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The Ras Al Khaimah Municipality launched a set of electronic services to save customers time and effort
and enable them to submit their requests at any time and from anywhere.

This service is used to issue/renew/reissue/ cancel the representative card for any company
representative who provide the required document to be assigned in the system as representative to
this company.

This guide shows customers how to access the Issue\Renew\Reissue\Cancel Representative Card
request. It also guides them on how to create, send and track the request electronically.

Customers will be able to log in to the electronic services of the section, submit requests, track requests,
modify requests (if necessary), re-submit the requests after applying the modifications electronically,
and finally obtain their required certificates either electronically or by receiving them from the Customer
Happiness Center as per the need for the original copy.
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Login and access to the Issue\Renew\Reissue\Cancel Representative Card

Service
1- Navigate to the RAK Government portal on https://www.rak.ae/wps/portal
2- To access the Issue\Renew\Reissue\Cancel Representative Card request, click on the
“Service Guide” then click on “Government”

Tussda; 8, Juns, 2000 Gas 0 rak.ce
Home About RAK Services Guide Government Entities About RAK eGov Media Center Legislative Committee n @ ,{5 A- A A+

} Individual Business Government

CImiraies .]

Digital Library

| want to:

3- Next, select “RAK Municipality”
Tuesday 9, June, 2020 ($-A-E rak.ee

Home  AboutRAK [RSNETXTISM GovernmentEntities  AboutRAKeGov  Media Center  Legislative Committee E,& A- A A+

eServices

# > Services Guide > Government

Government

4- Next, select “General Service”


https://www.rak.ae/wps/portal
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Tusscay 16, June 2020 £ ra!(-ae

About RAK Services Guide Government Entities About RAK eGov Media Center Legislative Committee EI :Fg A- A A+

eServices

rek.2e

6- The service screen displays the service definition, procedure, conditions, fees, time, and the
required documents.
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25°46'35.0'N 55°56'01.0°E Issue/ Rene

Ampliar el mapa . ) ) )
This service is used to / / cancel the repl re card for any company representative
irates Post “ : who provide the required document to be assigned in the system as representative to this company, and
Al Khaimah Res receive a company representative card
@ s
' Step 1

N Step2
Step 3 ppropriate
Al Saif Gre nformation
9 coogle J-
i Dotos de mapas 22020 Témines de tsc
Step 4 y) afier the request approva
R Reporta Bug Step5  Theow the card that

7- To use the service, click on the “Start Service” button.

rek.oe

ISSUES TRISSUE B[ ESENEIVE Caru
1- Active Trade license

2- Personal picture

31D copy

4- Passport copy

5- Authorization letter from the company

6 Clearance lefter (from city comprehensive police station)

7- company classificafion certificate (for contractors and consultants)
“Representative Card Renewal

1- Active Trade license

2- Personal picture

31D copy

4- Passport copy

5- Authorization letter from the company

6- Clearance lefter (from city comprehensive police station)

7- company classificafion certificate (for contractors and consultants)
=(Cancel representative card

1- Cancellation letter from the company (stamped)

2-1D copy
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Important Notes:

To be able to apply for online services, the customer must apply on the Business Partner
Establishment Update Information service, register his establishment and update his
information in the system.

The registration process is carried out electronically on the Ras Al Khaimah government link
by following the previous steps until reaching the services of Ras Al Khaimah Municipality —

General Services —Business Partner Establishment Update Information for companies, by

submitting the following documents to register the establishment:
a) Valid registration certificate.
b) A copy of the trade name certificate or trade license.
c) Fill out the company information document and the licensee / managers / company
representatives
d) The EID of the company owner and manager

The Customer must also register a company representative (an individual) by providing the
following documents:
a) Create an Internet user (Electronic Company Representative) and UAE Pass account, a
valid Emirates ID Card is needed for the request
b) Provide a letter of authorization from the Company including the company
representative’s name, ID/Passport number and contact information
c) Provide the representative’s ID/Passport number
It’s not accepted to issue representative card to company as representative of a person
It’s allowed to issue/renew/reissue representative card until the trade license expiry date
even if remaining one day for its expiry
It's not accepted to renew/reissue representative card to a person has cancelled card.
The expired representative cards are already counted from the total number of the company
registered representative cards
It’s not allowed to issue representative card for a person who is representative of another
person (only person for a company)

