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Membership/Sponsorship Requests

Creating a request
To create a request, first choose whether you want to become a member or a sponsor.
After selecting, a form will appear. Please fill in the required information.

Once the form is submitted, the RIDW team will review your request and either approve 
or reject it.
If approved, you need to complete the payment and update your profile to make your 
organization visible on the RIDW website. Here are the steps to follow:
1. Log in to the RIDW platform using your registered email address.
2. Click on “My Account.”
3. Navigate to the “Billing & Payment” section and complete the membership fee 

payment.
You can pay either online or via wire transfer:
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• For online payment, click on “Credit Card,” fill in your card and payment details, then 
click “Pay Now.”

• For wire transfer, select the “Wire Transfer” option. The bank account details will 
appear. Use this information to complete the transfer. Once done, upload the receipt 
by clicking on “Choose File” and selecting the receipt file.
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4. Once the payment is completed, ensure all organizational information is up to date. 
Navigate to the “Organization Profile.”
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• Upload a logo by clicking on “Upload Logo.”
• Add your organization’s address and description in both English and Arabic. 
• If available, add your organization’s social media links.
5. Click “Update” once all information is added.
Note: It may take up to 72 hours for your membership to be activated and visible on the 
RIDW platform after payment and submission of all required details.
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Event Request

Creating an event request
To create an event request, click on “Host Event Request.” A form will appear, and you will 
need to fill in the required information.
After submitting the form, the RIDW team will review your request and either approve 
or reject it. If approved, follow these steps to complete payment and update your event 
details for visibility on the RIDW website:

Event Fee
If you are not a RIDW member, a hosting fee of 4600 SAR is required. Complete the 
payment using these steps:

1. Log in to RIDW.
2. Navigate to “My Account” > “Billing & Payment” > “Pay.”

3. For online payment, select “Credit Card,” fill in your card details, and click “Pay Now.” 
For wire transfer, select “Wire Transfer.” Use the provided bank account information to 
complete the transfer, then upload the receipt by clicking “Choose File” and selecting 
the receipt file.
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4. Once payment is completed, update your event details:
 Log in to RIDW > My Account > Event List > Edit Event > Event Description & Agenda.

• Event Description & Agenda: Provide a detailed description of your event, including 
objectives and any unique features.

Once the required details and payment (if applicable) are received, RIDW will proceed with 
the necessary arrangements and keep you updated.
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Adding Speakers

To add speakers to your event, follow these steps:

1. Log in to RIDW.
2. Navigate to “My Account” > “Event List” > “Edit Event” > “Speakers.”

3. Click on “Add New Speaker” and provide the necessary information.



RIDW Website Guidelines

10



RIDW Website Guidelines

11

Then you can link this speaker to the event.
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Event Management

To manage your event and review enrollment requests:

1. Log in to RIDW.
2. Go to “My Account” > “Event List” > “Details.”

3. Review the list of enrollment requests. Click “Approve” or “Reject” for each request.
Note: For open admission events, enrollment requests will be automatically approved.
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Discount Coupons

To access and share discount coupons:

1. Log in to RIDW.
2. Navigate to “My Account,” then scroll down to see the list of available coupons.

The details for each coupon, including usage limits, discount percentage, and 
expiration date, will be displayed.

You can share the coupon code with others to allow them to benefit from the discount.
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