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Introduction

Administrative correspondence is the cornerstone of any organizational workflow, as it provides
the structured framework needed to enhance the efficiency of processing and tracking official
transactions. Dewan Administrative Correspondence System was developed to meet this need,
enabling streamlined management of incoming and outgoing transactions, storing and routing
them in a manner that ensures easy access and continuous tracking throughout all stages.

Administrative operations fundamentally rely on the exchange of data and information to
establish a shared understanding among stakeholders. The more accurate and clear this
information is, the more efficient and effective administrative performance becomes in achieving
organizational goals. For this reason, organizing administrative correspondence and developing
effective operational mechanisms are essential to ensure the continuous and systematic flow of
information across organizational levels.

Based on this vital role, Dewan provides a unified environment for managing administrative
correspondence that supports institutional performance improvement and facilitates task
completion, contributing to achieving the organization’s objectives with greater efficiency and
effectiveness.

Overall Objective of the Dewan System

Dewan system aims to achieve the following:
. Electronic preservation of documents to protect them from damage or loss.
« Reducing the time required to transfer transactions between university departments.
« Ensuring secure transfer of administrative documents and correspondence.

. Enhancing administrative efficiency by improving the accuracy and speed of information
exchange.

« Maintaining confidentiality and privacy of transactions.
« Automating letter preparation and fully transitioning to electronic correspondence
« Flexibility in handling files and documents

« Multiple access methods to the system to ensure ease of use across different
environments
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Login to Dewan

Dewan system username is the same as your King Saud University email username. Therefore, it
must be kept secure and not shared with anyone. This approach allows a large number of users to
be added to the system while maintaining secure access.

The login link is available on the Administrative Communications Center page on the university’s
website.

King Saud University

Arabic English

USERNAME

PASSWORD

?Change Password? | Trouble Signing On
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Home Page (Control Panel)

The dashboard is the main page displayed once the user logs into the Dewan System. It
provides a quick overview of key information and shortcuts to essential system functions.

o=

agesuloldl

King Saud University
@@ > Control Panel

=
28 Dashboard B Notification list £ Late Transactions ()
Export Transactions
™ 2/55/1559' o0 b) 63435 dloled @@
_ . 31/12/2025 Corresponding To 1447/7/11
Import Transactions
,‘\ 2/55/1558" landy 63402 dloleo © 10:41AM
Raclosed Transactions 31/12/2025 Corresponding To 1447/7/1
@ Favourite Transactions "‘ ZEYER (o g elion ® 10:56 AM
30/12/2025 Corresponding To 1447/7/10
N < January 2026 >
|B Units Folders @) + ,‘\ 2/55/1553' lanby 63430 dloleo @© 1052 AM
30/12/2025 Corresponding To 1447/7/10 Su Mo Tu We Th Fr Sa
& Transactions . o - D s 3 2 3
Management ,‘\ 2/55/1552 la.od) 62452 dloloo @® 1039 AM
30/12/2025 Corresponding To 1447/7/10 1 4 5 6 7 8 9 10
[3 Redirection e e e s hien SR | I 1 G 17
28/12/2025 Corresponding To 1447/7/8 ’
3
@ Delivery Statement v L 1 20 2 2 = 2
More > 4 25 2 27 28 29 30 3
B} System Admin v
B Reports o All Rights Reserved © 2026 King Saud University

1. Sidebar Menu (Left Panel)
This panel contains the primary navigation links to all system features:

. Dashboard: Returns to the main dashboard page.

« Export Transactions: View and manage outgoing transactions.

« Import Transactions: View and manage incoming transactions.

. Closed Transactions: Access transactions that have been completed or archived.
. Favorite Transactions: Quickly access transactions marked as favorites.

« Units Folders: View folders assigned to different university units or departments.
« Transactions Management: Tools and actions related to handling transactions.

« Redirection: Manage routing and forwarding of transactions.

. Delivery Statement: View or prepare delivery confirmation records.

« System Admin: Administrative configuration and settings (available for authorized
users).



« Reports: Access reports generated by the system.

2. Notifications & Late Transactions (Center Panel)

« Notification List:
Displays all recent alerts related to newly received transactions. Each row contains:

o Transaction number
o Creation date (Gregorian and Hijri format)
o Time of receipt

Clicking “More” shows additional notifications.

. Late Transactions:
Displays transactions that have exceeded the designated processing time and require
action or follow-up.
3. User Info & Alerts (Top-Right Corner)

« Shows the logged-in username.
. Displays the number of unread system notifications.

4. Clock (Right Panel)

Shows the current time in analog and digital format to help users track submission and due
times accurately.

5. Calendar (Bottom-Right Panel)

Displays the current month and highlights the current date, helping users refer to transaction
due dates or processing periods.

10



General Outbound Recording

and Recording

R



General Outbound Recording and Recording

Control Panel — Sidebar — Transactions Management — General Outbound Recording and Recording

Main Fields

« Registration Type: Type of outgoing registration.
o Record Number / Year: Automatically generated based on the system sequence.
o Record Name & Date of Issue: Transaction title and issuance date.

Issued by Unit

o Select the unit issuing the transaction.

e Sent By: Name of the user sending the transaction.

e Reserved Export Number (optional): Enter a number if the transaction has a pre-assigned outgoing
reference.

Issued to Unit
Use this section to select the receiving unit(s):

Search for the target unit using the search field.

Choose Original / Copy as required.

Select the export delivery method (e.g., electronic, fax, etc.).
Press Enter after selecting the user to add it to the table below.

o Repeat the search and press Enter again to add additional units as needed.
Export Groups

o Instead of selecting units individually, you may select a predefined export group to add multiple
recipients at once.

@@ > Control Panel » General Outgoing Registration

N =

General Export Registration
@ Registration type 2 ple 3o 216 @ Record number 3

@ Record name plalljaball Jouw @ vear 1447

@ Date of issued 01/01/2026 =

4/62/54 - aolell Olbilell Auud fayig)islul Ciloleil ilas $4ouiUl 1020 Juis 3020 - MOHAMMED HASSAN M ALSHAHRI
1447

1 Issued To Unit.

ssued To Unit B OriginaliCopy?

(O Or choose an export group

el - Select -

Original/Copy? Incoming delivery method

I4/s5 Ayl Glbaill Jlac i gblads [ Internal wogul gaspluc juusallucaaas | Original )

2 3/4/31 - ailasll yan /Jlacsl )il auds Internal uuoll pali alilus (i Capfy from Original usls

Recipients Table

Displays all added recipients with Actions: Delete a recipient if added by mistake

12



Export Transaction Data
e Subject: Title or summary of the transaction.

Transaction Owners
e Enter the owner’s information (Name, Civil Registry Number, Mobile Number, Identifier Number).
o Press Enter after filling the fields to add the owner to the table below.
e Repeat the process to add multiple owners as needed.

e The Delete button allows removing an owner from the list.

@ > Control Panel > General Outgoing Registration

Civil Registry Number

1 Elian 1002200000 0558740000 118238888

2 Ebtesam 1231231231 0500000000 1200000000 [Detete & ]

o the follow-up Fill the following filds

Deadline To Respond

year/month/day Ll Gregorian

Additional Transaction Details

e Main Subject: The primary category or topic of the transaction.

o Export Type.

e Importance: Priority level of the transaction.

e Urgent: Whether the transaction requires urgent handling.

o Required Action: The expected action from the receiving party (e.g., FYI, response needed).
« Confidentiality: Defines the sensitivity level of the transaction.

o Language: The language used in the transaction.

Follow-Up Information
o Follow-Up User: Select a user responsible for following up on the transaction.
(Type the first two letters to display matching results, then select and press Enter.)

« Deadline to Respond: Set the response deadline using the calendar (Gregorian or Hijri).
o Follow-Up Notes: Add any relevant follow-up instructions.

13



Electronic Attachments

o Title of Attached File: The primary category or topic of the transaction.

e Add Attachments: Drag & Drop files or browse supported Files DOC, JPG, JPEG, PNG, PDF, DOCX, XLS, XLSX

In Transaction Attachments Section Add Attachment Name Press Enter and you can add more than one
attachment

Title of Attached File

Actions

(1] ‘ After entering the attachment, you must press (enter)

Attachments

|Attachment1 X Attachment 2 X Add Another Attachme |

GENERAL.SAVE_AS_DRAFT

You can save the transaction as a draft to record its reference number or print its barcode, with the option to
edit it later before final save.

Alternatively, you may save it directly as a final transaction by clicking the Save icon.

Draft transaction saved

successfully with number (
4/62/1564 ) Do you want to add a

new general outgoing transaction?

14



Edit Transaction after save As Draft

To view or edit a transaction saved as a draft, go to Dashboard — Sidebar — Outgoing Transactions.
Search for the transaction using any of its details or the registration number shown in the previous image.
The list of sent copies to different entities will appear. Click Edit to open the transaction.

When editing a draft, you can update its information, send the draft, or delete it.