Create an Issue\Renew\Reissue\Cancel Representative Card Request
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1. After you access the Issue\Renew\Reissue\Cancel Representative Card request and click on
the “Start Service” button, the login page will appear as follow:

Please Log in

Log in to RAK.ae
Login With @ UAE PASS

A single trusted digital identity for all
citizens, residents and wisitors.

Mote: If you are already registered
with RAK Govermment Portal, you can Login
use the same login credentials. to login

o UaePass.

Mot yet 3 member? Register With U,

2. Enter your RAK Government Portal username and password which you have previously created,
then press on the “Log in” button.

3. The Create Issue\Renew Representative Card request form will be displayed enabling you to
create the required request:
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" Create Issue/Renew representative card “
il

Create Issue/Renew representative card

General Information

Tithe:
* Type v
* Department v

Business Partner

* Company: [l Create BP
* Beneficiary [l Create BP
* Applican 3000113378

License expiration:

List of Representatives

Business Partner Business Partner Name Card Number Walid from Valid To Status

m The table does not contain any data

Attachment Documents

List of Attachments

Type Description File Description

4. In the General Information block, enter the description of your request in the “Title” field.

Title: |ssue Representative Card

5. Select the type of the request you want to apply for from the dropdown list of the “Type” field:

* Type: |ssue Representative Card w

Issue Representative Card

Fenew Representative Card
Re-lssue Representative Card

Cancel Representative Card

Important Notes regarding the Renew\Reissue\Cancel Representative Card requests:
e When you select the type of the request to be Renew, Reissue or Cancel Representative
Card, the “Card Number” field will show up allowing you to enter the number of the card that
you wish to renew, reissue or cancel.
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General Information

Title: |
* Type: Fenew Representative Card w
* Depariment: w

Card Number:

e When you enter the number of the card to be reissued, renewed or canceled and click on the
“Enter” key, the information of the business partner and the list of representatives will be
displayed, and all you need to do to complete the request is to attach the required

documents:
* Type: Renew Representative Card >
* Depariment: Land Department
* Card Number®

Business Partner

* Company: 3000003974 [T | el dule ol (K4S = Create BP
* Beneficiary 3000112643 [ Mahmoud Ibrahim Mahmoud Abu Ammeuna Create BP
* Applicant: 3000113378

= Company Activity" -

License expiration: 22.01.2022
List of Representatives

Business Partner Business Partner Mame Card Number = Valid from Valid To Status

3000112643 Mahmoud Ibrahim Mahmoud Abu Ammouna 0000100085 07.06.2019 06.12.201% Expired

e When you enter your card number and press the “Enter” key, but the system shows a
message stating that the card number is invalid, then you have to issue a new representative

card.
B card number is invalid <:

Create Issue/Renew representative card

General Information

Title:

* Type: Renew Representative Card v
* Department: Land Department w
* Card Number: | 10039 I

6. Select the department that you want to deal with in the municipality through your card from
the “Department” dropdown list:
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* Depariment: Land Department w

Land Department
Public Health

Muncipality

Notes:

e The representative card will be valid to use with all of the departments that are listed in the
“Department” field.

e When you select the “Land Department” from the “Department” list, the “Company Activity”
field will show up allowing you to select the activity of the company that you are representing.

