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General Guidelines Before You Begin

1. We recommend accessing the service using a 
desktop browser, such as Google Chrome or 
Microsoft Edge.

2. You must sign in using the verified UAE Digital ID 
account belonging personally to the applicant.

3. The other party’s Emirates ID number or Unified 
Number must be available.

You can also register a family case file through:

- Typing offices.

- Law firms.



1. Sign in using the applicant’s UAE Digital ID account
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2. Select Case Registration



3. Select Register a new case

Notes
If you have a referral from Family Guidance to the court because an 
amicable settlement could not be reached, 
select “Request to Register a First Instance Case Following 
Referral from Alternative Dispute Resolution”.

If you have a Family Guidance file bearing the executory formula and 
wish to register an execution file, go to:
Digital Services > Alternative Dispute Resolution, Courts and 
Execution > All Services > Register an Execution File (Individuals 
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4. Select “Family”.

5. Choose the applicant role to display the related 
registration types
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6. Select the main request category, then choose substantive
Application Steps

Notes
Make sure you select the correct request type. If the required request is 
not available in the list, it cannot be registered through the website.

A family case file and a petition order cannot be registered at the same 
time. Each request must be submitted separately.



7. The basic information will be retrieved automatically. 
Please complete the remaining required information.
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Notes
If the information is inaccurate, do not continue with the transaction. 
Return to the website homepage, then navigate to:
Alternative Dispute Resolution, Courts and Execution > Update 
Data in the Case Management System.



8. Enter the other party’s Emirates ID number or Unified Number 
and their first name, then select “Verify Identity Details”.

Complete the required information for the other party.
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Notes
If the other party’s Emirates ID number or Unified Number and first 
name are not available, you cannot continue submitting the request 
through the website.



9. Upload the required attachments.
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Notes
Ensure that the documents are clear and uploaded in PDF format. Each 
attachment must not exceed 2 MB.



10. For digital signing, enter the one-time password (OTP) 
sent to your mobile phone number and email address, 
then select “Verify OTP”.

11. Select “Download Electronic Statement of Claim” to 
review the statement, then select “Submit Request” after 
verifying that all information is correct.
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Notes
Do not complete the request if any information in the statement of claim 
is incorrect.



12. Confirm submission of the request and obtain the 
reference number for tracking.
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What to Expect After Submitting the Request

•Request accepted: You must follow up and pay the fee.
•Request returned for more information or rejected: You 

can check the reason by following the steps below.

You can track the request status through:
My Requests page on the website.

SMS and email notifications.

Contact Centre: 600 599 799.



Paying the Fee After Approval or Checking 
the Reason for Return

Sign in using the applicant’s UAE Digital ID account.

Select “My Requests”.

Select “Courts”.

Select “My Interactive Case Registration Requests”.

Complete the fee payment or view the reason the 
transaction was not accepted.
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