@} > Control Panel > Transactions

Year

1447
Registration number
Department Name or Code
4/62/1564
From To

year/month/day LILM Gregorian year/month/day Hijri

Sort in descending order by transaction date N Opened transactions &

1
Registration number : 4/62/1564  Transaction Date :01/01/2026 12:03pm =  Barcode : 115641447 %l 0

Secret

From : 4/62/54 - &0 el Slbulell A A9 sl ul Suolaill Galac | To: 3/4/55 - &yylayl SWLAIUL/Jacdl Bylal &S

1
Registration number : 4/6211564 Transaction Date :01/01/2026 12:03 pm = Barcode : 115641447 ﬁ @

Secret

From : 4/62/54 - &slall Slsalall puub fAuigisldl Sulolalll sstae | To: 3/4/31- 5)ladll pyan /Jlacyl §)lal &5

The transaction details will be displayed, including who created it.
From this screen, you can edit the information, attach electronic files, or print the barcode.

o Registration type 212 g s ud o Registration number 4/62/1564
o Record number 3 0 Record name plall pladl Jaw
@ vear 1447 @ Export date Thursday, 12/7/1447 12:00 AM =
o Transaction Status Draft
@ sarcoce | ‘II|I| |‘II| ||II| Iml I|||‘ I‘II| ||I|| I|I|| I|I|‘ |II| |II|
115641447
© 'ssued By Unit 4/62/54 - dolel| Clb Lol puid /Auigyislil Giloleill 6ilac @ sentoy MOHAMMED HASSAN M ALSHAHRI

After completing the required actions, click Save and Send to send the transaction as a final submission.
Or You Can Delete It By clicking on Delete button.

15
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General Inbound Recording and Recording

Control Panel — Sidebar — Transactions — Incoming Transactions Registration

Source of Incoming Correspondence

« Source of Incoming Correspondence *: Enter part of the entity name; a list of matching entities will appear.
If the required entity does not appear, search for 88 (Other Entity), then manually enter the entity name.

« Sent By: Enter the name of the department or entity that sent the correspondence.

Destinations of Incoming Correspondence
Use this section to define the receiving entities and delivery details:

Search for the destination entity using the search field.

Select Original / Copy as required.

Select the Incoming Delivery Method (e.g., Manual, Electronic).

Add attachments if required.

Press Enter after completing the data to add it to the table below.

0 Repeat the same steps and press Enter to add additional destinations.

agrwdPE

« Add Attachment: Used to attach related files to the incoming correspondence.

Destinations Table

The table displays the following details for each added destination:
* Department Name

* Addressed To

* Original / Copy

* Incoming Delivery Method

* Attachments

* Actions (Delete destination if needed)

@ > Control Panel » General Incoming Registration

General Incoming Registration

@ Registration type 2435 ple 3ylg 3 @ Record number 5
o Record name 32 ple y)lg b ° Year 1447
@ Incoming date 04/01/2026 =

|D Source of Incoming Correspondence

Source of Incamin g Correspondence .
Sent by
1020846 - aundlu deolall 811

g inations of ing C
[!] ‘ After entering the attachment, you must press (enter)
Destinations of Incoming Correspondence Original/Copy?

Attachments
ncoming delivery methed
Add Attachment

# Department Name Addressed to Original/Copy? Incoming delivery method Attachments Actions
3/13/102 - @ /auiliui Ul pglell plusi
dnzyillg dyjeul Olell
13/1/202 - féauncll /agiluiidl paloll plusi

gbsall jjelluc allo Libgo Original Manual @
ool pjollac aas cilnd Copfy from Original g HSII m]
Note: After entering destination and attachment details, pressing Enter is mandatory to register the entry in the
table.

17



Transaction Details

« Entity Transaction Number: Enter the transaction number as stated in the incoming document, or enter
“None” if not available.

« Entity Transaction Date: Select the date the transaction was registered by the sending entity.

« Subject: Enter a brief and clear subject to facilitate future search and retrieval.

* Registering Entity: Displayed automatically based on the entity the user is authorized to work on.

Classification Data

Select the following from the available lists:
* Main Subject

* Incoming Type

* Confidentiality

» Language

* Required Action

* Priority

Mabilg
x -

0500

Main Subject™

Other
Draft transaction saved

Required Action™

successfully with number ( 119 ) Do

you want to add a new general Directing
incoming transaction? Confidentiality™
Not secret
Arabic

Save Options

« Save as Draft: Allows you to add attachments later, record the transaction number, or print the barcode. You
may also modify the transaction details, send the transaction, or delete it.

* The transaction may also be saved directly with attachments before sending.

A dialog box will appear showing the registration number. Record it on the transaction if a barcode printer is
not available, then click OK.

Follow-up

Home Page — Transactions — Incoming Transactions

* The transaction will appear at the top of the list.

« Edit: Open the transaction for editing with the ability to attach files electronically.

Electronic attachments follow the same process used for General Outbound registration.

After attaching the incoming document and saving, the transaction will be officially registered under Incoming
Transactions.

18
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Exporting to Multiple Entities Using the same Reference Number

If there is a need to send copies or duplicate originals of the same letter to more than one entity, this can be done
during the Outgoing Registration process after registering the original transaction for the concerned entity.
Registering the Outgoing for the First Entity

After registering the original transaction for the relevant entity, select the delivery method and then press Enter
to generate the export table.

{@r > Control Panel > General Outgoing Registration

Issued By Unit® Sent by
‘ 4/62 - &xg 181l Sloledl dslac ‘ @bl 2050 o b - YASSER MUTLAB M ALNAFISAH

Year

Reserved export number
1447 - | |

]

Issued To Unit Original/Copy?

11/502 - g patll iiSnll fioolall yao ‘ Original
User

]

‘ Manual N ‘ ‘ Gl 2po glosdw g5 - Bakr Suleiman Marji Al-Harbi

Export delivery method™ Choose from export groups

‘L_,igjlﬂl - ‘ ‘mumi.u

Department Name Unit type Addressed to Original/Copy? Export delivery method Actions

1 1042 - glw ! 8ylsl Internal a4l 3050 ol Ly Original Manual @
2 3/4/58 - @yl /JLac Ul 4l &5 Internal Gl aaa0 jrjeliuc g Duplicated Original Manual
3 ‘ 3/4/31 - Bylal a0 /Jlac sl aylol &ulS ‘ Internal ‘ ol pal alilae (aid ‘ Copfy from Original ‘ Manual | @
4 ‘ 11/74 - Joul Jgguus facolall yao ‘ Internal ‘ Aol pialiac uj'.H.n.g.:: elowi ‘ Image ‘ Manual | @

Adding Additional Entities
To send the same transaction to additional entities, repeat the process by:

o Selecting the Export delivery method
o Choosing from the export groups, then pressing Enter

These steps are repeated until the export table includes all entities to which the transaction will be sent, as
shown in the illustrative image.

To delete an entity, choose Action (Delete)

20
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Delivery Data Management

Sidebar — Delivery Statement — Delivery Statement Management

@ > Control Panel > Manage Delivery Statements

1447
Statamant statu

Statement Date

Statement Date LiGl Gregorian

Qaid Number

Add New Delivery Statement +

By Employee The entity that issued the statement r| Statement Status | Statement Type | Statement Date Print Type Action:

s
: @3 @D
o3 @D
3 1o Hani Abduliah ALnefaie Aylaall ozl Jiyn 1447 Open Units 2901212025 Mail m @
4 109 OMAR A. 0. BAWAZIR Glaall oLl Jyn 1447 Open Units 28/12/2025 Each unit in page m @
s 108 testemployeels suatill il fagig il Slolatl 3lac 1447 Closed Units 28/12/2025 Each unit in page

6 106 Bakr Suleiman Marji Al-Harbi agigyEAUl Ciloleil Gilas 1447 Open Units 271272025 Mail m @
7 104 testemployeels suatill il fagig il Slolatl 3lac 1447 Open Units 25013/2025 Mail m @

1 m testemployeels Sguatill Tl /g 4001 Citlslalll 63lae 1427 Open Units 01/01/2026 Al unit

2 mn ANAS MOFARREH | ALMUJHAIRY dzalal pan 1447 Open Units. 3112/2025  All units in one page

e Search Options: You can search for delivery statements using criteria such as the statement number or
statement date.

e Add New Delivery Statement: To add a new delivery statement, click the “Add New Delivery
Statement” button at the bottom of the page.

o View Data: The table displays delivery statement details for each record, such as the statement type,
statement status, and statement date.

o Control Options: Next to each statement, several icons are available to edit the data, delete, or print the
details.

22



Add New Delivery Statement

@ > Control Panel > Manage Delivery Statements > Add New Delivery Statement

Statement Typs*

Units - All units in one page
[C] shew Confidentiality in Print

y that Created Statement ™
4/62/419 - gainallg il Sloai)l /g isiul Gulsleil salac n

Notes

| ‘\

@ | search toinclude some transactions before saving
vear

Record
1447

Transaction Nature Registration number

From Unit To Unit

Messenger Name By Employee

Qaid From Date Qaid To Date

year/month/day LTl Gregorian year/month/day Hijri

g
3
g &
g S
=5

] 3

Statement Type
e Units or Employees

Print Type
o Each unit on a separate page
e All units on one page

e Mail

Statement Issuing Entity
Select the entity that created the statement by typing the first two letters of the entity name or the entity number.

