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1.20 o § izl Lo - ISyl Lo aliy

Slaizusall J8 deldall laidg

Documents & printing - deldallg claiivall

Two print modes on every document

WHAT IS IT?
Every document prints as “PDF with letterhead”

(header and stamp) or “Print on company paper” (no

header/footer, to fit pre-printed paper).

WHO USES IT
All users

.«PDF ko> [ deldo» ol (3

Press “Print / Save PDF”.

el byl G g ool i1 (2

&:@ o

ol (isllg dungrlly) <ol Gy90l doysIl» gubad witens JS
G9!l ol Judig dungyi Oga) «dSpidl (§)9 Lle delibll»
(Brsuo Egibaal

Lodsxiw g0

el il (1
d=0.al

Open the document.

Pick the mode from the bar at the top.

Statement - Ul A4S —

Delete invoice - §gila)l Si> TT Cancel invoice - &;gilall clal]
Print on company paper - aSpill g5 le deldall POF with letterhead - ol §all Js8|

Print / Save PDF - PDF ki [ delds

Tax Invoice a._l_.!.l,.lé 5)9:“5

e Gl ol

2026/12/10

Buyer

300000000000003
7001234567
C-1024

Bl

2026/10/26 2026/10/26 10:52

e fuoil cidg il Invaice Mo, 5yplall @8y

MG-INV-2026-00001

ol g

300000000000003
1010000000

7000000000

agnull dyyall laall - g3l

s o i ndlass Ji 1

4,830.00 630.00 4,200.00 4,200.00 dns 1
393.30 51.30 342.00 85.50 igls 4 (el) d 220 clgl> 2
1,380.00 180.00 1,200.00 96.00 gl 125 oz clls pulsT 3
ypall folis g Jlamdl o s S gl
5,742.00 ¥ & 3 alles 30g 5390 JUy bl &
Six thausand six hundred three Saudi riyals and 30 halalas only
P %15 dLaall dasdll dupd
T15% Notes clisils
2026 paitl cleas
7 ) 6,603,530 ol detual sl st et haaadl calily
el e Sk el
Jlagll lowa Stall
SA44 2000 0001 2345 6789 1234 13an o3I
Al po Gisdl jo, @ 1
( erifcation 00100

Details: Client portal guide « Printing documents
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! X I o * n - I .
Documents & printing - deldallg colaiiuall (QR) I u‘ I')n')

Document verification QR

WHAT IS IT? Soo b
A QR and a written code on every printout; anyone Ol G0 Lo (Sl dowanay (Sgdno S Lle Lgisa jaj9 QR
scanning it sees that you issued it and its current (S jledl 2la (Eg940) Al dill>g @S jolo Al
status (paid, cancelled by credit note, older version, (o JBsd (2081 dens
revoked...).
WHO USES IT Lostian 40
Management - clients & authorities Ol =llg elasll - 5yl
UAi.bﬁcJL}JM..\M@T Jhi (3 Loy Gl olaitwall il 12 jap» « «dygdlg cdlgdll» paalsd (1
| Choose which documents carry it. «QR §é=ll
Revoke any document issued by Enable it in “Templates & identity” —
mistake from the log. “Verification QR”.
Jeclllwa A8 MEGA
MEGA Business ~ [E9Y

Document verification « &itwall (40 Gamil @

Jlasll b (o jolo g ditins
Genuine document issued by MEGA Business

A degdae pé — Byl rddladl A=l
Current status: Issued — not paid yet

Tax invoice - duw pé 6,55l Ailsall Eoi

Dacument type

MG-INV-2026-00001 AiLuall @8,
Document Na.
2026/10/26 aull
Date
senenall S ikl
Party
) 6,603.30 Jlall
Total
5,742.00 dupall L8 Jlazyl
Subtotal
861.30 d8laall dadll du ps
VAT
2026/12/10 @lamradl fu i
Due date

2026/10/26 &t - 2 dtill - BIM3-FDFM-NNBG :za=ill jo,
Code:B3M3-FDFM-NNBG : Version 2 - Registered 2026/10/26

Asaganl ezl iz ind Lpdey bél §naine wlily d=dall o
Only summary data is shown; names are partly masked for privacy.

