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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 s customers o A o Alerts/Announceme
allow you access government related services, including ;_1:.: “;" 'T_” nts
letters & permits. L -
Raise Service Update User
It also provides you with a homepage dashboard that —ﬁ) Requests N Details
: . =) \J
displays the status of all your services requests and cases, .—.g.;,.( fﬂ )
in addition to many more value added services for full o
transparency. View Knowledge Raise Cases
Articles .
l—' —]
You can access the ADGM Client Portal 24/7 to request Tk =
services, receive real time notifications, pay online anytime,
anywhere and get updated on all ADGM related Upload/Download View Status
=N -
announcements without the need to visit ADGM service .\ Documents - Dashboards
K 722N J .:‘-."1-'_33:/
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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, problem, or question.
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 government related service such as request for permits.

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 Iltem

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




Access the online portal via the website

In order to access the ACCESSADGM Portal via the

website :

Browse for www.adgm.com

On the top right hand corner, click on the link,

“eServices”

Select ACCESSADGM

User will redirected to ACCESSADGM Portal Login

screen

& adgmcom

COVID-19 Initiatives

About ADGM  Settingup  Ope

The Abu Dhabi Sustainable Finance
virtual edition, took place on 20 Jan

The event featured 44 speakers from 15 different countries

Watch on-demand now

ADGM eCourts Platform
Electronic Prudential Reporting

Online Registry Solution




Request for access to the online portal

A user can request for access on the portal, without an

O ADGM
ADGM commercial license, in order to obtain permits for
ATESSADGM

conducting events, trainings, seminars or sales and

promotional activities on Al Maryah Island.

In order to request for access to the portal, click on “+Add

Guest User” , on the Portal Login Screen.

Users can click on “Watch our demo video” to learn more

about ADGM and the services it offers.



Register as a Guest User

User is required to complete the “Guest User
Registration Form” to request for access.

REGISTER AS A GUEST USER

* All fields marked with red are mandatory.

oo ot . B S—
R — (] —
* “Work Email” is required to be unique. If a user tries ] IE— b b FE———
to register with an already existing email address, ———— ]
. Licenue Wumbes ﬁ Company Name (Arabec) ﬁ
system will throw an error. N B R
* The “Contact number” must be entered in a particular e

format as mentioned in the help text. R —

* User can enter the desired username and check for its
availability in the system by clicking on “Check
Availability”. If the username already exists, system
will throw an error and will not allow user to proceed.

* After completing the form, click on “Submit” to
proceed.



Register as a Guest User

REGISTER AS A GUEST USER

Thank you for submitting your guest user registration request.

On clicking “Submit”, the service request will be submitted 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.
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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

* 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
1 letter

1 number

* New Password

* Confirm New Password

Pasewaord was last changed on 23/02/2021 12:23



Navigate through the ACCESSADGM Portal

1. Tabs allow user to easily access the Home page, Cases, Knowledge
Links, Tutorial Videos ,Receipts and a redirect to ADGM Online 3.

Registry Solution.

noard displays
o added services

70m e you Can acCess over
Tottors and pormits.
vice requests and

2.

1. COMPANYPROFILE  MAMAOEPORTALUSERS  CASES  STATEMENTOFACOOUNT  KNOWLEDOECENTEE  TUTORIALS  RECEWTS  ONLINEREQISTEYSOLUTION

T U arizaasmans (L) Test hegatered Compary @

2. Allows user to perform global search, view company 4, | s ol ENTIV It e
. , : S g @ e &) e B o
information and general settings. B s ! & 5 i
SERVICE REGUEST BY STATUS SERVICE REGUEST BY CATEGORY . ¥ ALERTS
3. User can upload or edit a profile picture. 6 e s
4. User can access all Government & 3RD Party related Services 2
here' : - i [ appomMTMENT CALENDAR
5. Quick Links allow user to access frequently raised government e e 08 — e —
services. 9. | n

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

actions.

ANNGUNCEMENTS

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

. 11.
of visa due for renewal..

Tweets
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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.
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Update Profile Picture

User can update the profile picture by two ways :
1. Hover over the 8 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.

O ADGM

#* CASES STATEMENT GFAGCOUNT  KNOWLEDGE GENTRE TUTORIALS ~ REGEITS  OMLINE REGISTRY SOLUTION

SERVICES

LJ GOVEANMENT SERVICES

REGUESTS

o l(_.' I PENDING ACTIONS

9 |=| saveoreouesTs

o CURRENT RECUESTS

] T, -s7i27030888

Fai Cnnvact Inf

LpCae Frotls Image

WELCOME TO AE5ADGM

Welzome 12ACCESSADGM, a world of services at your fingertipsl As a guest
wser you will enjoy scoess Lo 18 government related services, including letlers
and parmits for various purposes. Vour ACCESSADEM homepage dashbosrd
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Upload Profile Picture

Click on “Choose File” to select the picture that you want to S —

U p I Oa d . Tha idoa jprofile picture size i 352x352 pixols. you can adjust your image by dragging of zooming the picture

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

Browse [Chosse File | 4o e chisen

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:

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

* 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

GOVERNMENT SERVICES

REQUESTS

o @ PENDING ACTIONS

1D
(o] —
.I SAVED REQUESTS
o CURRENT REQUESTS

YOUR COMPANY AT A GLANCE

Portal Balance
0.00 AED

Operating Name
ADGM Test

RECHARGE YOUR ACCOUNT

Choose from one of the options
C 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

Transfer.
YOUR COMPANY AT A GLANCE
To top-up portal balance using Online Payment: Portal Balance
0.00 AED
* C(lick on the “Online Payment” radio button. .
Operating Name
* Enter the amount to be recharged in the box. ADGM Test
* Click on “Top Up Your Balance” button.
RECHARGE YOUR ACCOUNT

* Click on “Confirm” to proceed with the payment.