Important Notes

o Only transactions for which the delivery method (Delivery Statement) was selected during export or
referral will appear.
o The same transaction cannot be added to more than one delivery statement.

View Transactions
All transactions that were assigned the Delivery Statement delivery method will appear at the bottom of the
screen.



Including a Transaction in the Statement

If you wish to select specific transactions, you can click the checkbox next to each transaction to include it.
You may also include all transactions from the search results.

il Included Transactions 73 3 Selected ltems —  Include all transactions from search results

Registration number : 59 Transaction Date :20/10/2025 02:48 pm &= Barcode : 2591447 Registration number : 2/55/281 Transaction Date :23/10/202510:14 am &= Barcode : 12811447

gl Gy S ial

From :102030327 - _uhall guleill | To:11-&aoladl yao From :2/55 - dyylodl SULASYI 840 | To:2/8-(jlan) Jlallg s lasl pUALI g9 o

[:] Registration number : 2/55/290 Transaction Date :05/11/2025 09:12am = Barcode : 12901447 Registration number : 2/55/1353 Transaction Date :04/12/2025 11:08 am = Barcode : 113531447

sl b deylin dyyad §pw o

From :2/55 - gy lodll GulLaiyl jpo | To:2/55 - dgylodll SULaiL jSs0 From :2/55 - ayjlotl GULaiyl j0 | To:4/62/424 - Sgandd] iy all] fAgig s Ul Gilalalll Galac

Please note that not selecting a transaction does not mean it is deleted; it will simply not appear in the statement
to be printed, and it can be printed later if needed.

Save Statement

After completing the selection, click the Save button at the bottom of the screen. The statement will be saved
successfully.

Printing the Delivery Statement

When you navigate again to Delivery Statement Management from the sidebar, the delivery statement table
will appear, offering several actions.

Printing the Register
By clicking the Print Statement field, the statement will appear in its final format.
Click the Print icon to print the statement. You can also download the file using the Download icon.

Print Preview

[ An e
e s s TR
R | 11111111
JURRR | (]
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Transactions

For quick search, you can look for outgoing or incoming transactions by their reference number, date, entity
name, or entity code.

Transactions can be accessed by selecting the type from the sidebar (Outgoing Transactions, Incoming
Transactions, Closed Transactions, Favorite Transactions):

o Outgoing Transactions: These are transactions that have been processed either by registering an
outgoing number or referring them with a previous number. They represent all transactions sent from the
authorized entity.

e Incoming Transactions: These are transactions received by the entity and need to be processed
according to the required action, such as directing, receiving, referring, filing, or any other required
procedure.

« Closed Transactions: These are transactions that have been closed.

« Favorite Transactions: These are transactions added to the user's favorites by clicking the star icon
shown to the left of the transaction.

@ » Control Panel > Transactions

Registration number : 4/62/308  Referral date :04/01/2026 09:54 am = Barcode : 13081447

7 §y3liall & ilolenl dail dypal

From : 2/55 - &30l S0LaiYl j8yo | To : 4/62/424 - sguuill uyyalll figio fis)ul Siloleill 6slac

e

Registration number : 4/62/1539  Referral date :04/01/2026 09:54 am = Barcode : 115391447 r

Alslonll GUEl JI g -agandl pUAUT o aub dy

From : 2/55 - &lodl GdLoidl 50 | To:11-dsolall o

D CD C55 T C G5 CXs) C2X

Registration number : 4/621539  Referral date :04/01/2026 09:54 am = Barcode : 115391447 e

Alolenll GUET I -§puw -agandl pLAUT 3o aud dypad

Erom : 2/55 - &4l UL 50 | To : 4/62/424 - Sgaui] wayyaill Mgigis) Ul & loleill Gslac

D G G D R

Important Notes

-Transactions for which the Electronic Delivery method is selected must include an attachment. If not, the transaction
will be returned to the sending entity with an explanation for the return (e.g., missing electronic attachment, incomplete
attachment, or incorrect routing). If the attachments are correct, the transaction will be processed according to the
routing instructions.

-Transactions for which the Delivery Statement method is selected cannot be received until the corresponding delivery

statement is available. The value and signature must be received on the delivery statement first, and only then can the
transaction be marked as received in the system.

26
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Refer Transactions

far > Control Panel > Transactions

4
Registration number : 2/55/1373 Referral date :04/01/2026 10:15 am = Barcode : 113731447 ﬁ [ﬂ_]

Juaoill so; doyliog &1oei aulusl gy Giw JI Sl He j3lo @525

From : 2/55 - &y jlsdl SULasdl Sp0 | To:1/1-daoladl pao

When clicking Refer Transaction, as shown in the previous image, the following screen appears.

The required information: Issued to Unit, outgoing type, delivery method, and User.
Then click the Enter button to generate the referral table (similar to registering and recording general outgoing
transactions)

far » Control Panel » Refer & Reply Transaction

Issued To Unit ﬂ Original/Copy?

Export delivery method

Export delivery method™ Choose from export groups

98I - LYEY]

Department Name Addressed to Original/Copy? Incoming delivery method Actions

ol s etz i o
T
Gibioll anno
14 - giuinl) danlall
Jusgll faroysl5Ulg dunulolll <
3 ‘ 102030203 - awloll gl ‘ - ‘ Copfy from Original ‘ gyl
. | oo acto : | image | s

Once the Referral Table is created, one of the available actions can be selected:
either Delete to remove the entry from the table, or Customize, which opens the Referral Attachments
Customization screen.

This screen allows you to manage all types of attachments related to the selected transaction. whether they are:
o Attachments associated with creating the transaction,

o Referral attachments, or
o Direction Request attachments.

28



When clicking the Add Attachment to Selected List button, the attachment is moved to the Selected
Attachments list at the bottom.

Customization Attachments on Unit

o Department Name 10/2 - 8w U1 8151

Transaction Attachments Actions

Vsl ki i g doc
TR
test test test test test test test test.pdf

Referral Attachments Actions

A No results found

Directing Request Attachments Actions

A No results found

You can also preview the attachment with a watermark or without a watermark, or return it to the original
list. Additionally, all selected attachments can be merged into a single attachment according to the specified
order, noting that the order can be changed using drag and drop, then saved.

Customization Attachments on Unit

Directing Request Attachments Actions

A No resuits found

@ | Toarrange attachments . you can lang press on the item and drag up or down.

Title of Attached File

. Drag & drop files to import or browse. P . Scanner
Supported Files DOC,JPGJPEG.PNG PDF.DOCX.XLS.XLSX S

# Selected Attachments Actions

1édloloall cliiil sic Goyo.docx

Back Attachment to its Original List &~

View Without Watermark (g

Back Attachment to its Original List s~

test test test test test test test test.pdf

1dlslenll cliiil xie §sy0.pdf

[C] Merge all attachments into one file according to the previous order

29



Electronic Attachments Section

1. Referral of Electronic Attachments to Origin Transaction(s)
o If checked, the electronic attachments from the original transaction will be included in the

referral.
2. Refer Electronic Attachments to this Referral
This option is currently unchecked in the screenshot. Selecting it would allow attachments to be
specifically added to this referral transaction rather than the origin transaction.

3. Title of Attached File
o Afield to enter a title for the attachment you are about to upload.

4. Drag & Drop / Browse Files
o You can drag and drop files here or browse your computer to upload.
o Supported file types: DOC, JPG, JPEG, PNG, PDF, DOCX, XLS, XLSX.

5. Scanner
o Allows scanning documents directly and attaching them electronically.

o

{ar > Control Panel > Refer & Reply Transaction

|_D Electronic Attachments

Referral of Electronic Attachments to Origin Transaction(S)

Title of Attached File

¢} Drag & drop files to import or browse % Scanner

Supported Files DOCJPGPEG.PNG.PDF.DOCX.XLS.XLSX
I_D Transaction Attachments

o | After entering the attachment, you must press (enter)

Add Attachment
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Group Referral

Sidebar — Transactions Management — Group Referral

You can search for all the transactions you need based on the available search criteria. Then, select the
transactions you want to refer by clicking the checkbox to mark them.

1} > Control Panel > Refer Group Transaction

il Search Result 333 2Selected Items —  Select All Refer Transactions [

Registration number : 4/62/157 Transaction Date :10/07/2025 09:33 am = Barcode : 11571447
osguuall Juaed dyyni
From : 4/62 - &g isiul Guloleill 8ilac | To:2/8 - (jlan) Jlodig gylaul pUALI Engu_n
1
Registration number : 5 Transaction Date :14/07/2025 09:28 am — Barcode : 251447 [l]J
U5 2ylg Galel dyyal
From :1/1-deolal yao | To:2/8-(ylan) Jlalg gyladl plbaill EgJ.AiI.D
1
D Registration number : 7 Transaction Date :14/07/2025 10:02 am = Barcode : 271447 [l]J

pleylg couw dyyad

From :1/1-d=olall wao | To:4/62/408 - vaijaill paud /Auigisldl Saloleill Ssloc
click Refer Transactions.

Then fill in the fields: Issued to Unit, Original/Copy, Delivery Method, User and click the Enter button.
A table of units for referral will appear.