127.0.01:8121 Jlaclll lxis

Details: Client portal guide ~ Verification Gl o) — elasll dilgy Juo 1 Juoloil
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yul Colladlg sisuundl el (o

Documents & printing - delinllg wlaiiwall - ‘Ie_;.l
dulgdl

Prepared-by and non-final statuses

WHAT IS IT? Soo b
Two settings (off by default): show “Prepared by: name — ¥l odel )L B (a1l Glaha) wislacyl @ obls
— date” under printouts and Excel files, and show Jio will> L blg (Excel wlalag wlegdnall Jouwl «gu)lil
statuses such as “Awaiting client approval”. «Jrasll slaiel jUatL»
WHO USES IT Lostinn 30
System admin aladl pas
oblgdl JS Lle @ikl — ol (3 .wgllhall Ll ]9 (2 «alslacyl» @il (1
Save — it applies to every portal. Tick the option you need. Open “Settings”.

Excel wilalog degiball eslsitiaall JS Jaul {wgu il — awdl :Prepared by / odeh) wiiuall Sef o @ul jlob5]

Lasls 4 b < B8 yamg wratno» o ddl il bl — («B3gusarg « Jianll slaiel Uaiil» Jis) Egudnall le ddl il pe dll=dl L | |:\

Caudliall

Cobliall @8y dal (Juistiall Gl pstll) odll Jusaiall dms) oy (Clga) wiblal] 3)ls] Las, o)

MEM: POV
Cundliall t=J,l;.H I_,L..L...-JI e
1
(nsblially dslaall plad] 3345 @ 3 50) dnssl il ol dd o
saime wlid (8s pe wldiiall e palsill
(38) cansbliall Juds

info@mega.local - 300000000000003 (g pall @8yl - 1010000000 .. - didgaadl dyjell Alaall - Ll

Details: Client portal guide « Printing documents Olaitwall delbo « cllasll dilgy Judo 1 Juoloil
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Documents & printing - deldallg colaiiuall

WHAT IS IT?
Upload each signer’s signature image (phone photo or
scan); the background is removed automatically and it

replaces the typed signature on every document.

WHO USES IT
System admin

«Hl= jolall» sgac 2=1) (3

Check the “Current” column.

the name.

English @)

isiall 2.89:ll 8y9.0 29,

Real signature upload

el il Ri8gill 6)9.0 il (2

Choose the signature image next to

1.20 Lo § sl Lo - Syl Lo gualiy

04

<.‘?an

asaledl JI5F «(len of Jlgmlly o) 2890 JS 21895 8190 29

ogiSall gadgill oy laiianall 5 § b WA

Lo 0o
pladl pase

wgsdgall» « «dygllo Wlgll> (1
«wloallg

“Templates & identity” — “Signers &

titles”.

QR - Verification gé=ill jo)

Auslidl ddall (judeu]) gudigall

T | v 1l Gulma sy M. Elgafarawy

ol &l

(gpe) audsal

Solecel Lasa

ds0ally walgill

aull Gollg dusl 2l loylouly Ol 5o yagilasdsl iayiliuog Lrws e Gonbgall

Jfowllly Gl sgly  olaallg ogsigall  aitue J5 285 o

lows e poabgall &

(podll @5 + cplelaia ginlovly o) 2l § pday LUl o paismall @l
(Saloul} Jolsl sl (32) Jal<l @l
Mohamed Abdelfattah Elgafaraw Saltemll Zliall je Jama

ghge ila| +

Actual signature - (83g4) _laall Loyl asdgill v

eall gdgill Jo wlaituall J5 & ybais Ul 2 8j90 a8 of . 2uBoill cpllge JABIug 1AL Jltin clanl &l (IPG ol PNG — yaul @9 Lle plu of Jlg=ll 890) Lol g digill §)g0 28)|

ggall i Upload - gdgill )50 g3,

- No file chosen | Choose File

(Sil=]) daall

in} Chairman of the Board

Details: Client portal guide « Printing documents
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dsudgi 28| sy Jolll alade! szl gégall

Current » claiuall § Wls il Signer - ggall

Mﬁ

Sgltnmdl 2lall duc dame
Mohamed Abdelfattah Elgafarawy

Generated - jlali gt pudgi

Glawall Q
(4p0) dball

ol Gulsma

Olaitiwal delds < cllas)l &gy Jus : Juolad
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Documents & printing - deldallg wlaiiuall 'JSIA?JI ds'l Excel xm O 5

Excel export for every table

WHAT IS IT? feobo
An Excel button on every list and report: a real xlsx &u)lgig plO)L b= xlsx ale p)dig daild JS' 9 Excel jj
with proper numbers and dates, bilingual headers, 8y0Uall aludllg dxaill ajisug delll 485 (pglicg dsuswo

respecting filters and visible sections.

