event permit

New Request

Order is done

Order is done

Order s processing

Order is processing
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Third Service: Facilities Booking Request

1. Creating a Facilities Booking Request

Steps:

1.
2.
3.
4.

follc Mg 6LAIL 6 aaall Gl
FULLMEAN CLETURE & MEDRA

Go to the Facilities Booking section.
Enter booking details.

Submit the request.

Wait for management approval.

P —

m RN e nNe

fill the required data

® Track Orders
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L sered

click to approve on terms _conditions click save to send the request
— Torms 2o Condtions Click hese t catarmination

2. Request Tracking

e No fees required.
e No security approvals.
o After management approval, the request status changes to Request Completed.

Request to reserve facilities m

before approved the request
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Fourth Service: Advertising Boards Booking Request

1. Creating an Advertising Boards Booking Request

e Entre to the Advertising Boards Booking section.
o Enter request details.

e Submit the request.

e Wait for management approval.

fill the requierd data
= Main List & Request to book the advertising billboards /
» Track Orders /
X N atser parnat tyas
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’ P iclicI\ save to send the request

2. Request Tracking

e No payment required.
e No security approvals.
o After management approval, the request status is directly changed to Request Completed.

Request to book the advertising billboards order status after admin aprroved B New Order
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My Data Section:

This section allows users to easily manage their personal data.
Users can:

o Select the entity type: Government — Individual — Association — Institution.
o Enter responsible person details: name, job title, phone number.

e Manage login credentials: username, password, confirm password.

e Click Save to securely store the information.
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Documents Section:

This section allows users to upload and manage required files.
Features:

e Upload files by clicking the Upload button.

o After uploading, click Save to display the files in the user’s file list.
e The list shows: file title and upload date.

o Users can view or delete files directly from the control list as needed.
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» Track Orders

I File Download
» Request For Filming Permit \ \

» Request For Event Permit

» Request To Reserve Facilities

Reguest To Book The Advertising
Billboards

» My Details
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