1@ > Control Panel » Refer & Reply Transaction

Issued To Unit Original/Copy?
3/17/6 - yokaillg 6agal) dulsl (Jisg /buhiillg ojlocll dus n Image

Export delivery method User

Manual - User m

Department Name Addressed to Original/Copy? Incoming delivery method Actions

1 10/2 - JBaw Ul oyl eg‘all 1020 uol Wy Original l_;g)ij]l

3/17/55 - /nuhalllg éyloell &S

Ayl Sl Jlisd)! Lle puslpl e ‘ Duplicated Original ‘ Manual ‘

Referral of Electronic Attachments to Origin Transaction(S)

Refer Electronic Attachments to this Referral

Next, select the desired option for electronic attachments:

o Referral of Electronic attachments to Origin transaction
o Refer Electronic attachments to this referral

Important Note:
« If you want to send the same attachments that were referred with the transaction to your unit, check the
box Referral of Electronic attachments to Origin transaction
« If you want to replace the attachment referred with the transaction and attach a new file, check the box
Refer Electronic attachments to this referral
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Reply Transactions

You can search for all the transactions you need based on the available search criteria. Then, select the
transactions you want to reply
Registration number : 4/62/1586 Transaction Date :06/01/2026 10:09 am = Barcode : 115861447 'ﬁ 1 @J

dgelos A1 - 490 alud gl - deylio - jgaso ab) - yaunl degaan - jalo dypal
Erom : 4/62/408 - «ujai)| push frigyisiul Guloleill 3stae | To:10106 - puleillg du il 8ljg

revewrcrer @ ] Por @ Lok Transacion )] Folow @ ] nete Tranaction 1| tepy

When clicking Reply Transaction, as shown in the previous image, the following screen appears.

1 > Control Panel » Refer & Reply Transaction

Issued To Unit Original/Copy?

| 4/62/408 - _uyaill puud /igigSIul Olloleill dalac ‘

Duplicated Original

Export delivery method User

User

| Manual - ‘

Department Name Addressed to Original/Copy? Incoming delivery method Actions

4/62/408 - Giulslell oslac

il g sl ul M aas Jlad] rigin Jes -] (]

Referral of Electronic Attachments to Origin Transaction(S)

|:| Refer Electronic Attachments to this Referral

Title of Attached File

Supported Files DOC JPG JPEG.PNG.PDF.DOCK.XLS.XLSX

Fill in the required information:

o Transaction Type: Original / Copy
o Delivery Method
o User Name

2. Click Enter button

o The entry will appear in the table, where it can be customized or deleted.
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3. When clicking Customization, then Add Attachment to Selected L.ist button, the attachment is moved
to the Selected Attachments list at the bottom.

Customization Attachments on Unit

o Department Name 10/2 - 8w U1 8151

Transaction Attachments Actions

Vsl ki i g doc
TR
test test test test test test test test.pdf

Referral Attachments Actions

A No results found

Directing Request Attachments Actions

A No results found

You can also preview the attachment with a watermark or without a watermark, or return it to the
original list. Additionally, all selected attachments can be merged into a single attachment according
to the specified order, noting that the order can be changed using drag and drop, then saved.

Customization Attachments on Unit

Directing Request Attachments Actions

A No resuits found

@ | Toarrange attachments . you can lang press on the item and drag up or down.

Title of Attached File

. Drag & drop files to import or browse. P . Scanner ]
Supported Files DOC,JPGJPEG.PNG PDF.DOCX.XLS.XLSX S

# Selected Attachments Actions

View Without Watermark (g
Back Attachment to its Original List &~
View Without Watermark (g

Back Attachment to its Original List s~

View Without Watermark (g
1aloloall cliil sie §opo.docx
Back Attachment to its Original List &~
View Without Watermark (g

Back Attachment to its Original List s~

test test test test test test test test.pdf

1dlslenll cliiil xie §sy0.pdf

[C] Merge all attachments into one file according to the previous order
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4. Attach required files (if any)
o This will allow you to set the options for referring electronic attachments.

5. Complete the remaining referral details and save to send the response
Fill in the following fields:

IO Referral Data

Required for response?
Follow Up User

No

Deadline To Respond

Follow Up Notes
year/month/day LU Gregorian

Required Action™

D Notes for this referral

Directing Notes

o Response Required: Specify if a response is needed.

e Follow Up User

o Follow Up Notes

e Deadline to Respond

o Notes: Any additional remarks regarding the referral.

e Required Action: The required step or process to be taken.

Then click Save to reply
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Link Transactions

You can search for all the transactions you need based on the available search criteria. Then, select the
transactions you want to Link

2
Registration number : 4/62/1586  Transaction Date :06/01/2026 10:09 am = Barcode : 115861447 v [ﬂ_l

dgclos Wsl - dxo9i aduwl Jly - doylio - jgaoe pb) - o dcgono - Lo dyyad
From : 4/62/408 - L2l puub /dgig islul Guloleil éoloe | To :10106 - puleillg du il 6yljg

Review Ticket POF | History 8 Transaction Time © Link Transaction D m Refer Transaction 7 | Reply

The Link Transaction is used when there are two transactions registered under different numbers but with the
same content or subject, and there is a relationship between them. The system allows linking the transactions
with a specified relationship type: Append , Commentary, or Settlement.

When clicking Link, a search box appears to find the transaction to be linked with the selected one by entering
the Transaction Number and Year.

Year*

1447

Transaction Number”

After searching, the details of the found transaction are displayed, after selecting the desired Relationship
Type, click Link Transaction to complete the linking process.

Link Transaction

B Transaction Details

o Transaction Type Export o Importance
Department Name Unit type Incoming delivery method Addressed to Transaction Type
1 10120 - Slogleoll audig GULAIUI oyl jg External SgHAll Original
2 2/55 - wjbul SULAIYl S0 Internal Manual Image
3 10103 - gyl aill oyljg External Manual Copfy from Original
4 4/62/424 - gguudl il faug paldl Sileledl osloc Internal Manual Copfy from Original
Items per page: 4 1-4/4

Relationship Type™

Append
-
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Track Transactions

You can track a transaction through the Transaction Search screen by searching for the required transaction
using its details. A History option will appear next to the transaction; click it to proceed.

1
Registration number : 2 Transaction Date :13/07/2025 09:31am & Barcode : 221447 @J

EIE Tty

From :9999- gy31dms | To:3/13/325 - pulesl bl /agilusigl palell plubi

The Transaction Tracking screen will appear, displaying details of the transaction movement, such as:
movement type, movement date and time, nature of the movement, delivery method, delivery details,
availability of electronic attachments, performed by, sending entity, receiving entity, whether a response has
been made or not, actions including a Details icon to view full transaction details, a Reason icon, and a
Notes icon, with the ability to print the transaction.

%= Result Count 3

Track Transaction ( )

Movement Movement Date & Movement Delivery Movement

Sending Ent! Recelving Entity Actions
Type Time Nature Method Executor = ty

1| Export Record OQIOTF’ZPU;S 0207 Original wiayisll No "”"“L‘jm‘l““’m‘ A g4 OulaleTl] 3alae f“‘-‘”“*é”‘” ‘:‘Iﬁ%‘“m

10/07/2025 08:03 . o Jaigyisll Cidolelll dslae | /faigyidlul Silololll d3lae "
2 Reference o = Original wigyisll Yes g M, 5 i n_n:u)_iJIOJ . 9““':4];‘“ -les [-]

10/07/2025 10:06 Jauigyisiul Ciloleill dslac PES,
3 Closed 0 = No Ao il Gyl ololaill 63

am il pund
Reason and Notes [&

Items per page: 3 1-3/3
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Follow-up Transactions

You can Follow-up transactions by navigating to:
Home Page — Sidebar — Transaction Management — Transaction Follow-up

where the available actions for following up on the transaction will be displayed.

Registration number: 4/62/289 Referral date :02/11/2025 10:42 am & Barcode : 12891447
byl Lo deylioll dyynld
From : 4/62/424 - gguuill cuyjaill figig isiul Gulolelll datae | To:2/8-(jlan) Jlallg @ loul pUALI pgpuie

Follow Up User : MOHAMMED SULAIMAN A ALMOGBEL | Follow Up Status : Under Follow-up

History
The transaction movement is displayed as shown in the previous example, with the ability to view detailed

information for each action by clicking the Details option within the actions.

Follow-up Officers
The subject name, entity name, and the names of the follow-up officers in the entity are displayed.

Tracking Users ( )

@ subject Siljledl

Tracking Users

Unit Name

. Wl (oo glogl 35y syl £ljs 240 il
- Ll . N -
1 1-deo e - testemployeel4 “= @ FMPTest0O11

2 2/55 - a0l SULAGUI j540 2 vl 2o glaslu iy ;m’slu-udl-\ac;u
- @ testemployeeld @ appvicerector01

Tracking Notes

42



The current status of the transaction and its creation details are displayed, with the ability to add new follow-up
notes and view the existing follow-up notes recorded on the transaction.

