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KAUST staff create/activate a new account  
• Log in into the Scientific Diving Portal. 
• Please NOTE, you are not required to be on KAUST VPN to register. 
• Use your KAUST ‘user name’ and ‘password’. 
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Non-KAUST staff create/activate a new account 
 

• Log in into the Scientific Diving Portal. 

• Please NOTE, you are not required to be on KAUST VPN to register. 

• Click under ‘Register Here’ to create your account. 
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• Create your account by adding your personal details and add a personal 
password:  
o between 8 up to 16 characters  
o at least 1 number,  
o at least 1 upper case character,  
o at least 1 lower case character.  

 

 

 

• After ‘signing up’, you will receive a confirmation message that your account has 
been created. 
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• You will receive a confirmation email from ‘non-reply@kaust.edu.sa’ to activate 
your account. Please check your ‘Junk’ mailbox if you have not received it within 24 
hours. 

 

• Click ‘Here’ to be directed to the Scientific Diving Portal again and a message will 
pop up stating your email has been successfully confirmed.  

 

• An additional confirmation email will be received stating that your account has 
been successfully activated: 

 

Page 5 of 33



 

Register as a ‘New’ Diver: KAUST/non-KAUST staff 
 

• Log in into the Scientific Diving Portal. 
• To register as a ‘new’ diver you will have to choose your PI from the drop down list: 

o KAUST staff: register under your PI’s name.  
o Non-KAUST staff: register under the sponsoring KAUST PI. 

 
 

• Your PI will then receive an auto generated email for your registration as ‘scientific 
diver’.  
o If approved, you will receive an email notification advising you have been 

Approved. Proceed to complete Section ‘Diver Registration Request’. 

 
 

o If not approved, your PI will provide a justification for rejection/steps to take 
forward. 
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Principal Investigator: adding a new diver to your team 
 

• After a member of your scientific diving team has requested their approval as a ‘new’ 
diver, you will receive an auto generated email with the ability to Approve/Reject 
them. 

 

 

• After adding a new diver to your team,   diver registration and DSO approval will be 
required.
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Diver Registration Request  
 

• Following registration approval from your PI, a ‘Diver Registration Request’ will 
have to be completed and submitted to the DSO  for review. 

 

 
 
 

• Please click to complete your form. You can always go back to previous 

‘steps’ by selecting . Tabs cannot be used for navigation. 
• A checklist for the documents that you will be required  to upload for this process are 

the below. Supported document format (pdf, doc, jpeg).   
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• KAUST staff: please select NO and click NEXT. 
• Non-KAUST staff: who are qualified as scientific divers and have a Letter of 

Reciprocity from your Institutions DSO, select YES and upload the document. 
 
 
 
 

 

  

o If you don’t hold a Saudi ID or Iqama (permanent residence card), please 
select N/A and move to NEXT. 

o An expiry lookup tool is provide on this page. 

 

 

 

 

Step 1 of 9: Saudi Letter of Reciprocity 

Step 2 of 9: Saudi Identification/Iqama 
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• KAUST staff: please select YES, add your KAUST ID number, expiration date and 
upload a copy of your ID. Click NEXT. 

• Non-KAUST staff: visitors without a KAUST ID please select NO and click ‘NEXT. 

 

 

 

  

 

 
 
 
 
 
 
 
 

• All staff 
o State your passport nationality, number, expiration date and upload a copy of it. 

Click NEXT. 
o NOTE: please use the passport used to enter the Kingdom. 

