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Introduction to Agent Portal features and functionalities

Register from\Web to Lead Form
Confirm registered agent email address

Agent Portal settings
Change Username and Password

Location Settings
Notifications and Announcements

Viewing Company Information
Company Information after approval of New Registration

View Services and Fees
Raising a Service Request
View status of service request
Search for a service request
View pendingctions

Email Notifications
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Please fill in below information

e N Access Registration form

First Name Paul

LastName  |Scott Complete Information required and click on Submit
Email rayana.murthy@nsigulf.com b Utto n.

Phone  |0528260108

Mobile D2 Agent code entered must be a valid agent code in
Description | New incorporation of the RAKICC to createa customer portal login.

company Jones Senvices

Company Jones Senvices

Note: Registration Form could be accessed once it is
City  [Ras Al Kahimah uploaded in the website.

State/Province Ras Al Khaimah

‘ Agent Code: RAK_Agent_001]
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After Agent submits the form, registration email will be sent to the email address mentioned in the form.

RAKICC <bilal_ nazir@nsigulf.com=> 4:09 PM (2 minutes ago) ) -
to me |-

Hi .

Welcome to RAKICC! To get started, go to hitps://sit-raksit. cs82 force. com/RAKICC/login?c=QY rylwiNfQKLpzhvHE SMBv1edb5Fhs
gcDYw2iRD0t RORPRGKt9mLERGaby TiMERWeeuzhgiZRQhJsqTQfzAUK. Bbmj_ubQazY gqviNngDrinppttVR3ICEg0eck
SydyP SLuBvIpuvDxkedxaVminpMNADKIMWHaQ %30%30

Username: krissmith2016102416%2 1@ rakiccportal ae

— Click here to Reply or Forward
0.01 GB (0%:) of 15 GB used Terms - Privacy
Manage Last account activity: 19 minutes ago

Details

Click on link to set the password
(Please check your junk mail box if the email is not found in your inbox)
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Agent will then be navigated to Change Password screen.

-

RAK INTERNATIONAL
CORPORATE CENTRE

Change Your Password

AMake sure that the password given follows requirements.

Enter a new password for

krissmith2016102416921 @rakiccportal.ae. Your ANew Password and Confirm Password must match
@ B8 characters
@ 1lletter . .
© 1 rumber Click Change Password to confirm.

* Mew Password

Change Password

Password was last changed on 24/10/2016 16:09.
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Agent will be in home page after initial login to see minimal details of the company
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Type here
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o E
Current Requests Notifications
No Notification available here yet!
@ Saved Requests
©) g
) Account Mame Jones Services RAKICL Company Reglstration Murmiber

@ Services & Fees
Humber of Shares Par Value Shares AED Q.00
Authorized Share Capilital Unissued Shares
Emall 1D Phone Number
Billling Street Bllling Clty Ras Al Kahlmah
Bllling State [ Province Ras Al Khalmah Billing Country

Shareholder Details

Mame Passport Mumibber Mationallty Resident In LIAE Ocoupation Mo. of Shares
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Click on Settings Icon > My Settings > Security Settings

Enter Current Password and New Password. Click Save to change.

Security Settings

User Name krissmith2016102416921@rakiccportal.ae Change User Name

Current Password I

Mew Password

Verify New Password

Your password was last changed orreset on 24102016 16:31

Save Cancel
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Click on Settings Icon > My Settings > Location Settings

User can then change:
ALanguage
AlLocale

ATime Zone Location Settings

Language English v

Locale English (United Kingdom)

Time Zone (GMT+04:00) Gulf Standard Time (Asia/Dubai)

Save Cancel




NOTIFICATIONS AND ANNOUNCEMENTS (A INTERIATIONA.

From the Home Page, agent can view the Notifications and Announcements.

GENERAL ANNOUNCEMENTS

Welcome to Price Company Portal

Notifications (1)

ﬁl Lorem ipsum dolor sit amet, consectetur adipiscing elit. Donec accumsan pretium laoreet. Quisque pharetra eleifend neque tempus pharetra. In mollis, mauris vel blandit
luctus, augue nunc pharetra orci, a consectetur uma nibh ac nulla. Phasellus malesuada libero nisi, et fermentum diam suscipit vitae. Morbi consequat varius dui vitae
semper. Mulla mollis ex convallis guam fermentum vestibulum. Mam vestibulum lectus at commodo tincidunt. Mauris ut vulputate eros, nec volutpat elit. Aliguam erat

volutpat. Ut non erat non ligula dignissim fermentum at quis justo. Curabitur pulvinar massa nunc, eget posuere erat egestas quis.




VIEWING COMPANY INFORMATION
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Agent can view Company Information from the Home page.