Tracking Notes
o Subject Slylednl o Created By testemployee15
o Status Under Follow-up o Created Date 07/01/2026 =

@ Add Tracking Notes

Notes™

7

@ Current Tracking Notes

# Notes Created Date Created By Actions

1 Testing note 07/01/2026 = testemployeel5

wx n »  o»»
Close X

ReAssign Tracker
The Follow-up Administrator may change the assigned Follow-up Officer for a transaction that has already
been assigned during the creation of the transaction.

Reassign Tracker

@ subject VLUl b dolinll &jai

Select new tracker name™ B
Reassign Tracker X

Tracking Finish Option (Follow-up Officer Screen)

Registration number: 4/62/288 Referral date :02/11/2025 09:42 am = Barcode : 12881447

Jalo Ouloleall deylio dgnd
From : 4/62/424 - §gauid| wujaill fagig &)l Suloleill 63lae | To:2/55 - dyylaul SuLadYl jSs0

Follow Up User : testemployeel5 | Follow Up Status : Under Follow-up

[reemm & corinamn 2 L s &

The Follow-up Officer is provided with an Tracking Finish option, which indicates that the follow-up process
for the transaction has been completed by this officer. Once this option is selected, the request status is
classified as Followed.

The Follow-up Administrator retains the ability to add or change the Follow-up Officer for this transaction.
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Tracking Close Option (Follow-up Administrator Screen)

Registration number: 4/62/289 Referral date :02/11/2025 10:42 am 2 Barcode : 12891447

Wbyl Lo deslioll i
From : 4/62/424 - sgaui)l «ujalll fiuig i)l Sulololll dalae | E:ZJ'B—UI.\.D)L_JLnJIg@JIJJJIpLﬁ.iJIEQJJL.D
Follow Up User : MOHAMMED SULAIMAN A ALMOGBEL | Follow Up Status : Under Follow-up

| Tracking Close & | ReAssign Tracker 2, Tracking Notes [y Follow Up Officials 2= History 2

The Follow-up Administrator is provided with a Tracking Close option, which indicates that the follow-up
process for the transaction has been officially closed by the responsible authority. Once this option is selected,
the request status is classified as Close Follow-up.

After closing the follow-up, the administrator is no longer able to add or change the Follow-up Officer for this
transaction.

Request Status

J Under Follow-up [
Followed I

Close Follow-up
|
Assignment of the Follow-up Officer

The Follow-up User is assigned during the creation and registration of a General Outbound Recording and
Recording or a General Inbound Recording and Recording through this section. The assigned Follow-up
Officer can later be modified by the Follow-up Administrator if required.

Follow Up User B Follow Up Notes

Deadline To Respond

year/month/day LUyl Gregorian
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Delegation Management

This feature allows the user to delegate another person to perform specific tasks on their behalf, granting them
the necessary permissions to carry out those tasks within the system.

From the main screen, navigate to:
Username (top right of the screen) — Delegation Management

This screen displays a list of all delegations created by the user.

1@ > Control Panel > Delegations

Delegations for :
il View Result 3 Add Delegation +

Delegation From User Delegation To User Start Date End Date Status Actions
1 testemployeels leavetest005 261112025 = 311272025 = effective
2 ‘ testemployeels ‘ Hani Abdullah ALnefaie ‘ 271172025 = ‘ 311272025 = ‘ effective ‘
3 ‘ testemployeels ‘ rsaf ‘ 251272025 = ‘ 06/05/2026 = ‘ effective ‘

Through this screen, the user can add a new delegation, edit an existing delegation, or delete a delegation that is
no longer required. The screen also allows the user to track the status of each delegation and its validity period.

Edit Delegation

Edit Delegation

Delegation From User
testemployeel5
Delegation To User

leavetest005

Start Date

26/11/2025 Iyl Gregorian

End Date

=]

31/12/2025 Gyl Gregoria

Active

Save [3)
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Add Delegation

This window enables the user to create a new delegation and grant another person the authority to perform
specific tasks on their behalf for a defined period. The required fields must be completed and the data saved to
activate the delegation.

Add Delegation

Delegation From User

Delegation To User”

Start Date

Start Date Gyl Gregorian
End Date

End Date Glilyl Gregorian
|:| Active

Save [E)

¢ Delegation from User: This field is automatically filled by the system and refers to the current user who is
creating the delegation.

¢ Delegation To: The person who will be granted the delegation to perform the assigned tasks.

o Start Date: Specifies the start date of the delegation’s validity. It can be entered using either the Hijri or
Gregorian calendar.

¢ End Date: Specifies the end date of the delegation’s validity. It can be entered using either the Hijri or
Gregorian calendar.

¢ Active (checkbox): When this option is enabled, the delegation becomes active immediately after saving,
allowing the delegated person to perform the tasks within the specified period.
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Accept Delegation

When logging in to the system, if there are any tasks or permissions delegated to you by other users, the
Delegation Management screen will appear automatically

This screen displays a list of users who have delegated their tasks to you, along with the delegation start and end
dates.

How to Accept a Delegation:
1. From the displayed list of delegations, click the Select button next to the name of the delegator you wish
to work on behalf of.
2. Once the delegation is selected, it becomes active immediately. Your name will appear at the top right of

the page followed by the phrase “Delegated to” and the delegator’s name, indicating that you are
currently working with the permissions of the user who delegated the tasks to you.

ﬁ testemployeelSDelegated tc Bakr Suleiman Marji Al-Harbi ~,
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Routing Requests

Home Page — Sidebar — Redirection — Routing Requests

Search for a Direction Request:
You can search for a specific direction request using the following fields:

e Request Status

e Directed To

e Transaction Number
e Subject

e From/To

e Incoming Entity

o Created By

After selecting the required criteria, click Search to display the results, or Clear to reset the fields.

> Control Panel » Directing Requests

Directing Requests

Request Status

To Addressed
Directing request status - done N
Subject Transaction Number
From To

year/month/day OGN Gregorian year/month/day LI Gregorian

Issued From Unit Actual Created By

il Search Result 55 Create New Directing Request Without Transaction +

Registration number : ... Transaction Date : Barcode : ...

Ulgpidl a2gi

From:... ... To:u. ..

Request Date : 2025/12/30 02:03 PM Issued From : Bakr Suleiman Marji Al-Harbi

Replay Date : 202512/30 02:08 PM  Assigned To : y Request Status : (i Ty

@ Request Attachments QO v B Request Result o v

(O] |

0



Create a New Redirection Request:

You can create a new request by clicking Create New Direction Request (Without Transaction), then filling
in the following fields:

e Subject

e Ask for guidance from
e Attached File Title

« Notes

[@ » Control Panel » Directing Requests » Request a New Route Without a Transaction

Create Mew Directing Request Without Transaction

o | In Guidance Requests, only PDF files are allowed

Sublect™ Mgk for Guldance From™

Direction Reqg auudll aase il ool - YASSER MUTLAB M ALNAFISAH B

Title of Atatched File

n Drag & drop files to import or browse &9  Scanner

Supported Files PDF

& Attachments Actions

Notes

A

Submit Guidance Request >

Then, submit the direction request.

You can also send a direction request by searching for transactions or selecting the required transaction. The
“Directing Request” option will then appear.

2
Registration number : 4/62/1586  Referral date :06/01/2026 01:31pm =  Barcode : 115861447 B a0 a [ |

@ o VbI-angi aulud Ly - deylio - j9250 ady - gl degano - j3lo dypad
From : 4/62/408 - wuyyaidl gaud /fisigisul Guoleil Sstac | To : 4/62/408 - wu jall auusd /iuig sis) | Oiloledl 8ilac

[oramgenes 1]

Fill in the required information as in the Direction Request Without Transaction, then click Save to send the
request.

You may also reply the directed transaction by following the forwarding steps on page 17,
or close it by clicking Close, selecting one of the three available closing reasons, entering the notes, and then
closing the transaction.



Directing Approval Requests

Through the transaction search, you can access transactions that have a direction request, where they appear in
the following format.

1
Registration number : 2/55/1563 Transaction Date :01/01/2026 02:06 pm = Barcode : 115691447 g j:( @] -
. . . R - . There is a Redirection request
Slasl) dasgill 200 dd o regarding this iransaction

From : 2/55 - iy ylagl SULASH jSpo | To: /55 - &yl &0lad Ul jSio

orirs s G

Or by navigating to:
Home Page — Sidebar — Routing Requests — Direction Request Approval

You can search for a specific direction request to approve it, or filter and view all new direction requests.

il Search Result 19

1 Registration number : /621587 Transaction Date :06/01/2026 10:09 am = @

s jaluo g pad

From : 4/62/408 wujaill puud /g sl Siloleill dalac To:2/55 il Sulail S

lssued From : OMAR A. O. BAWAZIR

Motes : ...

Order Date :01/072026 02:21 pm —

Ol gl aized vl

Issued From : testemployeels

Motes : wlbdl e syl
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When clicking on the required direction request, the approval request details are displayed, with the option to
include the direction form along with the attached file.

@ > Control Panel > Directing Approval Requests > Directing Approval Request Details

Approval Request Details

Creation Date :1447-712 02:21 pm =

bl gl di2gi clb
Issued From : ...