* Depariment: ILand Department v I

Business Partner

= Company: [ Cr
= Beneficiary: A o
= Applicant: 3000113378
I" Company Activity: - I <:
License expiration: Sale-Purchase-Rental-Management ~
Sale-Buy
List of Represen Rental-Management
Business Partner Real Estate Brokerage bm valid To

[1] The table does nd Sale-Purchase-Rental-Management-Real Estate Brokerage
Sale-Purchase-Real Estate Brokerage
Investment RE Projects and Establishment and Management

Attachment Docy Buying, Selling, Leasing, Renting, Owning and Management RE

Facilities Management Services and Rental Services
List of AttaChmq Rental-Managemeni-Real Estate Erokerage vl

7. If you have the number of the company that you are representing, enter it in the “Company”
field, then click on the “Enter” key to have the name of the company, its license expiration date
and its list of representatives displayed as below:

Business Partner

* Company’ 3000113284 O] | el i g <::| Create BF

* Beneficiary: ) Create BP
* Applicant: 3000113378

E> I License expiration: 01.01.2100 I
|::> List of Representatives

Business Partner Business Partner Mame Card Number Valid from Valid To Status

1000040327 g e 0000100082 12.02.2020 11.02.2021 Valid
3000112731 Walaa Majthoub 0000100084 13.02.2020 12.02.2021 Valid
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Notes:
e If the company license is expired, you will not be able to submit the request.
e When your card is issued, its expiry date will be the same of the expiry date of the company.

¢ If you don’t have the number of the company, click on the search icon( iy ) in the “Company”
filed, to have the search form displayed as below:

Search: Company M x
Search Criteria Personal Value List Hide Search Criteria  J&r
Further Search Helps: | paners by BP Role <1

BP Role is v || BBPOD1 )]
Valid On v s v || 17.06.2020 Ao e
2
Name 1/last name v s v o e
Name 2/First name v | is v [ERE]
V| Maximum Number of Results: 500

3

Clear Entries || Reset to Default

Results List: 1 results found for Company

B.. = Tite Valid... Mame 1/last nm MName2ffirst nme Search term 1 Search term 2 BusinessP...
4 I EE...  Bidder 17.06... =l w, el panli 22,3 =l gy gkeld 3000060047 |
1. Select the search criteria from the dropdown list of the “Further Search Helps” field.
2. Enter the search inputs in the search fields.
3. Click on the “Search” button.
4. Select the required company from the results list to have it displayed in the Company

field within the request form.
e If there is no account to your company, click on the “Create BP” button next o the company
field:

* Company: P Create EP

The search form below will pop up allowing you to insert the company:

Search BP by identification number X

Search Business Partner

Selection Criteria
Selection Criteria: | Trade License Number w

* License number:

Please enter the code shown in the image «

Reifresh

OK

1. Enter the company license number in the “license Number” field.

Enter the code in the field below the picture.

3. Click “Ok” to have the company name and number displayed in the Company field
within the request form.

Note: click the Refresh Button to have a clearer code.

N
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8. If you have the number of the person for whom you want to issue the card, enter it in the
“Beneficiary” field, then click on the “Enter” key to have his name displayed as below:

* Beneficiary: [oooq0327] | (9] —n <::: Create EP

Notes:

e If you don’t have the number of the beneficiary, click on the search icon( & ) in the
“Beneficiary” filed, to have the search form displayed as below:

Search: Beneficiary M ox
"~
Search Criteria 1 Personal Value List Hide Search Criteria  J&o @)
IFurtherSearch Helps: Partners, General - I 5
Mame 1/last name v | |is v |m |@ (=)
Name 2/First name v || is v o6
Search term 1 v ||is v o e
Search term 2 v ||is v o e
2 +f| Maximum Number of Resulis: 500
Clear Entries || Reset to Default
Results List: 14 results found for Beneficiary
a Name 1/last nm = MName2first nme Search term 1 Search term 2 Partner... BusinessP...
ALl SAIF SAIF ALl 1 3000113143 | ©
ALl ARJUN 1 3000113520
ALl AHMED 1 3000113607

Select the search criteria from the dropdown list of the “Further Search Helps” field.

Enter the search inputs in the search fields.

Click on the “Search” button.

