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Objectives

In this training we will help you to:

¢ Overview of ACCESSADGM
¢ Understand Key Concepts

* Access the Portal via the Website
¢ Request access and Register to the ACCESSADGM Portal
¢ Login and Overview of the ACCESSADGM Portal

¢ View and Access difference components of the Portal

¢ Edit and Update user details and profile picture
¢ Understand how to Top — Up Portal Balance

* Raise a Service Request

* Raise Cases

¢ View Knowledge Articles

* View Tutorial Videos

* Access receipts

* Generate Statement of Accounts



Overview of ACCESSADGM

) ) ) ) Online platform for Important
ACCESSADGM is a comprehensive online portal that will AT%,  customers 'fl]f'g:‘\' A Alerts/Announceme
allow you access government related services, including = '«,' "g' nts
letters & permits. “als e

Raise Service Update User
It also provides you with a homepage dashboard that D Requests ) Details
. . — =] L
displays the status of all your services requests and cases, gﬁef( r';_“'*'aj\.
— ""\-‘:_—_-_'-"l
in addition to many more value added services for full
transparency. View Knowledge Raise Cases
Articles

You can access the ADGM Client Portal 24/7 to request [
services, receive real time notifications, pay online anytime,

anywhere and get updated on all ADGM related ) Upload/Download View Status
= % Documents Dashboards

announcements without the need to visit ADGM service
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counters. W



Understanding Key Concepts

ALESSADGM



Understand Key Concepts

Term What is it?

Alerts Periodically notify client about changes in services or about document expiry dates, etc.

Announcements Broadcast important information related to the entity or ADGM in general

Case Allows client to provide detailed description of a client’s feedback and technical or payment related
queries

Dashboard Provide a snapshot of key metrics related to service requests and cases

Home The Portal Home Page from where you view case statistics, service requests metrics, access
government related services, view alerts and announcements and view or top-up portal balance.




Understand Key Concepts — Service Request

Term What is it?

Service Request A request raised for any of the services currently offered by AccessADGM
SR-Number Reference number for the request raised.

Status Current status of the request raised.

SR-Documents A list of documents related to the service request raised.

Action ltem Task assigned to client to be completed such as Payment or Re-upload Document.




Access the Client Portal
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Access the online portal via the website

In order to access the ACCESSADGM Portal via the

website :

O ADcM

About ADGM Setting up Operating in ADGM Live  aSanices overview

<=
The Abu Dhabi Sustainable Finance sl

Elactronic Prudential Reporting

* On the top right hand corner, click on the link, virtual edition, took place on 20 Jan s

Browse for www.adgm.com

The event featured 44 speakers from 15 different countries

eServices

Watch on-demand now

* Select ACCESSADGM

e User will redirected to ACCESSADGM Portal Login

screen


http://www.adgm.com/

Register as a Company User

. . COMPANY USER REGISTRATION
User is required to complete the Company User

Registration Form to request for access.

¢ All fields marked with red are mandatory.

Comtacthuameer [ ] Ao Ucssesureer [

¢ Work Email is required to be unique. If a user tries to S 5 s T )

register with an already existing email address, system
will throw an error.

ot o 0 erpityee of e Company |- erms ]

¢ The Contact number must be entered in a particular
format as mentioned in the help text. Hover over the ?
Icon next to the field label to view the help text.

e Please select if Yes if the portal user is an ADGM
Sponsored Employee of the respective entity.




Register as a Company User

COMPANY USER REGISTRATION

e User can enter the desired username and check for its

availability in the system by clicking on Check S i ]
Availability. If the username already exists, system will el E— | - —

throw an error and will not allow user to proceed.

Fegicered for Tax [ - Ta Fagestration heartes |

e User is required to attach Passport Copy and Signed
Letter from Authorized Signatory before submitting the
request. The template for the letter can be located on the
registration page. e e

At o an empiayee of the company | --one -

e After completing the form and attaching all the
mandatory documents, click on Submit to proceed R —




Register as a Company User

CUSTOMER REGISTRATION

9

Thank you for submitting your company user registration request.

On clicking Submit, the service request will be submitted to
ADGM for approval



Login to the ACCESSADGM Portal

User will receive a Welcome Email from ADGM to access
the portal.

Click on the link to setup a password for the portal.

Once you have set a password, you can click on the link in
the email to login and get started.

Users are requested to note the login credentials safely in
order to access the ADGM Client Portal at all times.

Please note that the username can neither be re-set nor
extracted.

D Vakiod Cliant,

Weisome o the ACCESATMGM. your onine porinl for &l your compory's goversement retaind servicos

et Baarinds Fangismisd P [Weinn) apyrores] whd You el oy Bl poiin cigdal SORIE| expiienc by ooy iR uleg oo
Easignod Lo

To e L yinr kO, [risans GIck bom 10 acomEs pasmwond reset
Cinic ol Num TR your paaswcrd, pinase chel i 1o kegin and st sisnsg

YOUN ESFTISE S nEfthes be ro-sef nor exiramind, kindty snsune your lagin oredsntials are noied ey 1o e
o are ahile 1o accwess (he ADGM cliant partal at all teses.

¥oul are also accousiabie for your B svice MequesEs rised wsing your accoen and therefons you Ehowld nel
sham thesa credentials with any othar Indrsictuals.

Hooe you emgoy your AT A DGM soral evpaniance.
Megare,

Corpormte Aesatans
Argistralion Authority - ADGM

@—-w‘mm @mmnwm %-mtmnﬂ




Login to the ACCESSADGM Portal

User is required to set a new password before login to the portal.
The password must have at least :

* 8 characters

e 1letter

* 1 number

Click on Change Password to set a new password.