 

 

 

Step 3 of 9: KAUST ID 

Step 4 of 4: Passport 
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o All staff: 

o Select your ‘Highest Diving Certificate’ from the drop down list. State your 
‘certification dates’ for First Aid/CPR/AED/O2 Provider. Upload a copy of your 
certificate.  

o Type the name of the Diving Certification Agency. 
o Type your ‘ Initial Dive Count’. 
o Select YES/NO if you have Nitrox training, if you do please upload your 

certification. 
o If applicable, upload your ‘Scientific Diving Certificate’ and state its ‘expiry date’ 

or click N/A if the document does not expire. (NOTE: Your KAUST Scientific 
Diving Certificate.  This area is for future use once certificates are issued) 

 

 

 

Step 5 of 9: Diving Certificates 
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• All staff: 

o Upload your ‘Medical Clearance form’ to demonstrate you are fit for scuba diving. 
State the expire date. Select N/A if ‘Not applicable’. 

o NOTE: Snorkelers: upload the Snorkeling Form. 
o Upload a copy of your Medical Insurance (i.e Bupa Card). 
o State if you have Dive Insurance, and if YES, upload a copy of your certification.  

Step 6 of 9: Medical (clearance & insurance), Dive insurance 
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• All staff: 

o Upload a signed and dated copy of the ‘Diving Safety Manual form’ to declare 
you have read the KAUST Scientific Diving Safety Manual. 

o Upload a copy of your certificate(s) and state the certification date for the 
following: 
 First Aid Certificate 
 CPR Certificate  
 AED Certificate 
 O2 Certificate  
 HSE 147 Certificate 

  

Step 7 of 9: Safety Certificate 
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• All staff:  
o Phone number is required for each diver during registration. 
o A minimum of two (2) emergency contacts are required. Please add their phone 

number, email, location and your relationship (spouse, father, mother, etc),  then 
‘Add to List’.  

o Repeat for the second contact. 
o NOTE: Please ensure this section is kept up to date by clicking the ‘Action’ 

button and ‘Edit’. This will be used to autopopulate your emergency contacts for 
your diving plan.  

  

Step 8 of 9: Emergency Contacts 
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• Once you have provided all relevant information, click ‘Submit Now’. 
• An automatic message will be generated to advise you have successfully uploaded 

your diving records and to invite you to register for a check out dive with the DSO. If 
you have already register for, or have completed, a check out dive, please ignore 
this message. 

 

 

 
 

 

 

 

 

Step 9 of 9: Submission 
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Diver Registration status 

• Following your diver registration request, the KAUST DSO will assess your 
application.  

• After your request has been reviewed, your status may be: 

 
• The DSO will provide a note on your records if further training and/or documentation 

is required. This will be notified to you by email. 
• NOTE: When adding divers to a dive plan, the name of the diver will be color-coded 

depending on their specific status as showed above. 
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Updating diver’s ‘Emergency Contacts’ 
 

 
 

• There is a shortcut to ‘Emergency Contacts’ under ‘Diver’.  
• Click on ‘Actions’ and then ‘Edit’ to update the details of your emergency contacts. 

NOTE: Updating your contact does NOT affect your ‘approved’ status. 
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Updating your ‘Documents’ 
 

 
 
• Under ‘Actions’, click ‘My Diver Registration Request’ to update your documents, 

and follow the steps described under the section ‘Diver Registration Request’ of this 
User Manual. 
NOTE: once you submit the new documentation, you are no longer an active diver 
and will have to wait for the DSO to grant approval. 
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Change my background image 
• To change your background image, you need to select the drop down list under your 

user name (right top corner of the screen). 

 
 

• Then click ‘Change My Background Image’.  
• This will provide you with the option of uploading your preferred background image 

from your fields. 
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New ‘Dive Plan’ Registration 
 

There are 4 steps you will need to complete when registering a new Dive Plan: 

1. Dive Operations Plan 
2. Dive Emergency Assistance Plan 
3. Divers Emergency Contacts 
4. Attachments & Submit 

 

Step 1: Dive Operations Plan  

 
 

If using 
Google 

Earth File, 
list the 

furthest 
coordinates 

from 
KAUST. 

- Name of the divers will appeared alphabetically in the dropdown box. 
- The diver order will be kept as entered by the dive plan Manager. 
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Please use this section to state any other 
relevant information to the Dive Plan ie. 

