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Log on to the system screen 

 

                                              Log on to the system screen 

  

Description: 

Access to the system by e-mail of deanship of graduate studies portal or by 

username and password used in “Absher” through the national access 

portal 

You can view the Colleges and departments announcements, Programs, 

General conditions of normal programs, Registration instruction, FAQ, apply 

complain to Technical support 

 You can change the system language either Arabic or English  

Steps:  

1- You can login to the system by:- 

• Either enter by username and password 

o Either register through this portal by pressing  

o Or registered e-mail through “KSU” portal 



                                                                                                                  
 

---------------------------------------------------------3---------------------------------------------------------  
 

• Or by username and password used in “Absher” through the 

national access portal 

2- Press , opens “Colleges and 

departments announcements” screen 

3- Press , opens “Programs” screen 

4- Press , direct to “General conditions of 

normal programs” screen of other portal 

5- Press , direct to “Registration instruction” screen of 

other portal 

6- Press , direct to “FAQ” screen of other portal 

7- Press , opens “Technical support” screen 
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Forget password screen 

 

                                              Forget password screen 

  

Description: 

Able the user to reset his password 

Steps:  

1- login to the system 

2- press  

3- enter the Email 

4- enter the security code 

5- you can refresh the security code 

6- press  
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Colleges and Departments Announcements screen 

 

                                              Colleges and Departments Announcements screen 

  

Description: 

Through this screen, you can view the colleges and departments 

announcements 

 

Steps:  

1- Enter the portal 

2- Press  , opens “Colleges and 

departments announcements” screen 
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3- You can search for a specific Announcement / Announcements by 

choosing any of the displayed search fields: - 

• College (Preparatory Year Deanship, College of Architecture ….). 

• Department (According to the chosen college). 

• By pressing on  departments and colleges 

announcements will be displayed according to the values of the 

search fields. 

• By pressing on  search fields will back for default 

value. 

4- Press  to view all details of announcement. 

Available programs and specializations screen 

 

                                              Available programs and specializations screen 

  

Description: 

Through this screen, you can view the programs that available to apply for 

it.  
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Steps:  

1- Enter the portal 

2- Press , opens “Programs” screen 

3- You can search for a specific program / programs by choosing any of 

the displayed search fields: - 

• College (Preparatory Year Deanship, College of Architecture ….). 

• Department (According to the chosen college). 

• Study types from drop down list that contains the entries in 

“System codes” screen 

• Scientific degree from drop down list that contains the entries 

in “System codes” screen 

• By pressing on  programs will be displayed according 

to the values of the search fields. 

• By pressing on  search fields will back for default 

value. 
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Technical support screen 

 

                                              Technical support screen 

  

Description: 

Through this screen, you can apply for complain to technical support 

 

Steps:  

1- Enter the portal 

2- Press , opens “Technical support” screen 

3- Enter e-mail 

4- Enter mobile number 

5- Enter application number for graduate studies programs 

6- Choose “The problem main type” from drop down list that contains 

the entries in “System codes” screen 

7- Choose “The problem sub type” from drop down list that contains the 

entries in “System codes” screen 
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8- Enter description 

9- Press  to send the complain to the technical support 

10- Press  to return to “Login” screen 

Registration Screen 

 

In case the user is “Saudi” 

 

In case the user is “Non - Saudi” & residence country is “inside KSA” 

 

In case the user is “Non - Saudi” & residence country is “outside KSA” 
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In case the user is “No nationality” & residence country is “inside KSA” 

 

In case the user is “No nationality” & residence country is “outside KSA” 

Registration Screen 

Description: 

Through this screen applicant able to register in the portal to be able apply 

for the available programs. 

 

Steps: 

1- Open the portal URL 

2- Press  on to open registration screen. 

3- Enter the 1st, 2nd, 3rd and last name in Arabic. 

4- Enter the 1st, 2nd, 3rd and last name in English. 

5- Enter the email and its confirmation. 

6- Enter the password and its confirmation. 

