
HOW TO INITIATE
SERVICE REQUEST



Click on Login



Enter Subscriber ID

Enter User ID



AHMED

Click on ‘Services’ Tab



AHMED

AHMED

Select ‘Services’ Click ‘View All’
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Search in Search Bar for the Services
(IBAN, Trade License etc)
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 Click on ‘Start’ for
‘Audit / Balance
Confirmation Letter’
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Select the Company’s ‘CIF’
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Select the ‘As of date required’
for ‘Audit Confirmation Letter’

Select the Accounts to be included
in ‘Audit Confirmation Letter’
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Select ‘Options’ 
Add ‘Signatories / Trade License Number’ 
(Note: This is optional)
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Select the Account for charges
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Fill out the Receipient details



Click on ‘Submit’
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Below page will pop up along 
with Service Reference Number 
(this need to be shared with 
businessONLINE team for any 
follow up in case the request is 
not completed)
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Click on
‘Go to Dashboard after submitting’
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In case a second approval is required,
Log in with Authorizer in businessONLINE,
Click on ‘Pending approval’
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Select the Service to ‘Authorize’
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Click on ‘Completed’
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Click on ‘Download’ to get the Letter