WHO USES IT Loasxiwg 0
All users Oedsiaall JS

.CLL.UJT 97 olall zidl ©3 «Excel» haol (2 ) LaS daSlall o (1
Open or send the file. Press “Excel”. Filter the list as you like.

English

7 yoabgall

lglg eligalilly Adallg jlomly dnlbyly dpasdl ULl onibgall olals

Bl Jlsyl © ribgall Gubi buly U ordbgall LS delb Excel ;o ol (1,

(0) pyiors el — b T (7) wsdllad] Oaabigall

sl il iy
e | v gsdldl v sl s gl aubgll @3yl gf @l
Wl Gl assy  Jobidl iyl cligalul s Aalfll  dguinll il / ddgsgll iigall
ilglasll ; i
Jasll ol 52165 12,450.00  2019/03/01 Jous sl S e 3225 - 2026/12/20 Gpan AR }":'JIL‘?:"‘“ il |
o » ilalasll WQE-001
Jasll e pgy77.2  B,100.00  2024/02/07 s (S plim ¥) pblse obles  &3gau e i g9 G’;_\":;"'l“mmdb 1%
: aiaall WQE-005
o
dJasll gl e pe: 5.8 3,375.00 I ey dllegIl J85 @iy ol o166 §L - 2027/04/20 PR i JI'?;Q':"? wly
= Jaill WQE-004
rnlag &ty 3jlga Slas] jUnoedill Aoz &
Jeall b ole A9 947 9,450.00  2023/09/01 Jowse (WS i 3) oiblge B o T iANAR '%u_ ] I/ bl &
i sl WQE-002
Details: Staff portal guide crabgall dilgy Jo 1 Jwolail
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ol yladsly 8ygilall clall

Cancel invoice via credit note

Billing & ZATCA - Siljg 8,3q8l

WHAT IS IT? Suo Lo
A reported invoice is cancelled by a full CN-series 415 ON dluales 0 JolS ols Ll sl 151 dslall 5,e5tall
credit note reported at once with its dated entry; the cle)] ¥ @il @ 8l3unng «blale» dilolg syl 0aud ga 599
original becomes “Cancelled” and settled. No status- .04 dg A=l

only cancel or delete.

WHO USES IT Lodsting (0
Accountant & management 8)lo¥llg cwlall
9T) Sl jledll d=bo g=1) (3 ...\?Tg cuad] st 2 @93&"&9&@9&],@9.“;6.&500 1
(Jlaidl jdei e «JLaydl dolel» Type the reason and confirm. «3ygilall ele)]» ool
Review the credit note page (or From the statement or invoice page
“Resend” if the connection failed). press “Cancel invoice”.

MG-INV-2026-00002 5 ,55laJl cls]

Cancel invoice MG-INV-2026-00002 - 1,150.00 SAR

i o publin Lgring 38 W (IS5} & Lanlly auuially a1 1 atg) axld 6 0ilall oan
tonks Lo Bilils il g 55T

This inveoice has been reported to ZATCA, so It cannot simply be marked cancelled.
©n confirmation the system will automatically:

8.03lally Jagi za wr s 1150.00 aasis JalS oils b Jlas] .1
Issue a full credit note of SAR 1,150.00 referencing this invoice
1565 83130 a2by] .2
Report it to ZATCA immediataly
s ¥ abaadl il el — (psall) sl ks omslonall 0308 Juv 5 3
Post its journal entry on the credit note's date (today) — filed VAT pericds stay

unchanged
Jrandl Gl iS5 giugais bsilall elil] 4

Mark the invoice cancelled and settle it in the client statement

The amount already - . JLuasll 1515 3 wrau (Gu. 300.00) 6 pilall Lole gasaall
paid stays as a credit balance for the client.

B TN R TR Y

Reason (shown on the credit note)

b ilall elal|

Confirm: issue & report credit note - at\sjs oiloJl et o] 125l

Details: Client portal guide ~ Credit note Sl eyl « clasll dilg Jds :Juoloil
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3iyg dyylisl Lagaia (Wlaliiwall

Billing & ZATCA - Siljg 8,5q0ll erélg 07

IPCs: optional rows and a clear line

WHAT IS IT? S
Choose the IPC printout rows; the invoice line states lio Jlach» ;4 8,951l g «alxiwmall Egdns Bgao liss
“work this certificate only (cumulative - previous)”; Cudd ol p¥le «(&lew saieall - STl Jadd (alsiuall
revenue is gross with retention and advance. dardall d=9ullg Wlj=izall g0 Jla=¥l
WHO USES IT Lostinn 30
Contracting - accountant Cuwlsall - e¥gléall
walsiiuall «6ygilall jlaol» heol (3 Jaoaslg syalall Bganall sl (2 «olalsiwall» « Egpinall @isl (1
aizall Choose the visible rows and save. Open the project — “IPCs”.