O ADGM

Change Your Password

Enter a new password for rolabh@adgm.portal. Make

sure to include at least:

8 characters
 1letter

1 number

* New Password

* Confirm New Password

Password was last changed on 23/02/2021 12:23.



Navigate through the Client
Portal
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Navigate through the ACCESSADGM Portal

2.

T, 9783330008 I Test heieiered Compary | @

1. Tabs allow user to easily access the Home page, Cases, Knowledge

Links, Tutorial Videos ,Receipts and a redirect to ADGM Online 3.

s and pormits
ice requests and

Registry Solution.

2. Allows user to perform global search, view company 4, | e FQUENTLVSED SErVices

. . . ” itk E E-CHAMNELS I’_I' EMPLOYMENT VISA Il SALES & PROMOTION -;:Z WORK PERMIT

information and general settings. 8| onersoms s i U e

O SERVICE REQUEST BY STATUS SERVICE REQUEST BY CATEGORY . 2 meRts

3. User can upload or edit a profile picture. 6 N p— e
4. User can access all Government & 3RD Party related Services : i 7

here. z - = Ye——

. . . 10.

5. Quick Links allow user to access frequently raised government Fore e e N E—
services. 9. | "

6. User can view saved requests, submitted requests and any
pending

actions.

ANNOUNCEMENTS
Tweets

7. Dashboard that shows the number of service requests by status,
number of service requests by category, case statistics and count
of visa due for renewal..

(©) A4 Bhabi Gt Markat &

e ety || E

11.

LN PPN




Navigate through the ACCESSADGM Portal

8. User can view all alerts here such as permit expiry dates.

9. User can view the current portal balance and also perform

a recharge.

10. Visa Medical Appointment Calender widget allows user to
book an appointment for visa medical by selecting a

specific date and time.

11. Displays all important announcements released by

ADGM.
12. Displays ADGM contact information.

13. Shows the trending tweets of ADGM.

WELCOME TO AT ADGM

ACCESEADGM. & world of ser

=

FREQUENTLY USED SERVICES
| Branits
EL) semaces

[@l] DLOVMENT vida.
! smaces.
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Tweets
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Update Profile Picture

User can update the profile picture by two ways :
1. Hover over the c_D;, icon on the left hand corner of
the screen.
2. Click on Edit Photo
OR

1. Click on the@ icon on the top right hand corner
of the screen.

2. Select Update Profile Image from the dropdown.

B COMMNTICNE  MASMGHROETM USPR. AW STRMMIMTOF KTOMNT

e T T

WELCOME TO 17 anG

FREQUENTLY USED SERVICES.
¥ v-cooams
ELl semoces 2 emwxs

SERVCH RECURST BT ATATUS

caataTamanCY A 0 P WL
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Upload Profile Picture

UPLOAD PROFILE PICTURE

The deal peodle pichure size = 352x352 pheals. you can adjust your image by cragng or zoomirg the pecture

Click on Choose File to select the picture that you want to
upload.

The ideal size of the image is 352x352 pixels but you can e Chers 1o e
zoom your image in and out using your mouse or keyboard
to make it fit.

Click on Save to complete updating the profile picture. ——



Update Contact Information

User can update the Contact Information on the Portal :

1. Click on the{@} icon on the top right hand corner of
the screen.

2. Select Edit Contact Info from the dropdown.

3. Click on About to update information about the
user.

4., Click on Contact to update information such as
Email, Work Phone, Mobile Phone, Street Address,
City, Country, etc.




Overview of Portal Sidebar

The Portal Sidebar allows quick access to the following links:

e User can access government related letters and permits for various
purposes by clicking on Government Services Option.

e User can access all third party services by clicking on 3RD Party
Services Option.

e User can access all requests that have been saved as a draft but not yet
submitted by clicking on the Saved Requests option.

¢ User can access all requests that are submitted for approval and are
pending with ADGM by clicking on Current Requests option.

¢ The Portal Balance displays the entity’s current balance and is updated
after every successful transaction.

e User can top up the portal balance by selecting either one of the option
Online Payment or Wire Transfer by specifying the amount to be
recharged in the box and then clicking on Top Up Your Balance.

SERVICES

H?ﬁ ‘GOVERNMENT SERVICES

ﬁaﬂﬁ 3RD PARTY SERVICES

REQUESTS

1 @ PENDING ACTIONS

=i
4 /
r;1 SAVED REQUESTS

2 B8] curentRecuEsTs

YOUR COMPANY AT A GLANCE

Portal Balance
Q.00 AED

Operating Name
Test Registered Company

Number of Employees
13

RECHARGE YOUR ACCOUNT

Choose from one of the options
O online Payment O Wire Transfer

Enter Amount to Top up AED

Top up your balance



Top Up Portal Balance through Online Payment

User can top up the portal balance either through Online Payment or Wire YOUR COMPANY AT A GLANCE

Transfer.
Portal Balance
_ 0.00 AED
To top-up portal balance using Online Payment:

Operating Name

* Click on the Online Payment radio button. Test Registered Company

e Enter the amount to be recharged in the box. Number of Employees
12
e Click on Top Up Your Balance button.
¢ Click on Confirm to proceed with the payment. RECHARGE YOUR ACCOUNT

* User will redirected to Payment Gateway where he/she will have to enter

. . . Choose from one of the options
the bank and card details. Click on Pay to complete the transaction.