Company Information will be updated after New Registration or Transfer of Domicile service request is Approved.

No Motification available here yet!

Ho Smith Tradin
Services & Requests
@ Company Services
E Current Requests Notifications

Occupation Mo. of Shares Secretary Board of Director

Comparny Mame Mature of Business Date of Registration

Cormpary Publicly Listed Mao. of Shares
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To view list of Services and Fees, clickSsrvices & Fees tab from the sidebar

P

Type here Search
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Service Requests

Services & Requests General Announcements

No announcement available here yat!

@ Company Services

E Current Requests Notifications
No Notification available here yet!
@ Saved Requests
(@) Pending Actions Company Information
. Account Name i i RAKICC Com istration Number
@ Services & Fees u Smith Trading pary Reg u
Nurnber of Shares ParValue Shares AED 0.00
Authorized Share Capital Email ID
Phone Number Billing Street
Billing City Dubai Billing State/Province

Billing Country Billing Zip/Postal Code




A New tab will be opened containing the list of Services and Fees
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RAKICC FEE SCHEDULE

SERVICE

FEES (AED)

COMPANY INCORPORATION

RAKICC Company Incorporation Fee

2,500

Renewal of Registration as RAKICC Company

2,000

Penalty for Late Renewal {*per month up to six months from expiry dote = see penalty note
below)

Percentage of renewal fee in
range 10% to 20%

TRANSFER OF DOMICILE

Continuation of an International RAKICC Company

Discontinuation of RAKICC Company

ADMINISTRATIVE SERVICES

Certified True Copy (Per Document)

250

Certified True Copy (One set = 3 Documents = MOA & ADA, Certificate of Incorporation,
Board Resolution)

500

Providing Drafts of Company Documents {includes Drafts of Resolutions, Drafts of
Addendum])

1,000

¥

Registration of Board Resolution

400

. Registration of Board Resolution {RAKICC/RAKIC as corporate shareholder)

200

. Registration of Extra Board Resolution (Standard Set — 2 Copies)

100 per copy

. Registration of 5tandard Memorandum & Articles of Association fin Arabic)

600

. Registration of Extra Set of Memorandum & Articles of Association

{Standard Set = 3 Copies)

100 per copy

. Registration of Extract of Register

50

. Request for Extract From Company Register

100

. Registration of Share Certificate

250

. Revocation of Power of Attorney

200

. VWerification of Non-5tandard Memorandum & Articles of Association

1,000

¥

. Verification of Drafts of Company Documents {lncledes Drafts of Resolutions,

Addendum, etc.)

500

MISCELLANEOUS DOCUMENTS

Artivitu Canfirmatinn | atter

RAK INTERNATIONAL
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After the New Registration or Transfer of Domicile Service Request has been approved, details
entered will be shown in corresponding sections in the Home Page.

Companmy: Informatiomn

Avccowunt Ba e Test Company 19 LT RAKICC Comparny Registraticon Mumbers =020 00 [CCZO1I&60L1L8ST7T
mmmmmmmmm res pEeleNelel FPar Walue Shares SED (e le e lel
Authorized Share Capitad A0 000 issuwed Shares (e ele]
rsail Ik Nnarayamni@test.corn Phomne MNurmiber OS28250108
Billing Streetx Streat Bi ity Dubea
Billing State/Province | ] Billing Cowurn Tty F-%
Billing Zip/ Postal Code 1 0OdMO0OL o
Registration Details
w Ragist raticm
Registration Status Lo tive Date of Issuamnce DS A 20068

Business Activities
- Selected Activities
Pormiber Farme Drescription
L&-oO=mas e Elesctrical Serwic [=F
L&o- OO S 20 Hosp S
LA-DOS21 SGa T =




COMPANY INFORMATION AFTER REGISTRATION

Company Information and Registration detalls are updated with information from the service
request raised.

Account Name Test Company 19 LTD RAKICC Company Registration Number ICC20160187
Mumber of Shares 100.00 Par Value Shares AED 100.00
Authorized Share Capital 10,000 Unissued Shares 0.00

Email ID narayan@test. com Phone Number 0528260108
Billing Street Streot 1 Billing City Dubai

Billing State /Province Dubai Billing Country Albania

Billing Zip/Postal Code 1000010

Registration Details

v Registration

Registration Status Active Date of Issuance 06/11/2016

Date of Renewal 05/11/2017 Last Renewal Date
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RAISING A SERVICE REQUEST

Agents can raise a service request from the Portal through company services tab
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Service Requests

Services & Requests
No announcement
@ Company Services

@ Current Requests Motifications

No Neotification a

@ Saved Requests

@ PEI'IdiI'iE Actions cumparw Informe

Account Mamea

@ Services & Fees
Number of Shares

Authorized Share Capi
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RAISING A SERVICE REQUEST

Select a service request grouping

Company Services

Apply for all types of company services Including new reglstration, company amendments and other servlces.