7- Enter the phone number with the country code 

8- Choose from drop-down list “Nationality” (Saudi – Non-

Saudi – No Nationality). 
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• If Saudi was chosen, the field “National id/Residence id” 

will appear and the student must enter it. 

• If Non-Saudi was chosen, the dropdown list “Residence 

Country” will appear and the student can choose from it 

the country residence. 

o If “inside Saudi Arabia” was chosen, the field “National 

id/Residence id” will appear and the student must enter 

it. 

o If “Out Saudi Arabia” was chosen, the drop-down list 

“Country” will appear and student must choose a country 

from the list and the field “Passport No” the student 

must enter it. 

• If No Nationality was chosen, the dropdown list 

“Residence Country” will appear and the student can 

choose from it the country residence. 

o If “inside Saudi Arabia” was chosen, the field “Qiyas 

No” will appear and the student must enter it. 

o If “Out Saudi Arabia” was chosen, the drop-down list 

“Country” will appear and student must choose a 

country from the list and the field “Passport No” the 

student must enter it. 

9- Enter the “security Code” 

10- Applicant can update it by pressing   

11- Press  to complete registration. 
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Home Screen 

 

Home Screen 

Description: 

Home screen is opened after login and display all applied 

requests and its status and can (review the details / print / edit / 

delete) the request and can apply for new one 
 

Steps: 

1- Login to the system with the registered email and password. 

2- The applied requests will be displayed and can take actions :- 

• Press  to view the request details 

•  Press  to print the request  

• Press  to edit the request  

• Press  to delete the request  
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Student Profile Screen 

Requester information screen 
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Student Profile Screen – requester information screen 
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Description: 

Through this screen applicant able to complete his data, add his 

emergency contacts 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press   

3- Enter the required fields  

4- If the student has disabilities, he can check the checkbox “do 

you have any kind of disabilities?”, a drop-down list 

“Disability Type” will appear, applicant can choose from it. 

5- If the applicant Non-Saudi inside or outside KSA, a section 

included with the student profile contains “Mother 

nationality” and “Passport data” 

• If the student’s mother is Saudi, he can check the checkbox 

“Do you have Saudi Mother”,  

o a field “Mother National Id” is displayed to enter 

o “Mother National id Copy” will displayed to attach by 

pressing  

• Enter the passport details (Passport No, passport country, 

passport start date, passport End Date and attach copy of 

the passport by pressing ). 

6- If the applicant No Nationality inside or outside KSA, a section 

included with the student profile contains “Mother nationality” 
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• If the student’s mother is Saudi, he can check the checkbox 

“Do you have Saudi Mother”,  

o a field “Mother National Id” is displayed to enter 

o “Mother National id Copy” will displayed to attach by 

pressing  

7- Choose from the drop-down list the “Job Status” (The sector 

he working in it or Not working) 

• If he chooses on of the working sector, a two drop-down 

list is displayed to choose “Employer” and “Job Title” 

• If he chooses “not working” the previous mentioned 

dropdown list would not appear. 

8- Student can enter the details of his current address (living 

region, block, street, P.O box, postal code) 

9- Press  to enter new emergency contact 

10-  Enter the name 

11- choose relation 

12-  Enter phone / landline / work number 

13-  Enter address. 

14- Press  to save the entered data. 

15- Press  to go to “Requester information” screen 

16- Press  edit to edit the entered contact data. 

17- Press  to delete a contact. 

18- Press  to save the data 

19- Press  to go to “Academic Qualifications” screen  
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Academic Qualifications Screen 

 

 

 

Academic Qualifications Screen 
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Description: 

Through this screen, applicant able to enter his qualifications. 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  to go to “Academic Qualifications” screen  

4- The qualification that entered before will be displayed 

5- Press  to enter new qualification 

6- Choose the qualification from drop-down list “Qualification 

Type” and cascaded on the choice the attachments of the 

qualifications will change at the bottom of the screen. 

7-  Enter Date you got the qualification 

8-  Choose Qualification country  

9-  Choose University    

10- Choose the type of major from drop-down list “Major Type” 

11- Cascaded on the major type chosen the, majors under it will 

displayed in the drop-down list “Major”. 