O online Payment O Wire Transfer

* A receipt will be generated for the transaction which can be accessed
Enter Amount to Top up AED
from the Receipts tab. o

¢ Please note that Visa, MasterCard and AMEX are accepted.



Top Up Portal Balance through Wire Transfer

RECEIEY
To top-up portal balance using Wire Transfer:
3
 Click on the Wire Transfer radio button. by g e
* Enter the amount to be recharged in the box. I et
¢ Click on Top Up Your Balance button. il —

¢ Enter the Bank Transfer Number and also add the
corresponding attachment.

¢ Click on Save.
The request for wire transfer is submitted to ADGM for
approval.

¢ A receipt reference number is generated on approval and the

receipt can be viewed under the Attachments section.



View Company Profile

User can obtain a 360° view of their Entity including license and ity R
establishment details, all the active P.O. Boxes and also search —
for the employees of the entity. e =

To view company information, click on Company Profile tab.

User can see the following information under the Company
Profile tab :

* Company Details - Information regarding the entity such as

License Details, Establishment Card Details and E-Channel

Status.

* P.0.Boxes— All the P.O.Boxes rented by the entity. — i S—— g —. -

* Employee Details — User can view all employee od the

company here. User can also search for a particular entity by
typing his/her name in the search box. Click on View to
obtain more information about the employee such as his/her

visa and passport details .



Manage Portal Users

An active portal user can add or another portal user who if
approved by ADGM will be granted access to the Access ADGM
Client Portal.

To manage portal users :

* Click on Manage Portal Users tab.

* The system will display all previously submitted requests(if
any) for Portal User with the status Under Review.

* In order to add a new portal user, click on Add New User

button. Enter the details on the form. Select the Types
of Services to be granted access to. Attach the mandatory
documents. Click on Save to submit the request for adding a
new portal user.

* After ADGM approves the request, the status of the user will
change to Active. You can Deactivate the user or

Promote the userto Lead Admin.

e e
@ MANAGE PORTAL USERS

[hane s I— |

MR e — P E—
Pt

T E— PO e—

(e

e P s .



View Government Services

The Government Services link allows user to view the
different services offered by ADGM. Users can raise a request
for a particular service from here. The request can be saved

and then submitted from the client portal.

To raise a new service request :

¢ Click on the Government Services option in the side bar.
¢ Click on the menu item to review the letter and permits.

¢ Select the required service.

Ucermsing services



Raising a Service Request —
Company Services

ALESSADGM



Raise a new Service Request — New Establishment Card

To raise a request for a New Establishment Card, click on New Establishment Card
under the Establishment Services from the list of company services.

User is required to fill in the service request details, User can also select and apply for
eChannles account within the same form if they wish to apply for visa services . After
completing the form details, please ensure that you have read the Disclaimer
carefully and understand the Authorization included in the form. User is required to
click on I Agree if you comply with the Terms and Conditions.

Click on Save to proceed. The request will be saved under Saved Requests and can be
viewed anytime. Click on Cancel to discard the request.

Please Note :

e If the user enters a wrong value in any of the field, system will throw a
validation error and prevent the user from saving the form.

e Click on Apply for E-Channels if user wishes to apply for E-Channels Services
along with a new Establishment card

¢ Fields marked with a red bar are mandatory.
e The Portal Correspondence details are pre-populated with the login user’s details.
The email address is used to send all important notifications regarding the

request.

e User can enter the applicant’s details in Other Correspondent Details.
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Raise a new Service Request — New Establishment Card

After the user clicks on Save, the request is saved and user is
directed to the Service Request Detail page.

Here the user can view the following information :

* Progress Indicator - The progress indicator displays the
status of each action item of the process. For example — In this
case, the user is now required to Upload Documents. —

* SR-Number - The reference number for the service request.

* SR Documents - Any document required to be uploaded or e
downloaded can be viewed by clicking on Upload/Download
Documents. The user will be able to view and download the —
invoice as well as the permit from here. o 11

¢ Price Items — The price of the service request raised will
appear under this section. e

After saving the request, user can either Edit, Cancel or ~  ==*
Submit the request.



Submit and Pay

Once the user fills the necessary information, the request RN
can be submitted, no documents are required to be

uploaded for this service. i = e
e (Click on Submit Request button. Muign  Dran Crosied Dws 0404/ 500 101 D
¢ System will display the price line item for the request. PR o P Taxiaitn

¢ Click on Confirm and Pay to complete the payment.

Barmmary
e AL By B sl e aw ARDY

e If there is sufficient balance in the Portal, the price
amount will be deducted from the portal balance.

¢ In case the portal balance is not sufficient, system will
direct the user to Online Payment via the payment
gateway.

¢ Once the payment is complete, the request will be
submitted to ADGM for approval



Submit and Pay

After the request is submitted, user will receive an email outlining
Service Request Name, SR- Number and the payment details.

User is required to keep a note of the SR-Number for reference.

User can click on the SR-Number and will be directed to the Service
Request Detail Page on the portal. Dear Vated Client
Barvice Requast: Sxintinhimeod Cadl - by
Sarilce Rafquest Masmbar © £50 [1555
Payment Details

Fomy m ALD | Taw i AED

Regarda
Corporata Haiatons
Regisraban Auhamy - AD0M

I@mmm Bwummmﬁ %ﬂﬁ 1351 sedm



Service Request Approval

After the service request is approved by ADGM, user will receive an sauouan
email informing him/her about the approval.

meliad palogl d g

User will now be able to download the establishment card from the

portal and will also be able to view the invoice generated for the .E%.: %E:*;Em“
service request. e T p—

e T
To download the establishment card, open the service request in R Do kot s r _—
the portal and click on Upload/Download Documents. Under the e ':” = = =
Generated Documents section, user can preview and download Hrmm—— - - o e
the documents. e
User can view the Establishment Card Details and E-Channels R L R
Details under the Company Profile tab on the Access ADGM i s - — i
Client Portal. T S— T !