* User will redirected to Payment Gateway where he/she will have to enter Choose from one of the options

the bank and card details. @ Online Payment O Wire Transfer

* Click on Pay to complete the transaction. 10000 AED

* A receipt will be generated for the transaction which can be accessed Tot up yorir Bolince

from the “Receipts” tab.



Top Up Portal Balance through Wire Transfer

User can top up the portal balance either through Online RECHIET o,
Payment or Wire Transfer. s

To top-up portal balance using Wire Transfer: i Wl ——
T 0 D i e R

¢ Click on the “Wire Transfer” radio button. e R R e

Sermed Sope i Dopsd

* Enter the amount to be recharged in the box.

* Click on “Top Up Your Balance” button. e i
* 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 Government Services

The “Government Services” link allows user to view the OAncH Q. [Mmm] e | @
W CASS STATIMINTORACCOUNT  GWOWLIDGICINTEL  TUTOMALS  GICISTS ML RSEETEY SOLUTICN

different services offered by ADGM. Users can raise a request ﬁ GOVERNMENT SERVICES

for a particular service from here. The request can be saved ey

i

v Bat

and then submitted from the client portal.

SERVICES

fl covmeansemces

REQUESTS

To raise a new service request : B Gl roosascnan

® B v
Bl cmeormomss

* C(Click on the “Government Services” option in the side bar.

Portad lalance
res

* Click on the menu item to review the letter and permits.

* Select the required service.



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.

¢ 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.

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

If the user clicks on “Submit Request” button without
uploading the mandatory documents or the required
information, system throws an error.

This service request requires that the user fill in the details
of the participants.(in this case, all the required
photographers). It also requires that the user upload a copy
of the commercial license of the company as mandatory
document.

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. o s B o s
* Click on “Save and New” to continue adding more o L )
participants
* Click on “Save and Proceed” after you complete adding e -
all the participants. S— i
User can also delete or edit existing participants by clicking . ity s
on “Edit” or “Delete” option in the “List of Participants” — = =

section on top of the page.




Upload/Download SR Documents

User is required to upload the documents of the participants. If aubtomele LU b L
user tries to submit the request without uploading the
mandatory documents, system will throw an error and not allow St S —— "

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. ———
==

* 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



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.

Dwar Valuss Clianl
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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

ALl M
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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. T —— i

User will now be able to download the permit from the e — psarsi
portal and will also be able to view the invoice generated

for the service request.

[T m—————
Hoad st i

To download the permit, open the service request in the by~

- L

portal and click on “Upload/Download Documents”. : A

by bl w S A e

e ]

Under the “Generated Documents” section, user can

preview and download the documents.




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”.

CASE
New (2

0 e

Erity Mo ADGM Test L0 Stabim |

Type  Geneal Ouenes

subType | appiication Process i

e Tipe [0 ]
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Add Case Comments and Attach Files to Cases

To add a case comment:

* Click on the “Add Comment” button in the Case
Comments section. S
R e
* Add the required comments. P e rr—

¢ Click on “Save”.

To add attach afile: Attarh File toCass OOO0I0E3
* C(Click on the “Attach File” button in the Attachments ':.;__r.. _
section. S o P g
=

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

¢ Click on “Save”.



Add Knowledge Articles to Case

To find and attach relevant case articles :

¢ Click on the “Find Articles” button in the Articles
Section.

* Enter the keyword in the search box.

* 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

current article to the case and the case will be closed.

¢ User can also rate an article.

Tnam
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Access Knowledge Articles

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”.

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




View Tutorial Videos

User can view tutorial videos for guidance on accessing

the different services provided by ADGM.

— b 5 » ik
“H v albg wew
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.



Access Receipts

User can access the receipts for all the transactions under

the “Receipts” tab.

RECEIPT
T-048682
To access the “Receipts” : ecat otk
Transaction Number
* Click on the “Receipts” Tab. Aars
Paymerd Method

* User can see the list of all the recent receipts. e

Entity

* Click on any receipt to be viewed.

T-048682

AED 300

Credit Card

AED

Test Registered Company

Registration Authority OU

Rueceipt Reference

Reciept Status

Receipt Date

Printabie View

Pyment Urssucoessful

28/01/20211802

Payment Purpose

_2021-01-28T14.02 002

Portal Deposit

» Attachments

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



Access Receipt
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Generate Statement of Account

User can generate the “Statement of Account” to obtain a

GENERATE STATEMENT OF ACCOUNT
complete summary of all the transactions of the entity. i Vel

= T e —

Salty Groon S o —

To generate the “Statement of Account” : — hiisiess

il covemeant somces |

* C(Click on the “Statement of Accounts” Tab. User can also ® (51 roowmicrom
view the statement of accounts that were previously B swomnssns
generated. B E) csommcen

¢ Click on “Create New Statement of Account”.

* 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 shortly.
Refresh the page to view the generated document under
the Notes and Attachment section from where it can be
downloaded.



Thank you!

ALESSADGM