Press “Issue invoice” for the approved
IPC.

lowe cdac dilgs

admin 2 English €

dlasll fy ol B 2 biall iy

alaall 5
- - .‘ R d
pro-26-001 eladdl aduiuso — claladly yliddl dolail syaxi g9 ydso
oladll 338 dale dilys - ol ol obiuwa

2027/03/31 sy 600,000 [y L3 600,000

clgandl g (%6100} wlalsiwall) sammall adall dad

Oledlly pilill  lalbiwall  wlbbiallg slgall slaiel il pelol gl peked  paddl )& dele g

+ A palsiue +
— (Aeaizll s laud) Cljadsall e al)é_!l valdiuns  1PcC-05

il Jolits onieall i Ztall limionall

-y 69,000.00 ) 60,000.00

Syailal

e 69,000.00 - dcgdiia pi - INV-2027-00024

£ 1:00 — 2027/02/12 § cllall — gapiiall pin dinwlg daize

&ygilall by, eld X aslb [ Lo &

i %100 allyi jlani] — $sle yaliiua 1PC04
8, Aainall STl jleigl
.3 510,000.00 L) 600,000.00 = 100%
Details: Client portal guide — IPCs lalxiwal « cllasll dlg Jdo 1 Jrolail
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. L2 =L, P .
Payroll & custodies - a2llg ilgyll (—‘Lﬂsﬁ L’lcg L.'.")? h.uls.)JI ‘3.)"4 08

Partial salary payments

WHAT IS IT? Soo b
After approval: pay a % to all or an amount each; the Siallg «abga JSI &la ol &uasl) dws G0 tslaicd] vey
rest stays payable for later. Register and payslip show Woraal ol darwdlly paall B o8dg [P Y}
paid and unpaid, one entry per batch. A=95 JSJ 299 «uiallg
WHO USES IT L odsxing 30
Payroll & finance ddlallg ilgyll
e slaw» o Gudall Diuw (3 M»ggl@dlgiwl‘__dﬂ 2 el daiel (1
<<ilgyll Sy «Srall Approve the register.
Pay the rest from “Pay remaining Type the % or amounts under “Record
salaries”. payment” and record.

English P

wilgyl [ 3 I

ol Silypuing calgyll

Gols ot c0lgy Slptad y ot
e e pall Jims € 3,159 slaiel € lagally §Loyl 3o clélall d8Lols dazla € (BAL Cumesd) remall slae] 1t JS

Gludl gyl e
el

Partially paid - i3> cdgyna  taina 2026 _pg.ﬁi g...."ls_‘ perey)

A1:55 —2026/10/26 — Soljgenll sama odaicl - o 10:52 — 2026/10/26 — 5oly0eall dama dbuwlg acl
Unpaid salaries - d9gpa0 né diisius wailgy (O (s=¥l dlas) 305 ila b, Excel ¥, Excel Joazs [ PDF o= & penall debb &
Al s (A8 Y G 281 LB Lmdus — (3a8) 958l Dlas cila) 4adl pyilly Caldge 7 <

2,355.99 68,328.00

oilasinill, Jlin] limiall Jlas]

32,985.99

Unpaid (7) - Bgpaall e | aagall

npaid - Jidall Paid - Bgpaall  Slall wlegasdl gl wijle]/oldiz e/ psb cile wilisaly Jlazll Gl Gl /I cultl bl wabgall

Lidl ol sasi

,850.25 6,850.25 13,700.50 0.00 0.00  0.00 0.00 0.00 0.00 13,700.50 1,250.50 12,450.00 30 7 oo
Details: Staff portal guide — Partial payments Jidl Grall « pabgall dilgy Juds 1 Jrolail
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* I I I * I
Payroll & custodies - a2llg ilgyll '3’] lﬁ-" ')S I

Employee financial position

WHAT IS IT? S Lo
In the employee file: unpaid entitlements (salaries, &l wlgran «ilg) d Bpaf @) wlisime :cabgall ‘_QLD 9
expenses, end-of-service) and amounts owed Jolis 0,85 ga — Glally (aye wole) dule &lliag (doasl
(advances, custodies) with the net — plus a full report «8yalB alwdirg

with “visible sections”.