RSy ST -

Pl Ba v

v 18 98 31 i bl
Lo A Frawm.
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Raising a Service Request — Visa
Services
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Raise a new Service Request — New Employment Residence Visa

To raise a request for a New Employment Residence Visa, click on New
Employment Residence Visa under the Employee section from the list of
Visa services.

User is required to fill in the service request details. After completing the form
details, please ensure that you have read the Disclaimer carefully and
understand the Authorization included in the form. User is required to click on
| Agree if you comply with the Terms and Conditions.

Click on Save to proceed. The request will be saved under Saved Requests and
can be viewed anytime. Click on Cancel to discard the request.

Please Note :

e If the user enters a wrong value in any of the field, system will throw a
validation error and prevent the user from saving the form.

e The Applicant Arabic Details section will be translated and pre —
populated asthe enters the Applicant Personal Details.

¢ Fields marked with a red bar are mandatory.

¢ To select the Job Title, click on the magnifying glass icon next to the field.
Type the name of the job title in the search box and click on Go. Select from
the list, the job title which is the closest match to the job title of the
employee.

1 e
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Raise a new Service Request — New Employment Residence Visa

Please Note :

e If the user selects Person in UAE is Yes, they are required to mandatorily
enter the Previous Visa Type and the Unified ID Number of Previous
Visa.

e |If the Previous Visa Type is Visit Visa / Visa on Arrival / Tourist Visa, then
please enter the Date of Arrival. If the Previous Visa Type is Cancelled
Employee/Dependent Residence, then please enter the Previous Visa No.

& Visa Cancellation Date.

¢ Fields marked with a red bar are mandatory.
¢ The Portal Correspondence details are pre-populated with the login user’s
details. The email address is used to send all important notifications

regarding the request.

e User can enter the applicant’s details in Other Correspondent Details.
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Raise a new Service Request — New Employment Residence Visa

After the user clicks on Save, the request is saved and user is ENETEDETD

directed to the Service Request Detail page.

w Progress indicator

Ed B L4 a
Draft Upload Documents Review & Submit Under Process Closed
Here the user can view the following information : T
SR Number SR-CO161
* Progress Indicator - The progress indicator displays the st e
status of each action item of the process. For example — In this B
case, the user is now required to Upload Documents.
* SR-Number - The reference number for the service request.
. . Upioad | Bemave
¢ Applicant Photo — Applicant passport photo to be uploaded
here.
* SR Documents - Any document required to be uploaded or e o  Upond Bowrind Do
downloaded can be viewed by clicking on Upload/Download T , T DR T z
Documents. The user will be able to view and download the uaspetcopy badampeions P I —
invoice as well as the permit from here. Snplomet Coniat Ofr Uplosd EnployrensContiet O, Pendog
Letter Letter Upload o e
¢ Price Items — The price of the service request raised will
appear under this section.
Prics B s P hidares [ T Braaeri Trdsd Areeasni

After saving the request, user can either Edit, Cancel or
Submit the request.



Submit and Pay

Once the user uploads all the documents and fills the SB-01538 for Governmen) Service
necessary information, the request can be submitted. Sarvics Bagemet Ontils
=
¢ Click on Submit Request button. SR Mber  SRDISZE Entity Mo Techrology Paik Company
Hahx  Dmft Cregied Date 2240472018 B SH
¢ System will display the price line item for the request.
¢ Click on Confirm and Pay to complete the payment. :“fw mm:,ﬁ :M:u mm
e If there is sufficient balance in the Portal, the price Surmmary
amount will be deducted from the portal balance. A e 1 el prrewies i

(ks b L]

* In case the portal balance is not sufficient, system will
direct the user to Online Payment via the payment
gateway.

* Once the payment is complete, the request will be
submitted to ADGM for approval



Submit and Pay

After the request is submitted, user will receive an email outlining

Service Request Name, SR- Number and the payment details.

User is required to keep a note of the SR-Number for reference.

User can click on the SR-Number and will be directed to the Service

Request Detail Page on the portal.

THANK YOU FOR YOUR e

Dear Valued Client,

We have ved your ication for the
Service Request: Employment Visa - New

Service Request Number : #5R-09343

Applicant Mame : Sally Green

Payment Details:

Service(s) Required: m Tax in AED

Employment Vizs Fees 4150.00 9797
Total Amount 4247 37

Your Service request is cumrently being processed, and you will soon be nofified with status updates.

Regards,
Corporate Relations
Registration Authority - ADGM

— www_adgm.com E gov._services@adgm.com % +571 2333 8888




Cancel Request

After the service request is submitted, user has the provision to
cancel the request at any stage during the application process.
However once the Residence Visa is approved and stamped,
user will not be allowed to raise a cancellation request.
Cancellation is subject to approval by ADGM and standard
cancellation charges may apply.

To raise a request for cancellation:

¢ Click on Cancel Request button on top of the Service Request
Detail Page.

e User will be asked to confirm if they are sure that they want to
cancel the request. Click on OK to proceed.

¢ Once the request is approved by ADGM Government Services,
the remaining amount will be refunded back to the Portal
Balance.