IACUC Protocol Reference ID and/ or title.  
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Step 2: Dive Emergency Assistance Plan 
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Step 3: Diver’s Emergency contact 

• This section will be autopopulated from the emergency contacts already provided by  
ALL divers. 
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STEP 4: Attach & Submit 

• After all the form has been completed, please ensure your Risk Assessment is 
uploaded in this section. 

• You can upload any additional documents relevant to the Dive Plan. 
• Then click ‘Submit Dive Plan’. 

 
 

• A unique identifier number will be generated after the submission of the dive plan. 
• You also have the option of export you Dive plan in ‘pdf’ format. 
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• Once the dive plan has been reviewed and approved by the DSO, you will receive a 
confirmation email.
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View my Dive Plans 
 

 

• Once you have submitted your dive plan, you will have the possibility to see ALL 
your plans under ‘My Dive Plans’. 

• You can search for your dive plan by:  
o ID,  
o Title,  
o Leader Diver,  
o Created By,  
o Start Date,  
o End Date,  
o Status. 
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• You will have the option to ‘Export your Dive Plans to Excel’ with the below options: 

 
 

• Under each individual Dive Plan you have an ‘Actions’ option to: 
o View Details 
o Update  
o Clone 
o Print to PDF format. A ‘Divers’ Information’ section is included in the PDF for ALL 

the divers involved in the dive plan that lists: highest diving certificate, 
notes/restrictions, current dive count, Nitrox/nitrox mix, max depth. 

 
 

ID Title Leader Diver Created By Start Date End Date Location Status 
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‘All Dive Plans that List me’ 
 

 

• You have the option of viewing a list of Dive Plans where you have been enrolled: 
o Go to Diver, then click on ‘Dive Plans That List Me’. 

• You will also have the option to search for them by:  
o ID,  
o Title,  
o Leader Diver,  
o Created By,  
o Start Date,  
o End Date,  
o Status. 

and to ‘Export your Dive Plans to Excel’. 
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Updating ‘My Dive Plans’ 

 
• To modify a dive plan, go the ‘Actions’ drop down list and select ‘update’. 
• You will be able to update a dive plan only before its expiry date. 
• Amend the details accordingly and submit.  
• This new Dive Plan will have to be approved by the DSO. 
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Recurrent ‘Dive Plan’  
• For previously approved Dive Plans, and created by you, you have the option to 

‘clone’ and use details for further Dive Plans. 

 
• To replicate a dive plan, go the ‘Actions’ drop down list and select ‘Clone’. 
• The information will be auto-populated. You will then have the option of changes 

parameters according to the new dive plan. 
• After you submit all the information, a new Dive Plan will be created with a different 

ID number. This new Dive Plan will have to be approved by the DSO. 
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Dive Logs 
• Dive logs are visible to all divers under the menu item ‘Diver’ – ‘My Dive Logs’. 

 

• You can export to Excel all your dive logs. This will include all fields. 
• Please use the ‘I did not dive’ option when you are listed on a dive plan but you 

did not actually log at least a dive against the said dive plan. 
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• To upload dive logs, you have the option to: 
o Bulk upload: attaching a file or exporting an excel document) 
o Individually upload the dive log by filling the below form. 

 

 
 
NOTE: the status of the dive plan has to be ‘APPROVED’ in order to upload the 
Dive Logs. 
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Bulk uploaded dive log 

 
• Click on the Excel icon to download the template. 
• Attaching the completed template. 

Individually entered dive log 

 
• Complete the above on-line form. 

Click here to download template 

Page 33 of 33


	KAUST staff create/activate a new account
	Non-KAUST staff create/activate a new account
	Register as a ‘New’ Diver: KAUST/non-KAUST staff
	Principal Investigator: adding a new diver to your team
	Diver Registration Request
	Updating diver’s ‘Emergency Contacts’
	Updating your ‘Documents’
	Change my background image
	New ‘Dive Plan’ Registration
	View my Dive Plans
	‘All Dive Plans that List me’
	Updating ‘My Dive Plans’
	Recurrent ‘Dive Plan’
	Dive Logs
	Bulk uploaded dive log
	Individually entered dive log