WHO USES IT Lot (0

HR osbgall gog

deldall «Jolis py65» ool (3 O Bitanal1» Cugl (2 abgall Colo @il (1
Press “Full report” to print. The “Dues” tab. Open the employee file.

Employee financial position : calhgall lall 38 yall
Unpaid entitlements (owed to employee) - _abgall .3_,-.:5 pd wili=ius

(o) Blaal Jeoléll/ gzyall el

2026 paiiw wil; e

3,000.00 0.00 g paall - 3,000.00 Glall

B Unpaid salary — September 2026

£ 2026 paisT il Lia
1,631.25 1,631.25 Ggpadll - 3,262.50 @lall il A

L Unpaid salary — October 2026
4,631.25 Cilbgall Gautunall laz]

Indicative, not included in the net - glall § 2.3 — (ag 5.8) 657.00 :(gslafal) 8jlodl dm) dasd - (0 2) 328.25 :(galiiul) poull Go daslfall dessll )l slalss
Amounts owed by employee - Labgall e @lle

None - azg ¥

463125 Owed to employee el I
0.00 eifgall ol
Owed by employee

4,631.25 saigal gt = mal i

Net position — payable to employee
Full report - Jobadl il =
0.00 g 0.00 0O 4,631.25

a4 B Bga @ al 5% alg Labs wldgpan el al aaina Lilg
pslyiall caljloil spay B
Details: Staff portal guide — Partial payments Jidl Grall « pabgall dilgy Juds 1 Jrolail
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¥ B4 . . -, 9
Payroll & custodies - a2llg ilgyll (U'.'.'nbwl 4-)'9-)) dg!-\-n-dl A.e.ﬂjl 10

Petty-cash custodies (staff portal)

WHAT IS IT? feobo
Issue a custody, record invoices with a receipt photo WJlg=dl pa Jlan¥l 8)5.00 wilgall Jumady «dbdgall 8ac o
from the phone, accountant approval, low-balance jop d0ai QiSy ol (Blasil dudiy dcuwlall slaiclg
alert, a settlement statement with verification code, AT 59489 (g8

and automatic entries.

WHO USES IT Lot (0
Employee - accountant Cuwlsall - Lalbgall
400> @ Jaiey Cuwl=all (3 o olgall Cauay albgall (2 B 33 C Oro» « «2ll» (1
«dagall '«k:;“\v'c» “Custodies” — “Issue new custody”.
The accountant approves, then “Settle The employee adds invoices from “My
custody”. custody”.

el pligll A dame 2 English @

wilgdl @ @ sl 9

dadill a8l &

PC-0001 3sgall

Branch running costs - £,all Jued wldgpas + wllasll pia « Ll Lol dasl

Bagall &dLa| dadas + dogita PC-0001
Branch running costs - gaall Jehdd Gildg yuan -
e autl * glall 2026/10/01 iy - Ll olas sanl
v (&) Ggaiall 10/26/2026 4

o 5,750.80...,

L

dndall adlal %42.5 Ldgpas 1,203.60 deall lasl @ 3,045.60 size @
@lee Bgpae Lains dgpae alicuall
1,203.60 3,045.60 10,000.00

Sagall oigl aguidll 391> 4

0 AN A e RSt ,
b Gigtall wie Jalo aus hstall aie Jol agls Excel &, PDF ezl & Bgpas 897l dsla| +
90 70

i (3) 48l slazel (12) Cildgyaall silgd [
) 526.80 2y diSa
l-ej!-éls 5_‘&“" dinal v 6871 dupd 00045124 - duiiy duike wlgal - EX-0012 - 2026/10/13 D
daslall Uil
i ddlne )g3l8 3 2ol ¥
v
Bagall tslily & T (8 X ) absivde g/ sl
cobgall dagall pd)
Ul gobew ozl PC-0001 ) 495.40 gl dbnsme
i : BA.62 dund 0004511# - cildgyag 398q - EX-0011 - 2026/10/12
=) Bpall 2 :
Details: Staff portal guide — Custodies a3« abgall dilg Juds :Juoloil
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MEGA Business Suite - What's new in MEGA 1.20

Payroll & custodies - a2llg ilgyll

1.20 o § izl Lo - ISyl Lo aliy

Jizuall 8sge laga Gl

The standalone MEGA Custody app

WHAT IS IT?

A standalone Windows and phone (iPhone/Android)
app working offline: custody, expenses with receipt
photos, alerts, settlement PDF, Excel, and sending the

custody file to the accountant.