12- Choose the from the ”GPA Scale” drop-down list. 

13- Enter the GPA included with the chosen scale in “GPA” field. 

14- The Equivalent grade to the entered GPA will displayed in 

field ”Grade”. 

15- Choose the way of getting the qualification from drop-down 

list “Qualification Way”. 
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16- Attach the qualification attachment by pressing on

. 

17- Enter attachment title 

18- Press  to save the entered data. 

19- Press  to go back to the list. 

20- Press  edit to edit the entered qualification data. 

21- Press  to delete a qualification. 

22- Press  to display the details of qualification. 

23- Press  to go back to “Requester qualification” 

screen. 
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Apply for program screens 

Requester information screen 

 

 

Requester information screen 
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Description: 

Through this screen, the student can view the terms of the 

program and pledge that he fulfills all the conditions 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press   

3- Requester information and emergency contact will be 

displayed and able to edit on them 

4- Press  to save the entries 

5- Press  to go to “Academic Qualifications” screen 

6- Press to go to home screen 

 

Academic Qualifications Screen 
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Academic Qualifications Screen 

Description: 

Through this screen, applicant able to review his qualifications and can add 

/ edit on it  

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  able to review his qualifications 

4- Press  to enter new qualification 
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5- Choose the qualification from drop-down list “Qualification 

Type” and cascaded on the choice the attachments of the 

qualifications will change at the bottom of the screen. 

6-  Enter Date you got the qualification 

7-  Choose Qualification country  

8-  Choose University    

9- Choose the type of major from drop-down list “Major Type” 

10- Cascaded on the major type chosen the, majors under it will 

displayed in the drop-down list “Major”. 

11- Choose the from the ”GPA Scale” drop-down list. 

12- Enter the GPA included with the chosen scale in “GPA” field. 

13- The Equivalent grade to the entered GPA will display in field 

“Grade”. 

14- Choose the way of getting the qualification from drop-down 

list “Qualification Way”. 

15- Attach the qualification attachment by pressing on

 

16- Enter attachment title 

17- Press  to save the entered data. 

18- Press  to go back to the list. 

19- Press  edit to edit the entered qualification data. 

20- Press  to delete a qualification. 

21- Press  to display the details of qualification. 

22- Press  to go to “Requester information” screen 

23- Press  to go to “Preferred program” screen 

24- Press  to go to home screen. 
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Preferred program Screen 

 

 

Preferred program Screen 

Description: 

Through this screen, the program that can be applied by student will be 

displayed and can see its conditions, detail and apply for it and can search 

for certain program 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  
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3- Press  

4- The applicant can filter the displayed program through the 

search keys. 

• Able to search with collage through the dropdown list 

“Collage” where it contains all the collages of the 

university. 

• Able to search by drop-down list “Department” that 

contains all the departments included in the chosen 

collage. 

• Able to search by drop-down list “Scientific Degree” that 

contains all different scientific degree. 

• Able to search by drop-down list “Study Types” that 

contains all different study types. 

• Press  to display the search results. 

• Press  to reset search keys and display all 

programs. 

5- Press  to display the program condition 

6- Press   to display the program details  

7- Press   to apply for program 

8- The student must check the affirm check box to affirm the 

conditions 

9- Press  to apply for the program 

10- Press  to go to “Requester information” screen 

11- Press  to go to “Preferred program”  screen 

12- Press  to go to home screen. 
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Program Requirements Screen 

 

 

Program Requirements Screen 

 

Description: 

Through this screen, applicant able to review the admission 

requirement. 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  to select the program 

4- Press , the conditions will be displayed 

5- Press  to go to “Preferred program” screen 

6- Press  to go to “Tuition Fees” screen 
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7- Press  to go to home screen. 

 

Tuition Fees Screen 

 

Tuition Fees Screen 

Description: 

Through this screen, applicant displays the fees. 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  to select the program 

4- Press , the fees will be displayed 

5- Press  to go to “Program requirements” screen. 

