User Guide for the Main Screen
Dashboard

to access the service




About the Service:

This service enables users to track submitted requests, including any notes and request
status. Users can also view details of their registered endowments, and review the

requests and reports they have submitted along with their statuses.

Log in by entering your ID number and password, or through the National Unified

Access Service (Nafath).
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Dashboard:

From the Dashboard homepage, select the desired option:

You can monitor your registered endowments.
Register a new endowment.

You can view submitted requests by clicking the "All requests" button and selecting the

request from the "Procedures" icon.
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If a note is added by the Authority's staff to the applicant, it can be viewed at the
bottom of the page by clicking the "General Notes for the request" button.
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You can track the notes and the status of the request submitted either by the

Authority or by the applicant.
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If there are notes and the request is returned by the Authority's staff to the applicant,

the request status will appear as “Pending Applicant Response.”

1

R LT p———

Reparts

HATHUL  ekmown Cndrwmem Rapent M-8 0799

When accessing the request details, the “Last Authority Note" will be displayed,
showing the note left by the Authority's staff for the applicant.
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You can edit and resubmit the request by clicking the "Edit" button at the bottom of

the home page when accessing the request record.
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When starting the service from the beginning, the previously entered data by the
applicant will be available and editable. The applicant can modify any field at any
step of the process or attach supporting documents, when necessary, based on the

request made by the Authority’'s staff through a written note.
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Continue until you reach the final step, “Send the request”. After sending, a message

will appear indicating that the request is under review.
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