Select the required beneficiary from the results list to have it displayed in the

Beneficiary field within the request form.

e If there is no account to your beneficiary, click on the “Create BP” button next o the
beneficiary field:

* Beneficiary: R Create BP

The search form below will pop up allowing you to insert the beneficiary:

HwnNPE
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& i ™3

Search BP by identification number

Selection Criteria:

Emirates |D w

By Fassportinon EID holder anly)
By Unified Idinon EID holder only)

The dropdown menu includes many search options and upon your selection, the
required inputs will be changed as follows:

X
~
Search Business Partner
Selection Criteria
Selection Criteria: | Emirates ID v
* Emirates |D: | 784
* Nationality: v
* Date of Birth: il
Please enter the code shown in the image =
5 N
1 111
Reifresh
b
oK

- Select the appropriate way of search from the dropdown menu of “Search Criteria”, then
enter the required inputs as follows:

Search way

Required inputs

Search by the Emirates ID, then
enter:
e  EID number
e Select the nationality
e Select the date of birth

Selection Criteria: | Emirates ID

* Emirates ID- | 784

* Mationality: hd
* Date of Birth: m

Search by the passport number (for

e  Passport number

e Select the Passport type
e  Select the nationality

e Select the date of birth

non-Emirates ID holders), then enter:

Selection Criteria: | By Passportnon EID holder only)

* Passport Number:

* Passport Type:  ORDINARY PASSPORT ~
* Nationality: w
* Date of Birth: m

Search by the unified ID (for non-
Emirates ID holders) then enter:
e Unified number
e  Select the nationality
e Select the date of birth

Selection Criteria: | By Unified ld{non EID holder only)

* Unified Number:

* Nationality: A
* Date of Birth: m

code.

- Enter the code that appears in the figure, then click on “Ok” below the figure to ensure the
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Please enter the code shown in the image =

Ok || Cancel

Note: enter “Refresh” button to get a new clearer code, or click on “Cancel” button to clear
the input and re-write the code again.

9. Inthe Attachments block you have to attached all of the mandatory documents to complete

the request. You also, can edit all attachments (add new or remove/replace existing).
10. To upload documents:

Attachments

List of Attachments

Type Description File Description

E> Add New | Delete

A. Click the “Add New” button, a window pops up allowing you to choose the files as
shown below:

Add Attachment ™

Attachment Details

* Document Type

* Attachment Choose File | Mo file chosen

Clear

Add Cancel

B. Select the name of the document to be attached from the “Document Type” drop
down list:
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* Document Type L4

Trade License

Oificial letter from the Company stamped
Emirates 1D

Passport ID

Oiffice stamp

C. Browse for the file and Click on Add =» the file will be uploaded successfully.
D. Repeat the steps to attach next documents.

Note: In case of incorrect upload, you can select the record and click the “delete” button to remove it
Attachments

List of Attachments
Type Description File Description

|_. Emirates ID dummy pdt

Add New || Delete

i

11. Enter you notes in the “Note” field:
Note

notes|

12. After you fill the request mandatory fields, you have options to:

e “Submit” to complete the request.
e orclear all fields by selecting “clear”

13. Click “Submit” and confirm the submission in the displayed confirmation message.
A screen will appear stating that the case is submitted in addition to the case ID.

Case was successfully created!

Case ID: 108802

After the request is submitted, you need to access your cases on the RAK Portal www.rak.ae to track
your request and upon approval, the card will be issued and the owner can collect the card that will be
delivered by impost.
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Note: To get your feedback regarding the service procedure, the following happiness meter screen
will pop up along with the request result screen allowing you to submit how happy you were for the
same:

How was your Experience?

PO

Select the required face and your evaluation will be submitted directly.
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My Cases

When you submit one of the Issue\Renew\Reissue\Cancel Representative Card request, it is received by
the coordinator in the municipality to review it and accordingly the coordinator will do one of the
following actions:

e Accept the request, then you should pay the service fee.

e Reject the request stating the justifications.

e Return the request for modification after which you must modify the request as per the notes

then re-send it to the coordinator to review it again and take the appropriate action against it.

Note: when the coordinator take one of the above mentioned actions, the system will notify the
customers by sending SMS on their mobile phones and Emails to let them know that their request is
accepted initially, then the request will be either approved, rejected or needs modifications.

