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File an Enforcement application

To apply for "File an Enforcement Application" service, follow the steps below:

1. Login to Najiz Portal
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2. Select "All e- Services"
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3. Select "Enforcement” Package
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4. Access "File an Enforcement request" Service
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5. Select “Submit New Request”
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6. The system will display the stages of submitting the request at the top of the screen which are six screens

that can be navigated between in order. In addition to the most used documents types at the bottom for an

easy identification of the document type as shown in the following image:
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7. Also, the beneficiary can search for the enforcement document in the smart search field. It will be filled

automatically with documents types once part of the document name is entered as shown in the following

image:
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8. To see the documents types and define each one, click on "Display All Enforcement Documents" as shown in

the following image:
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9. The system will display all types of documents with description as shown in the following image:
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10. Another way to select the type of document is by selecting the request type, whether it is a financial

document, family document, or direct document.
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11. Select the enforcement request type. For example, click "Financial Enforcement" and the system will display

a message stating that this type of requests may be subject to The Judicial Fees Law.
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12. Select the type of the main document. The system will display its description from the drop-down list as

shown in the following image:
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13. Select the sub-document type giving that it changes according to the main document type. The system will
display a description of the sub-document selected from the drop-down list.
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14. Select the applicant type "On His Behalf" from the drop-down list. There are four types which are:
® On His Behalf: The applicant is the enforcement applicant.

® Representative of Individuals: The applicant is an authorized agent for an enforcement applicant or

applicants.

® Representative and On His Behalf: The applicant is an enforcement applicant and an agent for

enforcement respondents (individuals).

® Representative of an entity: The applicant is an authorized agent for an entity (company,

institution...etc).
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15. After selecting the type of document and applicant, select "Undertaking to write information correctly"

option then click on "next" as shown in the following image:
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16. The user will be shifted to the enforcement applicant screen. The system will display the details of the
enforcement request at the top including the applicant's information in case the selected type was "On His

Behalf" as shown in the following image:
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17. Scroll down and select the (IBAN) previously registered in the profile information which the amounts will be

transferred to later.
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18. The bank accounts can be managed by adding, updating, or deleting any account that was previously

registered in the profile by clicking on "Profile" as shown in the following image:
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19. After selecting the bank account, click "Next" to move to the third screen "Enforcement Respondent”.
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20. The user will be shifted to the enforcement respondent screen to enter the information. Click on "Add an

Enforcement Respondent”
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21. Choose the type of the enforcement respondent then select if the work address and the residential address

are known
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22. In case of clicking "Known" for the work address, all its information must be entered as shown in the
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23. The previous step applies on the residential address. When clicking "Known", all the information must be

entered
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24. Enter the information of the enforcement respondent then click "Add"
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25. After adding the enforcement respondent's information, the applicant can edit or delete the information by
clicking on "Edit" or "Delete" icon as shown in the following image:
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26. the applicant can save the request as a draft in case the information is incomplete or unconfirmed, and can

conclude the request later
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27. Click on "Save and Continue" to move to the fourth screen "Request Content”
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28. The user will be shifted to the request content screen to enter the document information. The requirements

of this screen differ according to the sub-document type. Enter the amount details.
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29. Scroll to the bottom of the screen then add the document information
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30. After adding the document information, the compulsory attachments must be added by clicking on

"Download" to attach the document. It must be colored and as PDF format as shown in the following image:
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31. After attaching the documents, the applicant can review or delete the attachments by clicking on "Review"

for display or "Delete" to delete the attachment as shown in the following image:
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32. Click on "Next" to move to the fifth screen "Review Request"
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33. The user will be shifted to the request review screen where all the information registered in the previous

screens must be reviewed and confirmed before submitting the request
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34. Scroll to the bottom of the screen to select the court from the drop-down list. The system will display the
court based on the entered information of the document in the previous screens for some fields such as the
issuing court, document issuance place, the city of property for eviction requests, the auction location for
auction requests, the city of visit for visiting requests, the country of custody for custody requests, or the

address of the enforcement respondent.

The system may display two courts in the drop-down list based on the information entered previously. For
example, if the enforcement respondent’s residential address is in a different city from the place where the

document was issued, the system will only display the two cities in the drop-down list to select the court.

However, if no court is available in the enforcement document information, or if the document does not have a
field to select the court or the place where it was issued, the system will select the court by default based on the

following:

® The city of the residential address of the enforcement respondent, if any

® The city address of the enforcement applicant

If the city of the residential address of the enforcement respondent or the enforcement applicant city
address was not found, the system will not allow the request to be submitted and the applicant will be

notified that determining the territorial jurisdiction of the request is required.
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35. Finally, click on "Save and Send" to move to the next screen "Request Confirmation"
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36. The user will be shifted to the request confirmation screen. A confirmation message will be displayed by the

system including the request number as shown in the following image:
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37. To view the request and its details, click " Requests List" as shown in the following image:
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38. All the user's requests will appear. The request that has been submitted currently will appear at the top of

the requests with " Under Review" status
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