Company Services Company Amendment Services Certificates and Letters

P Opena Business b Company Amendments b Certificates

F  Renewal * HRegistration b Letters

Note: Some service request groupings will be available depending on what service requests
are already raised
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Company Services grouping contains service requests regarding incorporation and Registrations.

Company Services Open a Business

Services that deals with
Incorporation with RAKICC

¥ Open a Business

Mew Reglstration

Transfer of Domiclle/Contlnuation
Renewal

Service that deals with renewal of
Company Renewal Registrations.

* Renewal
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Company Amendment Services grouping contains service requests regarding amendments to the Company.

Company Amendments

N —— Servicesthat deals with changes to the company.
Transfer of Shares

Change of Actlvity Reg IStration

Change of Name Services that deals with registration of charge to
Changes to Share Capltal the Company

Changes to Shareholder's/Officer’s Detalls

Change of Reglstered Agent and Office

Re-Registration

Registrati . .
o Process for Companies belonging to RAKIC or RAK
Reglstratlon of Charge .
- - Offshore to register to RAKICC.
Release of Charge
Re-Reglstration

Company Liquidation




RAISING A SERVICE REQUEST

Letters and Certificates grouping contains service letter and certificate generation

Certificates and Letters

= Certificates

Mo Oblectlon Certlficate (WNCEC)
Ceartifcate of Imncumbsncy
—ertifcate of Good Standling

Certificate of Tax Exemption

- Letters
Renewal Conmnfirmatlon Letter
Strike off Conmfirmation Letter
Reglster Exbtract
Incumbency Letter
CHirector Letter

Activity Confirmmation Letter

|
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RAISING A SERVICE REQUEST

Select a service request type

Company Services

Apply for all types of company services Including new reglstration, company amendments and other services.

Company Services Company Amendment Services Certificates and Letters

P  Open a Business * Company Amendments b Certificates
» Renewal Transfer of Shares b Letters
Change of Acthdty
Change of Name

Changes to Share Capltal
Changes to Shareholder's/ Officer's Detalls

Change of Reglstered Agent and Office

b Registration




Agent will be redirected to Company Detalls page

Complete the service request by going through all the tabs.
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Transfer of Shares

Shareholder Details

Share Transfer Details

Upload Documents

Confirmation

O, smitn2 b

Company Details

| = Required Informatlon

Customer I Smith Trading

Amendment Details

Addendum NMumber

Details of Amendment required

Meeting Date

Type of Request

I --MNone-

[ 25/10/2016]

Mote: An additional fee of AED 1000 will be charged for
Urgent requests

Share Details

Share Value (Par) AED 0.00

Treasury Shares

Mumber of Shares

Classification Applied

RAK INTERNATIONAL
CORPORATE CENTRE



VIEWING STATUS OF A SERVICE REQUEST
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After an Agent successfully submits a service request, RAKICC backend team will review and set the
request status accordingly

service

i
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Service Reguests

Services & Requests a ' Submitted | |
~ o Agent can view the status of the service
Com Services . .
- — request by clicking on Current Requests tab
Eﬂ Current Requests SR-00942

@ Saved Requests

'[:—'::} Pending Actions

£5Y  Services & Fees




VIEWING STATUS OF A SERVICE REQUEST

Agent will be shown the list of submitted service request by default
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Services & Requests a | Submitted Service Requests v

Type here

Smith Company

@ Company Services

SR Mumber + Service Request Mame Customer

n
@ Current Requests SR-00942 MNew Registration Smith Company

@, Saved Requests

@ Pending Actions

AlB|c|D|E|F|G|H|I|2|K|L|M|N|O|P|Q|R|S|T|u|v|w|x|Y|Z]|Other Al

Email Status
kris.nsitest@gmail.com Submitted

Subrnitted DateTime RAK Agent Code
241072016 11:31

Click on dropdown to show available lists

|
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Services & Requests a Submitted Service Requests v
All

Type here Search {"ZE}

Stark Industries

) Closed Service Requests
m i
@ Company Services @ My Saved Requests

Submitted Service Requests L Cust

Wurk In Progress SE nrlce Requestﬁ
SR-01%0w

@ Current Requests

Stark Industries

@ Saved Requests

aAlB|c|D|E|F|G|H|I|J[K|L|M|N|O|P|Q|R|S|T|U|Vv|w|x|Y|Z|Other [AIl|

Emiail Status
narayana.murthy@nsigul... Submitted

Submitted DateTime RAK Agent Code
17/11/2016 0957 K-12345

RAK INTERNATIONAL
CORPORATE CENTRE
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Different types of list are made available for Agent to use:

My Saved Requests show list of service requests Draft status.