You can find the submitted requests in “My Cases” tab, to access it please visit the Ras Al Khaimah
Government website at www.rak.ae as shown on the screen below.

Then, Click the “Service Guide” then click “Government”:

Toesday . e 2025 e 0 rek.ee
Home About RAK Services Guide Government Entities About RAK eGov Media Center Legislative Committee @ e A- A A+

} Individual ) Business ) Govemnment

CITnraies g

Digital Library

| want to:

8 Citizens 4 Residents {} Business & Visitors i} Goverment

Next, select “RAK Municipality”
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Government Entities About RAK eGov Media Center Legistative Committee E n?a A- A A+

eServices

Government

=>

5, June, 2020 BA-E rak.se

Home About RAK Media Center Legislative Committee E’ ® A- A A+

eServices

Government > RAK Municipality

€5 Land and Properties section @

Next, Select “My Services”
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Tuescay5, e 2020 e rek.ee

Home About RAK Services Guide Government Entities About RAK eGov Media Center Legislative Committee E é A- A A+

eServices

A > Services Guide> Government > RAK Municipality

» Register your Tenancy Contract

» Premium Tenancy Contract for Registered Lessors

» Request a grant

Next, Enter your RAK Government Portal username and password which you have previously created,
then press on the “Log in” button.

Please Log in

Log in to RAK.ae
Login With @ UAE PASS

A single trusted digital identity for all
citizens, residents and wisitors.

Mote: If you are already registered

with RAK Govemment Portal, you can Login
use the same login credentials. to login

to UzePass

“My Cases” tab will be displayed to show all of your transactions submitted to the land and properties
section and pending for payment (if not paid yet) or pending for coordinator action.
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' E-Land Department

Register your Tenancy Contract

Case Registrafion

My Cases @ Help

My Cases
Print Version || Export ,

Senvice ID Service type description Number Year Type Applicant  Created On Final Decision Status
102199 Register Lease Contracts Sl din ganesdesn glgpcdgd 17.07.2019 12:10:28 Open/New
107930 Minutes for Loss of Commitment & Ownership Documen g 19.04.2020 11:46:35 Coordentor Ry
107928 Merge Properiies Request clegr gt 19.04.2020 10:52:04 Coordinator R
107920 Proof of Ownership Grants Request gty 19.04.2020 09:42:30 Coordentor Ry
107848 Ownership based on Inheritance Request el 16.04.2020 15:59:52 Coordentor Rg
107752 Proof of Ownership Granis Request et 15.04.2020 10:42:32 Coordentor Ry

(5% Case Details || ff] Case Documents || §3 Payment Requests Creation date frame: | All w (Case Status: = Open Cases v || 5

Total number of cases: 19

“My Cases” Tab displays the service ID, description, type, applicant, creation date, final decision and the
status for each request.

Note: you can do the following for each case/ request created:

e  Print (As a Pdf) | Print Version

e Export (As excel files) =®ort.
When selecting the request, and perform any of Print version or export, the system will
automatically generate / download the required case

e You will be able to view the details of the service request by selecting the required request and
then clicking on the “Case Details” button

E-Land Department

Register your Tenancy Contract

Case Reagistration

My Cases @ Hep

My Cases
Print Version || Export ,
Service ID  Service type description Number Year Type Applicant  Created On Final Decision  Status
102199 Register Lease Contracts S e geiesdan glep il 17.07.2019 12:10:28 Open/New
107930 Minutes for Loss of Commitment & Ownership Documen gty 100042020 11:46:35 Coordentor R
107926 Merge Properties Request gl 19004.2020 10:52:04
. 107920 Proof of Ownership Grants Request 19.04.2020 09:42:30
1078438 Ownership based on Inheritance Request 16.04.2020 15:59-52
107752 Proof of Ownership Grants Request 15.04.2020 104232
(3 Case Details || ff] Case Documents || 53 Payment Requests Creation date frame: | All w Case Status: Open Cases v |5

Total number of cases: 19



t) C;-Jj sl

Government of Ras Al Khaimah

The details screen of the selected request pops up to show all of its details as below:

Details for case with ID 107920 |
Case Attributes ~
Title:
Case Type:  Proof of ownership Grants
Last Changed by:  System
Changed On: 19.04.2020 05:42:36
Created By: PORTAL1
Created On: 19.04.2020 05:42:30
CaselD: 107920
Final Decision:
Additional Fees: 0.00
Add Fees Description:
Addition Information:
Granted BY:
Grant Date:
Property Type:
Mo. of List:  0000000000000000
Mo of Units: 0
Proof Type:  Built Housing Grants
Sfatus:  Coordentor Review
Case Notes v
Close

e You will be able to view the attachments of the service request by selecting the required request

and then clicking on the “Case Documents” button
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E-Land Department

Regizter your Tenancy Contract

Case Registration

My Cases @ Heb

My Cases
Print Version || Export |

Service ID  Service type description Mumber Year Type Applicant  Created On Final Decision Status
102199 Register Lease Contracts Sl o gesden plep il 17.07.2019 12:10:28 Open/New
107930 Minutes for Loss of Commitment & Ownership Documen e et 19.04.2020 11:46:35 Coordentor Re
107926 Merge Properiies Request g 19.04.2020 10:52:04

. 107920 Proof of Ownership Granis Request e e 19.04.2020 09:42:30
107848 Ownership based on Inheritance Request e et 16.04.2020 15:59:52
107752 Proof of Ownership Grants Request oleap gt 15.04.2020 10:42:32

Case Details || 8] Case Documents || §3 Payment Requests Creation date frame: | Al w Case Status: | Open Cases ~ ||

Total number of cases: 19 ﬁ

A screen will pop up to show all of the documents that are attached to the selected request when it is
created where you can upload any file or all of the files.

Documents for case with ID 107752 (

File Description

Copy of new site plan %

Copy of ownership ?J

Completion certificate request ?j

Emirates ID ?:]

Passport ID o
Download all attachments

Close
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Fee Payment

After the coordinator accepts your request, the system will notify you to pay the request fees via email
and SMS, so in “My Cases” page you will select the request whose status is “pending for payment” and
then click on the “Payment Requests” button.

' E-Land Department

. Register your Tenancy Contract I

Case Registration

My Cases @ Hep

My Cases
Print Version || Export ,

Setvice ID  Service type description Number Year Type Applicant Created On Final Decision Status
102199 Register Lease Contracts Jad Bo puacdas  gap i 17.07.2019 12:10:28
107930 Minutes for Loss of Commitment & Ownership Documen Sep e 19.04,2020 11:46:35
107926 Merge Properties Request Sep iy 19.04.2020 10:52:04

- 107920 Proof of Ownership Grants Request g ied  19.04.2020 09:42:30 rdentor I
107848 Owmership based on Inheritance Request Uup iy 16.04.2020 15:59:52
107752 Proof of Ownership Grants Request v ie? 15.04.2020 10:42:32

(X Case Details || ff) Case Doc t: &3 Pay t Request: Creation date frame: | All v Case Stalus: OpenCases v | & ‘

Total number of cases: 19 ﬁ

The following screen will be displayed to show the amount needed to be paid for the select request.

E-Land Department ' ‘

Ragester your Tenancy Contract

My Payments @ Hei

Billing Documents for case with ID
Print Version | Export ,

F: Status Case/Request ID Payment Request Hurmbar To Be Paid Faid Due To Pay Cummency
& 107920 910027435 5,000.00 0.00 5,000.00 AED
| Pay Salected ltem | | B Back

Bo0

Click on the required payment item and then click on the “Pay Selected Item” button to move to the
payments channels screen:
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My cases (ZH) My Motification

Payment Amount:.  5,000.00
Amount Already Payed: 0.00

* Transaction Amount 5,000.00 AED

% E-Disham 3 g JiSIUl o)l

o ¥ e-dirham

gankscarss  \fSA .

mastescond,

By clicking "Pay" a new transaction will be created and you
will be redirected to Efisalat’e-Dirham payment page, where
you can finish the transaction.