6- Press  to go to “English exams” screen 

7- Press to go to home screen. 
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English Exam Screen 

 

English Exam Screen 

Description: 

Through this screen, the student is allowed to choose English 

language tests, as well as enter his grade and attach the 

certificate. He can also choose from the equivalent tests for the 

basic test required for the program, if any. 

 Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  to select the program 

4- Press  

5- From drop-down list “English Exam” you can choose the 

required exam or the equivalent 

6- Enter the degree you got in the exam  
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7- Press  to attach the exam certification one 

PDF file with size not exceed 10 MB 

8- Press  to save entered data. 

9- Press  to go to “Tuition Fees” screen 

10- Press  to go to program additional requirements 

11- Press to go to home screen 

 

Program Requirements Screens 

 

Program requirements Screens 

 

Description: 

Through this screen, applicant answer on the requirements for the 

program according to its type 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  
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3- Press  to select the program 

4- Press  

5- Answer the requirements and every answer depend on the 

answer type 

• If it was single selected value, applicant must select one 

of the values 

• If it was numeric value, applicant must enter digits 

• If it was code, applicant can select one of the available 

codes. 

• If it was date field, applicant can select the date. 

• If it was multi choice, applicant can select more than one 

6- If any sub answers, applicant must answer it. 

7- Press  to attach any required attachments 

8- Applicant can check “Not applicable” if the requirement isn’t 

applicable on him 

9- Press  to save entered data. 

10- Press  to go to “English exam” or previous 

program requirement. 

11- Press  to go to “Recommendations” screen or 

next program requirement. 

12- Press to go to home screen. 
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Recommendations Screens 

 

 

 

Recommendations Screens 
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Description: 

Through this screen applicant enter the scientific 

recommendations or persons who can contact with them for 

recommendations 

 

Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  to select the program 

4- Press  

5- Press  to enter a recommendation 

6- Select paper recommendation if any:- 

• Press  to attach any required 

attachments 

7- Select electronic recommendation if any:- 

• Enter the data of the person to contact with him about 

the recommendation  

o Name 

o  Employer 

o  Email  

o Phone number 

o landline 

8- Press  to save entered data. 
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9- Press to go to list 

10- Press  to edit entered data. 

11- Press  to delete recommendation. 

12- Press  to go to program requirement. 

13- Press  to go to “send request” screen. 

14- Press to go to home screen. 

 

Send Request Screens 

 

Send Request Screen 

 

Description: 

Through this screen the conditions are reviewed if they are 

fulfilled by the student and pledge that he has fulfilled the 

conditions and then send the request to the Deanship for 

verification. 
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Steps: 

1- Login to the system with the registered email and password. 

2- Press  

3- Press  to select the program 

4- Press  

5- Check on the affirm checkbox. 

6- Press  to send the request to the dean for auditing  

7- Press  to go to “Recommendations” screen 

8- Press to go to home screen. 

Technical Support Screen 

 

 

Technical Support Screen 
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Description: 

Through this screen student can send the issues that faced him to 

the technical support 

 

Steps:  

1- Login to the system with the registered email and password. 

2- Press   

3- Press to create request / complain 

4- Enter mobile number 

5- Enter application number for graduate studies programs 

6- Choose “The problem main type” from drop down list that 

contains the entries in “System codes” screen 

7- Choose “The problem sub type” from drop down list that 

contains the entries in “System codes” screen 

8- Enter description 

9- Press  to send the complain to the technical support 

10- Press  to return to main list 

11- Press  to review the details of the request. 

 

 

 



                                                                                                                  
 

---------------------------------------------------------36---------------------------------------------------------  
 

Messages Screen 

 

Messages Screen 

Description: 

Through this screen, student can review the notification sent by 

department and deanship. 

 

Steps:  

1- Login to the system with the registered email and password. 

2- Press  to view the request details 

3- Press  to open a screen contains all notification 

related to the applied requests. 
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Log off from system screen 

 

Log off from system screen 

Description: 

Log off from system. 

 

Steps: 

1- Login to system.  

2- Log off from system by pressing either   

 