WHO USES IT
Anyone holding a custody

o2 L

eniss] o9 Jasy (gyaily weil) Jlomll joing) Jbiue gy
PDF. dibaill (8 vl auitll glodll sgus ol paall bagall
ol 532l alo JLuylo (Excel

Lot g0

baye @liay - 67

by dail aS gbl (3 blo gf Lo wlilas by (po aig (1

-J99

wldgraall JEwwg 83 L_gu.ui 2

Print the settlement and send it. Create a custody and record expenses.
Install from the MEGA Apps link or the

Windows file.

(IR

all 5 LBl — dgilowe dyyod @

>

euadll &,.9 g9y 8spc
e i — Adlall B)lol e - oS e Juits iy lana
06/10/2026

apall Sgraall leall
4,360.50 5,000.00

504.20

L) 639.50 — b %13 Ladall /N
5,98 )90 Loy Sgran 1 [O]

E’ @ 74 E]

.tf‘““_“ Bagalldiusi  glodila| | g

Details: MEGA Apps guide — MEGA Custody

8a¢e lma o lemio wlbudas s 1 Juolaill
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ole 8ydiluall dllanll yauaii

Payroll & custodies - a2llg ilgyll

ayliall 12

Direct-labour project allocation

WHAT IS IT? feolo
divas J&sS 1gu)loi duads of WalS Egpinn Ll cabga (auass
5105 Eoptall dalSH Lle dassdl &l g wliselly il o

i) @y

Allocate an employee to a project fully or by % with
dates; their share of salary, GOSI and EOSB goes to
project cost 5105 and shows in project profitability.

WHO USES IT Lo (0

HR - accountant Crolzall - crabgall gog

Bloilly duuilly Egpinall i 12

Choose project, % and dates.

weidl pune G Rojoill g=1) (3 «&laall» — Cabbgall ala (1

Check the allocation in the monthly Employee file —» “Projects”.

register.

admin 2

English @B

s
doasll 4l [ Tl Jolis 5 S Jhss U"".'.:.'IJ «ly
aujltall - Lilhga - E-003
Joma ob omalivmgid 47
JlaSiwill baol jlomll ) doldpl elooil u )l wilsall &)U o Jaosdl o Jlozdl digedl / daldill @) @l — (d3guun) Jaile pné ilo 0O
0.00 @ 4,925.00 30/0 4 ag1 143.9
(o) iyl el finios I (30 B Jolf 1) diew Ul dpi3pa b e EEE
Projects - guldall  osihall  ohledl  plall  adl  cliwall bl clklslggas)  clisiwal  dldlgedhl ol bl

Project allocation (direct
labour)

Assign fo a project + goydial yauadi +
Project - ggpiuall

dllaall) gyylisall le papail
g 2:)

(Byaaleall
 liiall damg Lol GRIST (30 duas i awasill wis .(5201) & ol wligraall Lls cilbgall Ll t ol sl

A4 —
& wBg «Eopinall dalSS Spay (5105) Egptall dalSh Lle dousll Al jaatag wlisslil]

& Lbnall dasyy

Allocated share of salary, employer GOSI and EOSB provision posts to project cost 5105 (project

To - (@L,;:-I) Jdl From - e % Share - % duil

.cost centre)
10/01/2026 O 100

mm/dd/yyyy O

Note - db=ils

dladall ol gall) 8 itiall jgeadl Ol 3618 Jump dusy asg il acasdll
Retroactive changes re-post affected - .(zawe pa Jol 3 o

.payroll entries

Details: Staff portal guide — Direct labour

13/23

- dbasila

From«ga % - sl
Note e

To-Jl Project - g ptall

130l dabsil dyso Eopdies — PRI-26-001
o wjlics  2027/06/30 2026/02/03 100% . il ok ‘

clt]  fdiie — clibylg

eladdl LAt — elabylg 131 dabul 3323 £gs — This month: PRI-26-001 - 2026 ST 4 Jsasd

%100

llas)l Jawass « cpdbgall dlg Jdo Juoladl

+966 58 258 7221 Ulwilg wlewall - (goly00=ll Chﬂ” JuE Jaso [araualig slac|
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Accounting - diwl=all 0*719)0 L’]‘ MI 'JL”!