Pay | | Cancel | 1 Back
@ visaai:

B seroand

The system allows you to pay the required amount of money through different channels like the bank
cards or the electronic dirham.

Select the required payment channel and click the “Pay” button to proceed with the payment process as
usual.
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Customer Action

Upon successful submission, the request will be displayed for the municipality coordinator to review it
and take the appropriate action, but if the request requires modifications, then the coordinator will
return it to the customer to apply the modification and send it back again for review.

When one of your request is returned to you for modification, you will find it in “My Notification” tab.
To access “My Notification” tab, follow the same procedure you did to reach “My Cases” tab.

In “My Notification” tab, you can open the request for modification as in the screen below:

|Notifications| @ Help

Notifications
View: [Standard View] v || PrintVersion || Export , &
Notification Due Date Request Type Case ID Case type text Details
I 300092107 09.04.2020 Register Lease Contracts 107674 Land Request % I
300092024 09.04.2020 Minutes for Loss of Commitment & Ownership Documen 107673 Land Request %
300091960 09.04.2020 Merge Properties Request 107672 Land Request %
300091957 09.04.2020 Proof of Ownership Grants Request 107671 Land Request Y%
300088807 09.04.2020 Ownership based on Inheritance Request 107670 Land Request %
300086812 09.04.2020 Proof of Ownership Grants Request 107669 Land Request % v
Notfif. imeframe:  All v | Display Openedo... v Refresh

To modify a request, follow the step below:

1. Click the “Details” icon % to the right of the required request = the “Customer Action” screen
pops up as below:
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Selected Notification ~

Notification: 300092110 Case ID: 107673

Created on. 09.04.2020 Case Type: Proof of ownership grant
Requester.  Hend Gomaa Mohamed BusinessPariner 3000113130 ol s 379 55 (b
Lock Status:  gf*

Current System Status: Open

Product Modification Steps

Step 1: Read the comments from the below section sent from the requester
Step 2: Open the case by clicking the below button for editing
#” Open Case

Step 3. Write the comments (if any) in the below comments section

Step 4: Complete the nofification modification by clicking the below

| /3 Complete
Comments

Note from Municipality:
Modify attachement

W

Save || Cancel

2. Click on “Open case” button to modify the request = the request details screen opens
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Land and Property Sector Services  H¢
| Updste

- General Information

Case Description: Proof of ownership grant
Application Typ=: Proof of ownership grant
Casa Information: Proof of ownership grant

Customer Mot

= Applicant Details

Applicant

Applicant Number: 3000113077
Applicant Nama: 2! ..-‘ih““"
Applicant Mobile Number. 584041084
Applicant Mail Addreas: hend mi@egas rak as

- Attachments

Attachment List
Print Viarsion
Mandztory DocDescripfion  Amach File  File Path

EID copy

Other Documants
Fasspon capy
Personal picture

3. Modify the request as per the coordinator comments.
4. Click the “Update” button. A confirmation message will pop up:

Submit Case Creation -

Do you want to submit the request?

5. Click “Submit”, then you will return to the “Customer Action” screen:
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Customer Action 300092107 ]

Selected Notification

Motification: 300092110 Case D 107673
Created on: 09.04.2020 case Type: Proof of ownership grant

Requester. Hend Gomaa Mohamed BusinessPariner: 3000113130 =) s 378 o5 il

Lock Status:  g°

Current System Slalus: Open

Product Modification Steps

Step 1: Read the comments from the below section sent from the requester
Step 2: Open the case by clicking the below button for editing

%% Open Case
Step 3: Write the commenls (if any) in the below comments section

Step 4: Complete the nofification modification by clicking the below

% Complete

Comments

MNote from Municipality:

Modify attachement

v

Cancel

6. Click “Complete” and then “Save” to complete your modifications = the request will be
removed from “My Notifications” tab and the request will be submitted again to the
municipality coordinator for review.

After your request gets the final approval, the card will be issued and the owner can collect the card that
will be delivered by impost.