1 want 10 cancel the request 7 Retund s subject 1o
Cancellatian charges

will Apply.

io




Download Entry Permit

After submitting the request, user will be periodically notified via
email of the next action item during the application process.

The Entry Permit will be issued by ADGM. Once the entry permit has P e el AR

been issued, the applicant must use it to enter the UAE within the g P

next 60 days. After his/her arrival in the UAE, the permit is valid for L Mot - 0521012298

an additional 60 days. G D

User will be notified to download the Entry Permit from the client v Authorzation and Prvacy Statement

portal. This form is required by the applicant to enter the country. T ey s & e E’I‘;‘:‘;ﬁmM":.‘:;%..h;é;;“"’:.f“n:“ﬂ"”f””:”“m
ol ol ars iy byl ok s

D Any Mo, benies, changes. fines o olher Arsncial penadfies 1hat are due (o Bhird pacties incliding but not Bmited government authoeities in
cornection with the applicetion must be settied by the applicent

To download the Entry Permit: —

SR Documents

Upload Download Documents
* Loginin to Access ADGM Client Portal o s ks Lo Lok ot 23 e
Employment Contract/Ofcr Lottor Woload oyment Contract/Cer Latter 4 Upioaded  C%
Entry Baemit Upload Commit Upioaded  Clek
S [P ——— ar— s

e Search for the relevant service request by entering the service
request in the global search box. User can also access the service
request under the Current Requests tab.

* Navigate to the SR Documents sections and click Click to View
Document button to view the Entry Permit.



Confirm Change of Visa Status

The user will receive an email to confirm the change of visa
status.

To confirm the change of visa status :

§ Sheg-12902
Change of Visa Status
Eammorts

* Loginin to Access ADGM Client Portal

St St Name:
st tha Conestry weing Gemsed Eney Paemes (8]
Withen L AE. & pracessd with change of visa st

¢ Click on Pending Actions tab from the sidebar. Select the T =
relevant service request who current step status is Confirm
Applicant Status and click on the status to change it.

e If the applicant is outside U.A.E. and wishes to enter the
country using the entry permit, then select the option —
Outside U.A.E. and will entry the country using entry
permit.

e If the applicant is within U.A.E. and wishes to change his
current visa status, then select the option : Within U.A.E.
and proceed with change of visa status.



Confirm Change of Visa Status

To confirm the change of visa status :

e |f the applicant had previously selected Person in UAE as

No while completing the service request form but his HELOAR.RED JINERDO PHMENTS
. . . . . Please note that the upload decument file format sheuld be either PDF. DOC, DOCX. JPEG. JPG. BMP. TIFF or PNG with a maximum file size of SMB.
current visa status is Within U.A.E, then they will be Recommended fle types for Passpart. jpeg pg
required to pay the additional fees of AED 800 for change [ s [ cancel |
of visa status. The Payment action item will be assigned to Bsmentie b AN

the client under all the other Pending Action Items. User
is required to complete the payment in order to
proceed with the application.

Upioad Stamps

¢ [If the applicant is outside the country and wishes to enter
the country using the entry permit, then the portal user is
required to confirm the arrival of the applicant to UAE. An b toview
action item is assigned for the same to the client. User is
required to upload a copy of the stamped entry visa in
order to proceed with the application.




Emirates ID Application

Once the Arrival status/Change of Visa status is confirmed, ADGM

will initiate the applicant’s Emirates ID Application. The Emirates ID s ot oo s or b0 poc 6 56 0 1650 im e = ot o Pzt oo 29
Application Form will be processed and uploaded by ADGM =3

Government Services. User can download this form from the
client portal.

........

To download the Emirates ID Application Form :

* Login in to Access ADGM Client Portal

e Search for the relevant service request by entering the service

request in the global search box. User can also access the service

request under the Current Requests tab.

e Navigate to the SR Documents sections and click e ORI TR
Upload/Download Documents button. Click on Preview for the

Emirates ID Application Form.



Visa Medical Appointment and Health Insurance

After the Emirates ID is processed, the user will be notified to
book medical/visa screening test appointment and in the
meanwhile, the user is required to upload his/her Health Book an Appointmant
Insurance.

To book visa medical appointment :
¢ Select the relevant service request and click on Awaiting
Medical Appointment Confirmation from the Pending

Actions tab

* The Appointment Calendar Widget will open.

¢ Select the relevant applicant, the arrival date to the UAE ,the
appointment date, appointment time, travel option and click
on Save. Your medical appointment will be confirmed.
Applicant will receive an SMS to notify them about the
scheduled date and time of the appointment.



Visa Medical Appointment and Health Insurance

To re-schedule visa medical appointment :

e In order to re-schedule the appointment, click on View
All from the Appointment Calendar Widget on the client
portal home page.

¢ Click on Re-schedule from the next to the appointment
that you wish to re-schedule .

e Select the applicant, the appointment date and btous RiGUIRD SoovmTTE
appointment time, reschedule reason and click on Save. e R s S e R R R e e S e e S S R
Your medical appointment will be confirmed. Applicant o
will receive an SMS to notify them about the scheduled
date and time of the appointment.

e User is also required to upload a copy of the health
insurance card. The system shall assign an action item for
the same. Select the relevant service request and
click on Awaiting Upload of Health Insurance Card
from the Pending Actions tab. Upload the document and
click on Save.

Piaaze click on Praview 10 view The Documen.



Fines Payment

ADGM Corporate Relations Team will notify the user via email in
case they have an incurred a fine during the application process.