Two-stage year closing

WHAT IS IT? feobo
Stage 1 on 31/12: zakat/tax provision, then close into 3202 § JWdYl @i du sallg 831 panse :31/12 § 1 dl=yall
3202 and lock. Stage 2 on the resolution date: reserve, wlsyjoilly Golis¥l telSpidl )10 gyl 2 dlsyall .dicdl Jodg

dividends, retained earnings. Reopening reverses both. oilsyall uSes @iall sole] .8lawall ZL)Rlg
WHO USES IT Loasxiwg 0
Owner - accountant cuwls=all - elladl
bl des «plell dowis R1jgi» J2) (3 «did] J8]» bhool |2 § dlallg blimdl e bhual (1
Post the “Appropriation” after the Press “Close year”. wlslacyl
resolution. Set reserve and ownership % in
settings.

Year-end closing + dglall diwddl Jlad] T

douti gujgiv 12 dlsyall diwl Lle gl Jodlg 31/12 8 J8] by «alell §)lusfay) Glor 3202 Llus § wlSgraallg wialul Jais @ {54 ol o) Jeddl dg pog 351 Loasa 2] 11 dlsypall
.Stage 1 closes P&L to 3202 on 31/12; stage 2 appropriates it on the approval date - .dalall dmazlfeBpull 8 Ayl «plsll

v 2025
2027 2026 :dledd olgiw | diwll JLa8]
(oot gerlyall iligens ilin) il a3le] Canes

2027 a8 ésle|

duogedll dulus  3mgall syl =gl — Jlacll] lowa

L bl il - ((Golbmndl plidll ass dams) (Mg MEGA pinci

Details: Accounting guide — Year closing il JlO9]  (qualsall alladl Jus : Juolail]
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Accounting - diwl=all

Automatic zakat & income tax

WHAT IS IT? Soo b
Zakat base from the books per the 1445H regulations ¥l ol R0 21445 d5¥ s S0 o S5 r."LCQJ'
with min/max bases, 2.5776% zakat and 20% tax on Plasdl 8o duisYl da=l) %20 du g %2.5776 85) (lellg
the foreign share with losses carried forward, plus a .Excelg delill cleg d8,g9 «dl5-yall

printable/Excel worksheet.

WHO USES IT Lostian 40
Owner - accountant cuwl=all - elladl
«6gSill elegll d9)9» gubol (3 <uaasall Jisyi» @i elegll g=1) (2 B d8ly — «dpalisdl @Slgdll» (1
Print the “Zakat base worksheet”. Review the base, then “Post “Year-end statements” - zakat card.
provision”.
doaddl dylpi Blalse yamia R (8/9) JLadyl yand dailé v

lall § Jomunall - 161,892.16 1 ibga 41 (84 aalall) Jasll Al e Loglinall
124,824.56 :@_@“ - 37,067.60

Cilgin dazlall ulie v
o ‘ ijlgia Jlall jS;all dasls v
e Hl e — loaey diss J5 e peab ciilig alginn 5 Jol o didw 5 2 jad aily cluai )

(il cdagl + guluud) i oss) (3999) duliztnl 5ol gl Glus] v
waasall Cuasd aid iy dlzje pd 63gusn 298 azgld v
dyEge degiyall clidl @iy 5
+ wabbga JSI Juadill
S3uudg £o8pa panud yeaid cligll Lans x
(3,678.57 Luimall) J5 40 diaull J5all dy pisg 531 praes v
el fuly &lome dossll dily jauats v
Lauaia g po 180 (e padl ellac (g3 dergT ¥ v

oblacdl e didl J88] gz lall slaicly pamdll JlaisT as

dajall sgime [0 Zakat & income tax FY2026 - 2026 J5all dyyag 1831 o

il j,8 Sllall dndar 1 186,316.92 Equity & equivalents - LaSr § Log &lall o
(@lae) Jlal jSjall dalls .2

(dilBo) Lol BT aul iails 3 167,762.10 Non-current liabilities - (el sou) dlgladall ye colalihil +
dSlall o> § wlpatll desld .4 7,205.00 Profit adjustments - Jiaall aul ilo @8 +
(Brtluall ) dpadill ciladsill daild .5 -
o ety s il sl b Lot asbiel il e st 6 (171,000.00) Deductions - {...<lasallg wiliasll) cliawsll -
@l Bl weuldg raall wolslpll Bl dsasl bl d@ilall gaill eslseally eilliasll 190,284.02 Zakat base - oSl elesll
il Slas Y asilsll
o550 i S A i AT ER O 7 142,713.02 Saudi/GCC share - %75 cuzlinly cusgaud das
¢ lauclll 2 ATR &7 Zalkat . (%42 5774) Al
Details: Accounting guide — Zakat s8I (guol=all pladl Jus :Jrolail
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Accounting - duwl=all &"‘Jul lesﬂl a‘:’, 15

Financial statements pack

WHAT IS IT? S lo
A monthly YTD pack for management and an audit- 830l diwdl Al dojg (8l did] Jol (3o &y ouap
ready year-end pack: four statements with da3ldg wlBsladlly wlsLagly d)léall 80381 @Slgdll t«g=lyall
comparatives, notes, confirmations and an automatic .Excelg (uebg PDF — do3L dJl jam=d

checklist with evidence — PDF in two modes and Excel.