Notes : caliall (e syl

| Include Directing Form |

[ ] > > -~ A B

g ol B

King Saud University gl

" &0 o

There are several actions a user can perform on the file:

1. Add a Signature or Stamp: Choose from the signatures that have been created and saved in the user
account settings.

o)

/

Intail

_P

pub sign
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2. Add a Saved Note: Insert and edit notes that have been saved in the user account settings.

L CLLLL_IJZIQJJJIEAJ_QJLJUDJ o

- BPL

* 7 opb

* testd

3. Add a Comment : Add a comment with the option to include it in the list of favorite notes.

Comment Text

D Add to Favorite Explanations

S X3
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Export Letters

The user can create, send and approve outgoing letters from the routing sidebar and then select
outgoing letters. With the ability to search for a specific letter using any of the following
information: letter type, letter status, letter destination or date.

Export Letters

||

Latter Typa Latter Status

- Select -- - Select --
Issuing Entity a
From To
year/month/day AH m year/month/day AH m

=0 X

iii Search Result 1 Create Export Letter +

Subject : gl

Request Date : 05/04/2026 01:46 pm = Request Status - (ad
Letter Type : Internal Letter Issued From : Bakr Suleiman Marji Al-Harbi lssuing Entity : Ggwueill Liall acal fuigpisdl Saloledll éalac
Motes :

@& Additional Attachment 9 « B Approved Results 0 «

e Create an Export letter (administrative decision):

The user can create an export letter by clicking on Create Export Letter as in the
image above Then specify the type of letter (administrative decision, internal letter,
external letter, proposal, circular, pre-prepared letter) Related transaction number,
if any, letter type, issuing entity, subject of letter, attach supporting letter.
Then save

Create Export Letter

[ Select Export Letter Type

Latter Typa™
Related Transaction Number
Administrative Decision -

Issuing Entity™ Subject®

4!52!419—8113_';_&@ auilinll Sloasdl fag sl Sdele ] salae About Employee

MNotes

‘\

Attachment Name

- Drag & drop files to import or - Scanner

browse

Supported Files PDF



After saving, the process of completing the letter data will begin

1. Basic data of the Letter

Basic Data of the Letter

Enter Basic data for the transaction

®
Owners Data

Maln Departmant™
Eing Saud Uni
Canfigantiaity™
Secret

Urgant™

Mot urgent
Departmant Managar™

Baker

Workflow Progress

Step 1of 4

Letter content data

Sub Dapartmant
ETC

Impartance™
Mormal

Departmant®

IT Support

Send letter

2. Transaction Owners data Fill in their data and then click Save to add them to the table

Workflow Progress

Step 2of 4

| (o

Basic Data of the Letter Owners Data
Enter basic data for the transaction Select ransact
Nama*
Mohammed

Departmant™
IT
D Numasr®

1000

Eight

Mame Record 1D Department

Job Title

3% '

s
Letter content data

Aecord 1D

mnmmm

Job Tise®

Employee

Job Tiee*
Manager
Aank Number’ -
&
1D Number Job Title

“ Mo results found

Send letter

Rank Number

Actions




3. The transaction owner's data will appear as follows, with the possibility of Edit or
Delete:

EEL Y
Step 2afd

ed (o | - s
Basic Data of the Letter Owners Data Letter content data Send letter

Enter basic data for the transaction Select ransaction cwners Wirite letter content

i

Record ID Department Job Title 1D Number Job Title Rank Mumber Actions
Edit #
Mohammed MMM IT Employes 1000 Manager Eight g

4. Letter Content Data First select The Letter content type (Copies, Decision rationale,
decision text, decision notification) then write the textual content of each option and add

it to the contents of the letter.

Latter Content Type™

Copies

Text Content

I
[
]
Il
i

i=  Heading -~ A

¢
1

B I u

Type Here. .

[] startson anew page

Add to Letter Contents -+

Decision Motification

Content Starts on a new page Actions

1 Press to Display Content Mo Edit #

Decision Text

Content Starts on a new page Actions

1 Press to Display Content Mo Edit I
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5. Sending the letter to the concerned parties, the name of the employee to whom the letter
Is attributed is determined, the notes are written, and then the letter is sent

‘Workflow Progress

Stepd ofd
Basic Data of the Letter Owners Data Letter content data
Enter basic data for th

Assignad Ta* Action Motes™

- Bakr ’ To take action

Send letter

Send lette

‘

4

Letter Preview [8] I Send letter B

e Approval of an Export letter:

The user can approve an outgoing letter from the routing sidebar and then select Outgoing
Letters. The sent letter appears in the previous step, in the case of "Sent for approval”, with the
ability to preview the letter, return it for editing, approve it, or track the progress

m Search Result 32 Create Export Letter +

Subject : About Employee
Request Date : 06/0:4/2026 01:20 pm & Request Status -

Letter Type : Administrative Decision lssued From : Bakr Suleiman Marji Al-Harbi

Issuing Entity : goisally dualindl Sloasdl /g sl ileledll dalac

Motes : To take action

& Additional Attachment [ o JIRVS B Approved Results QO v

NOTE: we will explain Return on Page 43

When you click on Approve, the details appear as in the following image ...



1@’ » Control Panel > Export Letters » Approval Export Letter

Approval Request Details

Request Date : 1447-5hw-18 01:20 pm &
Letter Type : Administrative Decision Issued From : Bakr Suleiman Marji Al-Harbi Issuing Entity : poisadlg duiinll Sleasd) /deig ds)yl Saloleill dilac

Motes : Mo Value

= View Merged File

- = Y
e genPlalfiouy =
................. + o gl , ﬁ.,ug;_uuml ;ﬁml
Lt e il ageaadlloll PE
o rolds el King.’SEarLEl:d'Uni

About Employee

INESERERNT Jaul Mohammed ey
1000 B i il e gl

The user can choose the appropriate action (Approval Export Letter, Assign Export Letter)

Eelact Appropriata Action

Approve Export Letter -

Approve Export Letter

Aszsign Export Letter

Submit Approval Request 2=

Write approval notes and then submit the request.

Subject : About Employee

Request Date : 06/04/2026 01:20 pm = Request Status :
Letter Type : Administrative Decision lsgued From : Bakr Suleiman Marji Al-Harbi

Issuing Entity : goisally dudindl Siloasdl MAsig isldl Sulsloi)l aloc

Motes : Approved Eng Elian

Additional Attachment o “ B Approved Results o -
pegsation Peticports B9 ] Bvecting ecpst watout Tessacon [

The letter will then appear on the sender’s screen under the status: Approved
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With possibility of Preview the letter , track History ,Registration Public Exports , Directing
Request Without Transaction or Close it.

Resend Notes®

4

R ... x|

When click Return to return the export letter for modification the return notes will appear to
resend the export letter for modification, as in the following image

Subject : Moibaei

Request Date : T/10/1447 09:13am = Request Status : (i)

Letter Type : Internal Letter lssued From : Bakr Suleiman Marji Al-Harbi Issuing Entity : dooladl wao

Motes : cuaiall Jaoil

The letter then appears in the export letters as Referred for Modification
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e Create an Export letter (Internal Letter):

The user can create an export letter by clicking on Create Export Letter as in the image above
Then specify the type of letter (administrative decision, internal letter, external letter,
proposal, circular, pre-prepared letter) Related transaction number, if any, letter type,
Issuing entity, subject of letter, attach supporting letter.

Then save

Create Export Letter

=r Typa "

Related Transaction Number

Internal Letter - a

ssuing Entlty® Subjact®
4/62/419 - E_A.i_';.mlg aplindl Sloasdl fAug st ul Sleledl saloe About Employee

Notes

|0 Supporting Letter

Attachment Name

Drag & drop files to import or a Scanner
browse

Supported Files POF

After saving, the process of completing the letter data will begin
1. Basic data of the Letter
‘Workflow Progress
0%
Steplof 4
®
Basic Data of the Letter Owners Data L tent data 5 lett:
Enter basic data for the transaction
v
Main Department® Sub Department
King Saud Uni ETC
Canfidentiality v Importance
Secret Normal
Urgant* Departmen
Not urgent IT Support
Department Manager* Directed Ta™
Mohammed Ebtesam
Greating Type*
May Allah protect him



2. Transaction Owners data Fill in their data and then click Save to add them to the table will
appear as follows, with the possibility of Edit or Delete:

Workflow Progress
3%

Step2ofd
® e (o o - s
Basic Data of the Letter Owners Data Letter content data Send letter
Enter basic data for the transaction Select ransaction owners Write letter content
.

Record ID Department Job Title 1D Humber Job Title Rank Mumber Actions
Edit #
Mohammed Mmmm IT Employee 1000 Manager Eight g

3. Letter Content Data First select The Letter content type (Copies, Decision rationale,
decision text, decision notification) then write the textual content of each option and add it to

the contents of the letter

Latter Content Type™

Copies

Text Content

BE I U & = = Heading -~ A &

Type Here. .