User is required to pay the fines in order to proceed with the
application.

To complete the payment of fines :

¢ Click here from the Payment of Fines Email received.
User can also navigate to Pending Actions tab on the portal
and select the Awaiting Payment.

e User will be re-directed to the payment page. Click on
Confirm to complete the payment and proceed with your
application.

Dear Valued Chani,
'With refesence io yomn application for #e folowing

Serwice Regaest Eploymant Visa - Hes
Saavice Rensiel Munba) | S5R-04539

You have mduived @ fins ol SED 200 i Creursiay Bindly chok Peed 1o pay Thi ines angd grocsisd with yoor applicalion
Regards

Coeparate Relsticans
Registraticon Authorivy - ADGM
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Service Request Approval

Once the medical appointment and health insurance steps are completed,
ADGM will then proceed with the Electronic Residence visa issuance. As
soon as the Electronic Residence visa is approved, you will be notified to
submit the passport for visa stamping.

As soon as it is issued by the relevant authority, your Emirates ID will be
couriered to the address you have provided upon completing the
application form.

After the service request is approved by ADGM, user will receive an email
informing him/her about the approval.

User will now be able to download the soft copy of the residence visa as
well as the work permit from the portal and will also be able to view the
invoice generated for the service request.

User can select if they wish to have the documents delivered to their
prefer delivery address via courier or they can also collect the document
at the ADGM Registration Authority Building during the office hours as
mentioned in the email .

To download the permit, open the service request in the portal and click
on Upload/Download Documents. Under the Generated Documents
section, user can preview and download the documents.

Do ‘Waloeed Clise,

WVIN ialwiaien Do gadd applacalis il e fellenng

Survice Rediinsl: Emgd

Saryies Reiiiest Nuiibses

Applicant Hasss - Lairy Bastn

Wi wiaa has Iaen soccesshilly slamesil, you s bindy remesstal (o collcd your seiging pasean and AD0EW Wark
Pl
Youl Can deweioed 4 B0l Copy ol youe siamped visa by Chcking D
‘Wou il ba noSfed orice yeer Emirstes ) hau boan Ssusd s i mady for coflectisr
I panspa! could be dalvered t v vis regislomd coutie, pleato chol hog Y schadule couri daliwary 1o o

v delvary address

‘ou @ sy able ncobect e dooumeess @ B ADGM Regisration Autherty Buiding Srd finor, Al Margah ishasd fba
Dhabi dunlerg ofticn beeura, - Sunday o Thinzcay Som %00 Am- 100 PM
HAegards,

Corporate Aolations
Aegiataiion Aathosicy - ADGE
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Service Request Approval — Scheduling a Courier Delivery

In order to schedule a courier for delivery of documents :

¢ Click here from the Approval Email received. User can
also navigate to Pending Actions tab on the portal and
select the Document Delivery Option.

e Select Courier Collection from the Courier Options
drop down menu if you wish to schedule a courier for
delivery.

e Enter the Delivery Address in U.A.E, Emirate,
Alternative Address in U.A.E. and click on Confirm to
proceed.

e User will be directed to payment where they will be
charged a fee of AED21(inclusive of VAT) for the courier.

* After completing the payment, user will be contacted the
courier company for further tracking of the courier.



Raising a Service Request —
Work Permits

ALESSADGM



Raise a new Service Request — New Work Permit - Non Sponsored Fulltime

Employee - (UAE/GCC National)

To raise a request for a Non Sponsored Fulltime Employee Work Permit (UAE/GCC
National) type, click on New Work Permit-Non Sponsored Fulltime Employee
from the list of government services then select UAE/GCC National from the
Work Permit Type from the drop down list.

User is required to fill in the service request details. After completing the form
details, please ensure that you have read the Disclaimer carefully and
understand the Authorization included in the form. User is required to click on |
Agree if you comply with the Terms and Conditions.

Click on Save to proceed. The request will be saved under Saved Requests and can
be viewed anytime. Click on Cancel to discard the request.

Please Note :

e If the user enters a wrong value in any of the field, system will throw a
validation error and prevent the user from saving the form.

e The Applicant Arabic Details section will be translated and pre —
populated asthe enters the Applicant Personal Details.

¢ Fields marked with a red bar are mandatory.

e The Portal Correspondence details are pre-populated with the login user’s
details. The email address is used to send all important notifications
regarding the request. However, it can be overwritten. User can enter the e
applicant’s details in Other Correspondent Details.




Raise a new Service Request — Employee(UAE/GCC National) Work Permit

After the user clicks on Save, the request is saved and user is
directed to the Service Request Detail page.

Here the user can view the following information : =

Ia
[ =]
[ = ]

1§ -

* Progress Indicator - The progress indicator displays the
status of each action item of the process. For example — In this
case, the user is now required to Upload Documents.

* SR-Number - The reference number for the service request. pm mos = =erey

* SR Documents - Any document required to be uploaded or —— o
downloaded can be viewed by clicking on Upload/Download —_
Documents. The user will be able to view and download the
invoice as well as the permit from here.

* Price Items — The price of the service request raised will N —
appear under this section.

After saving the request, user can either Edit, Cancel or
Submit the request.



Upload/Download SR Documents

User is required to upload the Applicant passport photo in the
Applicant Photo section . User is also required to upload
documents of the applicant. If user tries to submit the
request  without uploading the mandatory documents,
system will throw an error and not allow user to submit the
request.

Click on Upload/Download Documents button.

* Click on Upload under the Action section.

