
United Arab Emirates University Website 

User Guide 

Version 1.0

Extracting Graduate's Students 
Documents

© 2025 United Arab Emirates University. All rights reserved.



© 2025 United Arab Emirates University. All rights reserved. Page | 2

Accessing the University Website:
1. Start by visiting the official website of the United Arab Emirates University at https://www.uaeu.ac.ae

Accessing the Service:

2. From the main page click on "Services“ tab.

https://www.uaeu.ac.ae/en/
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3. On the services page, search for “Extracting Graduate's Students Documents”

4. Click on “Details”

Viewing the Service Information Before Proceeding:
5. Click on “Start Service”, You can also access the service directly via the link: Extracting Graduate's 
Students Documents

https://my.uaeu.ac.ae/service-catalog/service/alumni-document-request
https://my.uaeu.ac.ae/service-catalog/service/alumni-document-request
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Sign in:
6. Sign in to the website using UAE PASS or your UAEU Username and Password.

Important Note:
Graduates who graduated before the year 2004 must contact the Registration Department to ensure their 
personal ID number is registered in the university system. This number will be linked to the UAE PASS 
system to enable them to access and request documents.
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Document Selection

7. Please select the academic degree (Bachelor's, Master's, Doctorate), then choose the document type 
(Digital or Printout).

A. Digital Document
• You will be prompted to enter an "Alternate Email".
• Then select the desired document (Academic Transcript in Arabic, Academic Transcript in 

English, English Attestation, Arabic Attestation  ).
• Click on "Submit".

• You will receive a notification confirming that your request has been received and 
is being processed.

Note:
Graduates who graduated before the academic year (Spring 1998/1999) cannot request digital 
documents.



© 2025 United Arab Emirates University. All rights reserved. Page | 6

B. Printed Document:
 Choose the delivery method.
 Then select the desired document (Academic Transcript in Arabic, Academic Transcript in English, 

Attested in English, Attested in Arabic) and the number of copies.
 Click on "Submit".

 The following page displays payment information. Click "Pay".
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 Proceed to the E-Payment Gateway to enter your credit card information and complete the payment 
online

FeesDocument Type

FreeDigital

30  AEDArabic Transcript

30  AEDEnglish Transcript

25 AEDArabic Attestation

25 AEDEnglish Attestation
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Customer Pulse Survey:
8. You can evaluate your experience with the service through the customer pulse survey screen shown below.

Receiving Documents:

• Digital Document: The digital document will be sent to you via email within one hour after it 
has been processed.

• Printed Document: Its preparation and processing will take a maximum of 3 working days. This 
period may be longer if you graduated before the academic year (Spring 1998/1999).

Responsibility for Printed Document Delivery
You will receive an email confirming that the documents have been issued. You can come to collect them from 
the Crescent Building, Registration Department, or contact a delivery company. Following up on the 
delivery process, any fees, information or data required will be your responsibility.

Updating Personal Data 
If you need to change any of your personal information such as name or nationality, you must contact the 
Registration Department directly at Registration_department@uaeu.ac.ae and submit the required 
documents to make the changes in the system and pay the fees “60 AED”.

Additional Information
• For Assistance: If you encounter any difficulties or have inquiries, you can contact the Admission & 

Registration Deanship via UAEU's toll-free number: 800-8238.
• Instructional Video: An explanatory video is available to help you use the service. (The link is provided 

within the service details on the university website).

mailto:Registration_department@uaeu.ac.ae
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