[] startson anew page

Add to Letter Contents -+

Decision Motification

Content Starts on a new page Actions

1 Press to Display Content Mo Edit #

Decision Text

Content Starts on a new page Actions

1 Press to Display Content Mo Edit I
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4. Sending the letter to the concerned parties, the name of the employee to whom the letter
Is attributed is determined, the notes are written, and then the letter is sent

Workflow Progress
Stepdofd
Owners Data F Letter content data F
Select ransaction owners Write letter content
mction Notes”™

- Bakr ’ To take action

=

Basic Data of the Letter

[; 3 for the transaction

Send letter ‘

.

Letter Preview [& Send letter e

e Create an Export letter (External Letter):

The user can create an export letter by clicking on Create Export Letter as in the image above
Then specify the type of letter (administrative decision, internal letter, external letter,

proposal, circular, pre-prepared letter) Related transaction number, if any, letter type,
Issuing entity, subject of letter, attach supporting letter.

Then save
Create Export Letter
e Related Transaction Number
External Letter - a
ssuing Entlty ™

Subject™

4/62/419 - g.m'.';nJIg aplindl Sloasdl Mgyl Suloledl daloc About Employee

Motes

|0 Supporting Letter

Attachment Name

Drag & drop files to import or a Scanner

browse

Supparted Files POF

After saving, the process of completing the letter data will begin
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1. Basic data of the Letter

Workflow Progress
Steplof 4

(@ =
Basic Data of the Letter Owners Data Letter content data Send letter

0%

Enter basic data for the transaction

h
Main Department™ Sub Department
King Saud Uni ETC
Confidentiality™ importance”
Secret - Normal
Urgent* Department*
Not urgent - IT Support
Department Manager® Directed To™®
Mohammed Ebtesam
Greeting Type® External Organizatian
May Allah take care of him - Riyadh Valley Company

2. Transaction Owners data Fill in their data and then click Save to add them to the table will
appear as follows, with the possibility of Edit or Delete:

Workflow Progress BQ

Step2of 4
e (o | - -
Basic Data of the Letter Owners Data Letter content data Send letter
Enter basic data for the transaction Selech Mansaclion owners Wirite letter content
.

Department Job Title Job Title Rank Number Actions

Edit #

cire

Mohammed 11mMmnIm IT Employes 1000 Mamager Eight 8
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3. Letter Content Data First select The Letter content type (Copies, Decision rationale,
decision text, decision notification) then write the textual content of each option and add it to

the contents of the letter

Latter Content Type™

Copies

Text Content

|&
L[]
(1]
[l
[l

B Ir U S = = Heading ~ A

Type Here...

[[] starts an a new page

Add to Letter Contents -

Decision Motification

Content Starts on a new page

1 Press to Display Content No Edit # @

Decision Text

Content Starts on a new page Actions

1 Press to Display Contant Ho Edit # @

4. Sending the letter to the concerned parties, the name of the employee to whom the letter is
attributed is determined, the notes are written, and then the letter is sent

Workflow Progress
Stepdofd

I ™ i
Basic Data of the Letter Owners Data Letter content data Send letter
Enter basic data for the transaction Select MANSAClion Kwners rile lEtier Cof Send letter 1o recip
Assigned To* Action Motes™

- Bakr . To take action

Letter Preview [&] Send letter g
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e Create an Export letter (Proposal):

The user can create an export letter by clicking on Create Export Letter as in the image above
Then specify the type of letter (administrative decision, internal letter, external letter,
proposal, circular, pre-prepared letter) Related transaction number, if any, letter type,
Issuing entity, subject of letter, attach supporting letter.

Then save
Create Export Letter

Related Transaction Number

Proposal - a

ssuing Entlty™ Subject™
4f52,’419—8_m_';_nJlg Aaplidl Silleas])l faugyisldl e leill dalac About Employee

Motes

|0 Supporting Letter

Attachment Mame

Drag & drop files to import or a Scanner
browse

Supported Files POF

After saving, the process of completing the letter data will begin
1. Basic data of the Letter

® %

Enter basic data for the l‘c'\m(‘,\vu‘

Nnt-urgent IT Support

‘Ma‘y AI;ah protect him



2. Transaction Owners data Fill in their data and then click Save to add them to the table will
appear as follows, with the possibility of Edit or Delete:

Workflow Progress gzh

Steplofd

Basic Data of the Letter Owners Data Letter content data Send letter

e (o mF ; i

Enter basic data for the transaction Select transad| Write letter content

Tion owner

Record 1D Department Job Title 10 Humber Job Title Rank Number Actions
Edit #
Mohammed mImmm IT Employes 1000 Manager Eight ]

e ren

3. Letter Content Data First select The Letter content type (Paragraph, Copies) then write the
textual content of each option and add it to the contents of the letter

Copies

Text Content
B I US =i Headng -~ A & = = = =

Type Here...

[] starts on anew page

Add to Letter Contents +

| Copies (Images)

Content Starts on a new page Actions

1 Press to Display Content No Edit #

Content Starts on a new page Actions

1 Press to Display Content No Edit /
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4. Sending the letter to the concerned parties, the name of the employee to whom the letter is
attributed is determined, the notes are written, and then the letter is sent

Workflow Progress
Stepdofd

Letter content data
Write letter content

Owners Data }7
Select ransaclion owners
Action Motes™

- Bakr ’ To take action

Send letter ‘

Basic Data of the Letter

Enter Basic data l'or the transaction

w

Azzignad Ta

Letter Preview [8] Send letter g

e Create an Export letter (Circular):

The user can create an export letter by clicking on Create Export Letter as in the image above
Then specify the type of letter (administrative decision, internal letter, external letter,
proposal, circular, pre-prepared letter) Related transaction number, if any, letter type,

Issuing entity, subject of letter, attach supporting letter.
Then save

rrrrrrrrrr

Related Transaction Number
Circular

4/62/419 - gainallg dnllinll Sloadll figig i1l Culslell silac About Employee

Notes

10 Supporting Letter

Attachment Name

% Drag & drop files to import or browse == Scanner

Supported Files PDF

Save Changes (&



1. Basic data of the Letter

o)
Basic Data of the Letter Owners Data

Letter content data Send letter
Enter basic data for the transaction
h 4

Main Department* Sub Department

Deanship of Student Affairs Activities Unit

Confidentialit v Importance’

Secret - Normal

Urgent® Department*

Not urgent - Unit

Department Manager *

Dr. Ali University Departments

2. Transaction Owners data Fill in their data and then click Save to add them to the table will
appear as follows, with the possibility of Edit or Delete:

® I3% '
Step2ofd

© e (o o - s
Basic Data of the Letter Owners Data Letter content data Send letter
Enter basic data for the transaction Select ransaction owners Write letter content

. i

Record ID Department Job Title 1D Number Job Title Rank Mumber Actions

Edit #

e ©

3. Letter Content Data First select The Letter content type (Paragraph, Copies) then write the
textual content of each option and add it to the contents of the letter

Mohammed M IT Employes 1000 Manager Eight i

Letter Content Type*

Copies
Text Content

B I U S == Headng ~ A & = = = =

Type Here.
D Starts on a new page
Add to Letter Contents +
| Coples (Images)

# Content Starts on a new page Actions

1 Press to Display Content No Edit @

| Paragraph

# Content Starts on a new page Actions

1 Press to Display Content Neo Edit




4. Sending the letter to the concerned parties, the name of the employee to whom the letter is
attributed is determined, the notes are written, and then the letter is sent

Workflow Progress
Stepdofd

Letter content data
Write letter content

Owners Data F

Basic Data of the Letter

Enter basic data fer the transaction

Send letter

W

assignad Ta™ acticn Notes”

- Bakr : To take action

Letter Preview [ Send letter e

e Create an Export letter (Pre-pared):

The user can create an export letter by clicking on Create Export Letter as in the image above
Then specify the type of letter (administrative decision, internal letter, external letter,
proposal, circular, pre-prepared letter) Related transaction number, if any, letter type,
Issuing entity, subject of letter, assigned to, attach supporting letter and prepared letter.

Then save

Prepared Letter
9 Assigned To*
4/62/423 - §gauill Liall acall /g ia)ul uloleill dylac Sl (240 gloakus g4 - Bakr Suleiman Marji Al-Harbi
Subject®
Notes

About previous Letter

%
|0 Supporting Letter |0 Attach Pre-prepared Letter
Attachment Name Attachment Name

') Drag & drop files ta import or browse & Scanner ' Drag & drop files to import or browse 4 Scanner

Supported Files PDF Supported Files PDF



Create an Export letter with Related Transaction Number

The user can create a letter using the transaction number by clicking on “Get Related
Transaction” icon.
i » Control Panel » Exportletters » Create Export Letter

Create Export Letter

B Select Export Letter Type

Lattar Typa™
Related Transaction Number

a Subject”™

- Select -

Issuing Entit\-"t

Notes

Attachment Name

Supported Files POF

Then, search for the transaction using the Year and Registration Number. Select the
transaction and click “Select Selected”

Registration

Receiver Unit
Number

Ministry of Planning and Administrative Communications
Economy Center

107 ausjls dloloen dipd

Select Selected «

After saving, the process of completing the letter details will begin, similar to previous letters:

1. Basic letter information

2. Transaction parties’ details

3. Letter content details

4. Sending the letter to the concerned parties
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After sending, the letter will appear in the recipient’s screen with the status: “Sent for
Approval.”