* Choose the relevant file and click on Save. The file will be
uploaded. The file size is required to be less than 5 MB and

can be of type PDF, JPG, JPEG, PNG or BMP only.

* Click on Preview to preview the file in the Preview pane.

¢ Click on Replace to replace the file.

* Once all documents are uploaded, click on Save to return
the service request detail page.



Submit and Pay

Once the user uploads all the documents and fills the
necessary information, the request can be submitted.

e | — ]

Siiprare  Tecnrciogy Bk Conpany

¢ Click on Submit Request button.

¢ System will display the price line item for the request. i - e -

* Click on Confirm and Pay to complete the payment.

e If there is sufficient balance in the Portal, the price
amount will be deducted from the portal balance.

¢ In case the portal balance is not sufficient, system will
direct the user to Online Payment via the payment
gateway.

* Once the payment is complete, the request will be
submitted to ADGM for approval



Submit and Pay

After the request is submitted, user will receive an email outlining
Service Request Name, SR- Number and the payment details.

User is required to keep a note of the SR-Number for reference.

User can click on the SR-Number and will be directed to the Service
Request Detail Page on the portal.

Clonr Yahsed Ciami,
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Plegperie,

Cooparate etinng
Faigiaaration Aoy - SDOM

1@-—“-—- Rmmnﬂ‘mbﬂl I‘E'_:‘ =MF1 § 210 N




Service Request Approval

After the service request is approved by ADGM, user will receive an
email informing him/her about the approval.

User will now be able to download the electronic Work Permit
from the portal and will also be able to view the invoice
generated for the service request.

To download the Work Permit, open the service request in the
portal and click on Upload/Download Documents. Under the
Generated Documents  section, user can preview and
download the documents.

Dl Vi lusd Tl

Wit weimreron o yoor applomion e Fe folosing

Berrion Regowst: Zrpioyes ors Per (WAEGHD Nafional] « bew
Sorvios Reguest Mambee - £5H{] 524
Applicars Marrw : Mohammneg Khan

Fopsn oty thal ol ADCGW wofe (e e D) et Sutconshity

FRT WO O TEGHT (D O T T M CORON S THCY DR i STl Doure detvry T pour
[Tt ey W T

Vi e e 60 DO Mis 900 @l T ADGW Regminsion Aoty Sulelng, 2 Roo, A& bAaryah oend Als
Dy gunng pites howrs, Bundey © Thursey Som 500 &m: 300 P

Fagurin,
Corpoewiy Rplationn
Fegistratin Suthorly - ADGE

l@m.ﬂnm Ew“‘— ";f\\_._-’-.rhjm—




Raising a Service Request -
Permits
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Raise a new Service Request — Photography Permit

To raise a request for a Photography Permit, click on Photography
Permit’ from the list of government services.

User is required to fill in the service request details.

After completing the form, click on Save to proceed. The request
will be saved under Saved Requests and can be viewed anytime.
Click on Cancel to discard the request.

Please Note :

¢ If the user enters a wrong value in any of the field, system will throw
a validation error and prevent the user from saving the form.

* The Client details will be pre — populated with the Entity Name and
License Number.

¢ Fields marked with a red bar are mandatory.

* The Portal Correspondence details are pre-populated with the login
user’s details. The email address is used to send all important
notifications regarding the request.

e User can enter the applicant’s details in Other Correspondent
Details.




Raise a new Service Request — Photography Permit

After the user clicks on Save, the request is saved and
user is directed to the Service Request Detail page.

Here the user can view the following information : & 4 & 3
* SR-Number - The reference number for the service Unrsa o
request. e
* SR Documents - Any document required to be ) -
uploaded or downloaded can be viewed by clicking on i -
Upload/Download Documents. The user  will be R
able to view and download the invoice as well as the PERMEREES o oo e -
permit from here.
* Price Items — The price of the service request raised — — e e

will appear under this section. :

After saving the request, user can either Edit, Cancel or
Submit the request.



Raise a new Service Request — Photography Permit

The service requests raised may have mandatory
documents to be uploaded or some information to be
updated.

Smmns mem B Bmrwn et o s =

e e

L

g eme TrEegy Fam Camoay Lo " TPLD

If the wuser clicks on Submit Request button without
uploading the mandatory documents or the required e s
information, system throws an error. ¥ S i S

This service request requires that the user fill in the details - G it
of the participants.(in this case, all the required e
photographers). It also requires that the user upload a copy = s

of the commercial license of the company as mandatory ey

document. — —— i PR e L —

Click on the List of Participants button to add the
participants.



List of Participants

To add the list of participants :

* Fillin the details of the participant.

e C(Click on Save and New to continue adding more
participants

¢ Click on Save and Proceed after you complete adding
all the participants.

User can also delete or edit existing participants by clicking
on Edit or Delete option in the List of Participants
section on top of the page.

i
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Upload/Download SR Documents

User is required to upload the documents of the participants. If
user tries to submit the request without uploading the
mandatory documents, system will throw an error and not allow
user to submit the request.

* Click on Upload/Download Documents button.

* Click on Upload under the Action section.

* Choose the relevant file and click on Save. The file will be
uploaded. The file size is required to be less than 5 MB and
can be of type PDF, JPG, JPEG, PNG or BMP only.

* Click on Preview to preview the file in the Preview pane.

¢ Click on Replace to replace the file.

* Once all documents are uploaded, click on Save to return
the service request detail page.

ia
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Submit and Pay

Once the user uploads all the documents and fills the
necessary information, the request can be submitted.