$|My5wed Requests v =
|H| AlBlc|D|E|F|c|H|I|J|K|LIM|N|O|P|Q|R|S|T|U|V|W|X]|Y]|Z|Other &Il
5R Number + Service Request Name Customer Email Status Subrnitted DateTime RAK Agent Code

SR-00943 Transfer of Domicile/Con... 5Smith Company kris.nsitest@gmail.com Draft

Work In Progress  show list of service requests that has been worked on by Back end team

3 Submitted Service Requests v =
|E| AlBlc|D|e|F|G|H|TI|J|K|LIM|N|O|P|Q@|R|S|T|U |V |W|X|Y|Z|Other | All
SR Mumber + Service Request Name Customer Email Status Submitted DateTime RAK Agent Code

SR-00942 Mew Registration Smith Company kris.nsitest@gmail.com submitted 26102016 11:31
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SEARCHING FOR A SERVICE REQUEST

Agent can search for a service request using the Search Bar

Type here

To search:

1. Enter 2 or more characters in search box.
2. Click on Search Button.
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When a service request is returned for4gpload of documents or for more information, an email is received
by the Agent.

Dear Agent,

In order to promptly complete your request Mew Registration with request no. SR-
01255 for the company Nair Limited we require you to re-upload some document.

Comments:

Kindly provide the updated document for us to proceed with your application.

Best Regards,

FRAK Intemational Corporate Centre

e
PAK INTERMATIONAL
CORPORATE CEMTEE



VIEW PENDING ACTIONS FOR AGENT

From the Portal, Agent can cli¢édeending Actions tab to view steps that are returned.
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Service Reguesits

m | My Pending Acti

Company Services . |Haw5h=|:-|||il.'.:l-|

Step Mumbar -+

% Current Reqguests
Step-01030

5 Saved Requests

@ Pending Actions

5 Services & Fees

P
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Click on Step Number to view Step details

@ | My Pending Actions ¥ |

RAK INTERNATIONAL
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=

|Mewﬂtﬂ-p| |f .1|
Step Number + Service Request Mame Customer
Step-01030 Mew Registration KD Electric Company

Step
"2 Step-01030

« Back to List

Step Detail

SR S5tep

Senvice Request
Service Request Name
Customer

Created By

Step Transitions
Status

View Service Request

SR5tep-214

SR-00941

Mew Registration

KD Electric Company

RAKICC Processor, 25/10/2016 11:37

Awvaiting Re-upload [Change]

ﬁ.EnCDEFGH[..lKLMhGPQHSTUUWKH’EGtherN”

Service Request
5R-00941

Step Status Status Change
Awaiting Re-upload Awaiting Re-upload
Status  Awaiting Re-upload
summary Re-upload Document
Step Notes Re-upload

Rejection Reason

Last Modified By

RAKICC Processor, 25/10/2016 11:37

Frimtable Wiew
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From the Service Request detail page, navigate to SR Documents Related list.
Click on theUpload/Download Doc button to view which document is for upload.

Steps
Step Summary Rejection Reason Step MNotes Status Change
otep-01030 Re-upload Document Re-upload Awaiting Re-upload
W@ SR Documents ‘ Upload/Download Doc \
Portal Document Mame Document No Document Description Preview | Download Document
Share 1-CV/ Resume 0011632 CV/ Resume of each Share holders Click to View Document
Sharell-F'ru:n:uf-::nfShare-hu:-Il:le-rs 0011633 L.I.-'l'-.EImmlgraltlcun entry date stamp page from pasﬂpnll'ttf.:n be submitted. If MOA sets are signed outside the UAE, both Click to View Document
entry into the UAE passport copies and all three MOA sets must be notarized.
Share 1-Bank Reference Letter 0011634 Bank reference letter in the name of each shareholder Click to View Document
Share 1-Utility Bill 0011635 One utility Bill in the name of each shareheolder Click to View Document
Appeointment of Agent D011638 Document showing appointment of agent signed by the shareshclder, in criginal form Click to View Document
Secretary-Passport Copy 0011639 F‘as_spcnrt Copy Click to View Document
Jied g8y g0
!‘ Relationships
Shareholder Mo & Marme Mationality Residentin UAE  Company Mame Proposed Mo of Shares # Share Capital Type

A-0463 Share 1 Afghanistan 900 900,000 Individual Shareholder
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VIEW PENDING ACTIONS FOR AGENT

Documents for reupload will havé&ke-upload Status.

Click on Replace link to upload new file. This will automatically set the status to Uploaded .