Subject -

Request Date : 22/01/2026 09:34 am = Request Status :
Letter Type : Administrative Decision lesued From @ ANAS lssuing Entity : University Director
Notes : 2

Additional Attachment [ 0 I B Approved Results [ 0 JE
==

At this stage, the recipient can perform several actions:

1. Preview the letter

2. Return the letter for modification
3. Approve / Assign the letter

4. Track the letter procedures
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Files Merging

The system provides a feature to merge transaction-related files into a single document,
ensuring that the transaction reaches the responsible party in an organized and formatted
manner without the need for manual sorting, thereby reducing the need for printing.

This feature is available within:

. Transaction Forwarding
. Transactions reply

Customization Attachments on Unit

# Directing Request Attachments Actions

A Mo results found

o | To arrange attachments | you can long press on the itern and drag up or down

Title of Attached File

. Drag & drop files to import or browse . Scanner

Supported Files DOC |PGJPEG.PNG.PDF.DOCK XLS XLSX

Selected Attachments Actions

View Without Watermark (&

Back Attachment to its Original List e~

View View Without Watermark (@

1 dmal dllsl Géygo. docx Added

2 1dloleall cliul aic §ojpo.docx Added
Back Attachment to its Original List =~

|:| Merge all attachments into one file according to the previous order

-

Save

Users can:

1. Select the attachments to be merged.

2. Reorder them using drag and drop.

3. Merge them into a single file according to the specified order.
4. Save the merged attachment and send it with the transaction.

This feature can be accessed from the Forwarding or Responding to Transactions screens
when assigning attachments to the recipient.
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Units Folders
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Units Folders

A user with Entity Administrator privileges can access Entity Folders Management via:
Home Page — Sidebar — System Management — Entities Folders

From this screen, the user can add a new folder, edit an existing folder, or delete a folder.

@ > Control Panel > Manage Unit Folders

i View Result 33

Unit folders that you have ‘Entity Administrator’ privileges on

Add Folder +

Folder Name Unit Name Actions
1 dealall i Oiloleo aunell /g E8I Ul Glloleill dslac
2 clas Ul (50 pan Olloles gaianllg duuhnll Gloasl| /g ASIul Ouloleill Gilac
3 puolal (a0} Jlallg gLl pUALI ggpitn
4 a3 iy 3ylgll g fa a0l SULe5 LI S0
5 agig pislul Sukololll Bylsl a4ig syl Oulolalll salac
6 Al gl ayladl ULl jSu0
7 ayglaul ggduidl ayladl ULl jSu0
8 ylglt ayyladl ULl jSu0
9 R ayyladl ULl jSu0

To add a folder:

« Click the Add Folder icon.
« Enter the folder name.
« Select the entity to which this folder belongs.

Folder Name*

Elian Folder
Select Unit®

4/62/419 - gaiaallg dullinl Gloadl /g syl Giloleill 6ilac

Save
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Account Settings
You can access Account Settings in two ways:
« From the top-right of the main screen:
Click on the user name, and a services menu will appear containing:

o Delegation Management
o Account Settings
o Change Language
o Logout

« From the sidebar in the dashboard:
System Admin — Account Settings

Through Account Settings, you can:
« View the user’s personal information, including: Name, Username, Employee Number,

Email address, Job Description, and Department.
. Set the default exporting unit by searching for the name and then clicking Save.

i) > Control Panel > Account Settings

2 Personal Information
e

@ nam Bakr Suleiman Marji Al-Harbi @ username testemployeeld
@ Employee Number 777734951 @ email testemployeel4@KSU.EDU.SA
@ 100 Description Sa92uw jliol Lio @ Department aduinill dubll pglell als
|0 Default Export Unit
Default Export Unit* B

Department Code

4/62 Ggig sl Crulolell dalas

e Attach multiple user signature options: including Annotation, Signature, and pub
Signature, to enable easy use within transactions.

® Intail (] @ sign [ ]

. Drag & drop files to import or browse - Drag & drop files to import or browse

Supparted Files image/png. image/jpg. image/jpeq. image/gif Files image/jpo. i image/gif
# File Name Actions # File Name Actions
1 Intail 1 Sign View @
@ pub sign []

. Drag & drop files to import or browse

Supported Files image/png. image/jpa, image/jpeq, image/aif

,
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e Add user notes: multiple notes can be added for the user, with the ability to edit, delete,

or reorder them

|0} User Explanations Add Explanation +

Text

1dyyad

sl ugjail el gai

w9 24221 aloicl

My Note for the second transaction

Actions
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Edit Secret




Edit Secret

The user can modify the degree of confidentiality of the transaction only when the transaction is
referred, through the "Edit Secret" field that appears in Referral screen.

Available degrees of confidentiality include:

« Not Secret
o Secret
« Top Secret

The current degree of confidentiality is clearly marked within the list

|0 Referral Units

Original/Copy?
ssued To Unit
a Qriginal
y method Edit Secret

Manual Not secret (This type current confidentiality)

Note: The Edit Confidentiality feature is a privilege granted by the system administrator. If
you do not see this option, please contact System Admin to activate the validity.
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Direct Tasks

The Direct Tasks feature is used to send tasks from the iPad directly to the employee, as these
tasks appear within the system So that the employee can view it and take appropriate action.
Direct tasks can be accessed through: Redirection > Direct Tasks

Tasks are divided into:
« New Tasks
o Closed Tasks

@ > Control Panel > Direct Tasks

B8 New m @ Closed n
= Gloguls gai aksile DT
« Send From : Bakr S i @8 Posting Date : 01/12/2025 Corresponding To 10/6/1447 i
B @ 01:50 PM
<A Send From : Bakr S i @8 Posting Date : 01/12/2025 Corresponding To 10/6/1447
B e @ 0151 PM
A Send From : Bakr S ) &5 Posting Date : 01/12/2025 Corresponding To 10/6/1447

When you open the task, its details appear with the ability to view/print its attachments,
and the Closing Notes field is also available for writing notes when you close the task.

New Task Details Back >
@ send From Bakr ¢ @ rosting Date Monday, 01/12/2025 01:51 PM =
@ notes alis o
PDF file.pdf
Notes Closed™
P



Install the Application

R



Install the Application

Desktop Computer — Google Chrome Browser

Open Dewan Plus System using the provided link.

The install icon ( +) will appear in the address bar at the top (right side).
Click the install icon, then click “Install” in the pop-up window.

The application will appear on your desktop, and you can open it directly.

el NS

Alternative Method:
5. Click the ( ) icon at the top-left of the browser.
6. Then select Cast, Save, and Share — Install Page as App.

hse_type=code8istate=9AMMjocu ope=op... ©a ¥ ® I}

i @ Found 15 compromised passwords

New tab Ctrd+T
MNew window Ctrl+N

MNew Incognito window Ctrl+Shift+N

Elian Signed in

Passwords and autofill
History

Downloads
Bookmarks and lists
Tab groups
Extensions

Delete browsing data...
Zoom

Print... Ctri+P
o Search this tab with Google Lens
n Save page as... Ctrl+S

Translate... n

[ Install page as app... Find and edit
[§ Create shortcut... Cast, save, and share

More tools

Copy link Help
Send to your devices Settings

Create QR Code
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Desktop Computer — Microsoft Edge Browser

. Open Dewan Plus System using the provided link.
. Click the (---) icon at the top-right of the browser.
. Then select More Tools > Apps > Install this site as an App

“» set Edge as your default browser

[ New tab

@

New window

New InPrivate window

Zoom

D

Favorites

@ w

History
Save page as

0

Tab groups

Cast media to device
Mesarnmlandes

Apps ] Install this site as an app

Performance )
View apps

Shopping

Delete browsing data
Collections

Print
Read aloud

Translate
Drop

Split screen

Name window...
s 1 Screenshot

Pin to taskbar Find on page n

Pin to Start More tools

Launch taskbar pinning wizard
Settings

Launch search bar

Help and feedback
Browser task manager

Close Microsoft Edge
Developer tools




e Android — Google Chrome Browser

1. Open Dewan Plus System using the link in the browser.
2. A prompt will appear at the bottom of the screen: “Add Dewan Plus to Home Screen.”
3. Click “Install”, and the application will appear on your phone’s home screen.

If the prompt does not appear:

1. Tap the menu (:) at the top of the browser.
2. Select “Add to Home Screen” or “Install App.”

e Android / 10S — Microsoft Edge Browser

1. Open Dewan Plus System using the link in the browser.

2. Tap the menu (=) at the bottom of the screen.
3. Tap “Add to Phone.”
4. A confirmation window will appear—tap “Install.”

If the prompt does not appear:

1. Tap the menu (=), then scroll down through the options.
2. Look for “Add to Home Screen.”

Note: On iOS devices, Microsoft Edge uses the Safari (WebKit) engine internally, so
installation works the same way.

e |OS - Safari Browser

1. Open Dewan Plus System using the link in the browser.
2. Tap the Share icon (square with an upward arrow) at the bottom of the screen.
3. Scroll down and select “Add to Home Screen,” then tap “Add.”

Note: On iOS devices, you must use Safari to install the application.
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