¢ Click on Submit Request button.
¢ System will display the price line item for the request.
* Click on Confirm and Pay to complete the payment.

e If there is sufficient balance in the Portal, the price
amount will be deducted from the portal balance.

¢ In case the portal balance is not sufficient, system will
direct the user to Online Payment via the payment
gateway.

* Once the payment is complete, the request will be
submitted to ADGM for approval

==
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Submit and Pay

After the request is submitted, user will receive an email outlining
Service Request Name, SR- Number and the payment details.

User is required to keep a note of the SR-Number for reference.

User can click on the SR-Number and will be directed to the Service
Request Detail Page on the portal.
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Re-Upload Document / Require More Information

After the request is submitted to ADGM for approval, ADGM
may require a particular document or information to re-
uploaded or re-submitted.

User will receive an email for the same with steps to re-upload
the document/re-submit information.

User is required to follow the steps in the email received in
order for ADGM to proceed with processing and approving the
request.

SERVICE REQUEST
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Service Request Approval

After the service request is approved by ADGM, user will
receive an email informing him/her about the approval. ==

User will now be able to download the permit from the
portal and will also be able to view the invoice generated
for the service request. - i

To download the permit, open the service request in the
portal and click on Upload/Download Documents.
Under the Generated Documents section, user can O

PP TR ———

preview and download the documents. Tieatad e
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Cases




Raise a New Case

User can raise a new Case or view existing cases by clicking on the
Case tab.

To view existing cases :

¢ Click on the drop down arrow next to View.

* From the drop down, select whether you want to view Open
Cases or Closed Cases or All Cases and click on Go.

To raise a new case:

¢ Click on the Create New Case button to raise a new case.

* Select a Case Type : Payment, IT Support, Feedback,
General Enquiry.

¢ System will prompt user to confirm whether they have read the
articles related to the case in the Knowledge Center. If user
selects ‘Yes’, he/she will be directed to the Case Detail Page. If user
selects ‘No’, he/she will be directed to the Knowledge Center.




Raise a New Case

On the Case edit page :

Enter the case information such as Case Subtype,
Subject, Description.

User can also lookup for the service request related to
the case. Click on the magnifying glass icon and enter
the service request number in the lookup box. Select
the relevant service request from the list by clicking on
it.

Click on Submit to submit the case.

If user wants to add an attachment to the case, click on
Submit & Add Attachment.




Add Case Comments and Attach Files to Cases

To add a case comment:

* Click on the Add Comment button in the Case _ﬁw S

Comments section. Py

| comewrsowss |
¢ Add the required comments. T
¢ Click on Save.
R E=

To add attach a file: Attach File to Case DOO0I0ES
¢ Click on the Attach File button in the Attachments ':.'..r..

section. oam .

A Sl

* Follow the instructions on the screen to attach a file.

LTkew e G I BrEEET T ST

¢ Click on Save.



Add Knowledge Articles to Case

O ADOM 1 a L, arzmasesss  il)) Yoot Regateed Conguny

To find and attach relevant case articles :

¢ Click on the Find Articles button in the Articles Hotiicn
Section.

¢ Enter the keyword in the search box. e

¢ Click on the relevant article.

* User can attach the article and close the case by clicking

on Yes, close my case button. System will attach the el "
current article to the case and the case will be closed. N i
e User can also rate an article. o ey sionty for- 3 s at ADGMY

v gy



Knowledge Center and Tutorial
Videos
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Access Knowledge Articles

O ADGM 1 B foamanssn i TetRegateescorgan

User can access Knowledge Articles in case of query
regarding any of the services of the portal or frequently
asked questions.

To access the knowledge articles :

¢ Click on the Knowledge Tab.

e User can search for an article by typing the relevant
search keyword in the search box and press Enter key.

O aDGM [ I amantasess s Ter Regtemd Compary D




View Tutorial Videos

User can view tutorial videos for guidance on accessing

the different services provided by ADGM.
-'“" l -ll.l - -‘: -
To access tutorial videos :

¢ Click on Tutorial Videos tab.

¢ Click on any of the video that you want to view.

¢ The video will open as a pop up.



Receipts and Statement of
Account

ALESSADGM



Access Recelpts

User can access the receipts for all the transactions under

the Receipts tab.

RECEIPT
1-048682

To access the Receipts :

Receipt Detail

Transaction Number  T-048682 Feceipt Reference
e Click on the Receipts Tab. ) Recnt St Puyment Ursucess
Paymert Method  Credit Caed Receipt Date  28/01/2021 1802
e User can see the list of all the recent receipts. b e S
Entity  Test Registered Company Payment Purpase  Portal Deposit

Operabing U Registrabion Authanty OU

¢ Click on any receipt to be viewed.

¢ Under the Attachments Section, click on View to open
the receipt.



Access Recelpt
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Generate Statement of Account

MUGMEPORTMLUSERS  CASES  STATIMINTOFACCOUNT  NMOWLEDGECENTRE  TUTORIAMLS  RECHPTS  OMLIE REOSTRYSCLUTION

User can generate the Statement of Account to obtain a
* GENERATE STATEMENT OF ACCOUNT
H . B iease siect the from and o defe
complete summary of all the transactions of the entity. n k
SaltyGreen B SR

SEROCES

To generate the Statement of Account :

4 et

| mormommcs

¢ Click on the Statement of Accounts Tab.

e Enter the Date From and Date To to view all
transactions between this specific period. Click on Save.

¢ The Statement of Account will be generated in a new
tab.



Thank you!

ALESSADGM
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