WHO USES IT Lot (0
Owner - accountant - auditor &zl - clsall - cUlall

.Excel ol PDF J5i o5 X @le (3 < pye» @i ayidll gqill yisl (2 @lgdll daj=» « «blwsdl» (1
Fix the X items, then download PDF or Choose type and period, then “Show”. ol
Excel. “Accounting” - “FS pack”.

lowa 8ylal dogl

admin 2

s MEo

ollusll

FSpack - dlell @ligill dajr @ dwlisl ilgil @ ladl oh ogogallyatlestl R Agwdlgclill B Bpo/ B die @ el [ Jlall pasdall

clliegl 8 dapdleblbd & cblusd Jds [ dldlclbud B a6l & dll Jeoll @ djleall B Jlall Juloll i

- - - c - .,
Financial statements pack - ddlall pilgall do3>
Joher wololasnfl laall g8 ilodll — Lalaiely il daslal gl wiolomall Sl bt «nzlyall 5ol Al dly njrg Byt stimall sl G Aiaadl Jo ¢y & e dajo idalotl a5l 1185 oy
.Generated from the books: monthly YTD management pack and the year-end audit-ready pack - .dlsEL dJ3l o=l dails .cl8alaall el

Excel ¥, Company paper - &5l g9 e delbhl & Letterhead - .l g0l PDF &

Comparative year - dijlall diw FY - ddla)l dicdl Pack - dajall

Gzz,{zz:\lisiblesections-6,:»LHI,=L...§§IE> v 2025 | |v 2026 v Year-end (audit-ready) - (g=hall) didl 4l

2o Jlall Siallg :2025/12(31 — 2025/01/01 go éjlusll of zuyll :dijlaall — Financial statements for the year ended 31 December 2026 + 2026 pawwd 31§ dy tiall diwl) dulall wilgdll
.31/12/2025

Key figures - duugdyll pld,¥l s ( 26/27 ) Automatic checklist  &¥l yamall dalld ~
800,800.00 Revenue - wlslyyl (ols = (pa) dijlgin dlsyall 3g.8)l JS JE-BAL
506,036.22 Gross profit + pull Jasea aitwall pudt) Glu S48 s 75T 479 ¥ JE-DUP v
(379,661.65) Net result - dzuidl glo (g9%3s 9l etz e o) bl bgyyo gusle 18 JS IE-REV
532,452.52 Total assets - Jpoll Jlaz] (dsopami) dyesh) il le  Jumyi ¥ JE-GRP v
182,638.35 Equity - &lall ggis L L of 80l 13 Loy dlsya pé 83gusn 3gu8 Azgi ¥ DRAFTS v
150,342.09 Cash - adll Slilodl go Sl Jimsill & cllas] o SYNC
Jlall 0l Jgal fheall) dpsgmdl dysell dSlaall & srainall Jlall y8ill dylgall sleall ;oY) (oasug U8l 18 — saall 51 Sl ibsall Jol) jlgin dazlyall oliva TB-BAL v
wsn=liall disancall dflcin Avainall .o m8lmllvndls wilsalls (Al anialle fad.allod2all
Details: Accounting guide — FS pack @lgdll dajm — (Quulall alladl Jus : Juoladl
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&5 joull G blis

Sectors & countries - Jgallg dasdl
Retail shops sector

WHAT IS IT? feobo
A new sector with a “shop type”. Tobacco shops: Glalle :plowdly plsall J=a .« J=all £6i» 2o 0 bl
excise flags and report, age check at the till, and 18859 galdl @ yasll o Gé=il oy 85 dSlEUNl dy pall

licence reminders. .ol
WHO USES IT Loty (0

Shop owners Ollall Glol

yosllg dilendl Blo¥l husl (3 J=all £gi yisl (2 Oll=a» « «dSpudl slae)» 1
REGESI]

“Company setup” - “Retail shops”.

Set excise items and minimum age. Choose the shop type.

dSydall blds

Aoy S Al il bagdh dumag bl (6 By o peill . Luasl ol Lag losmnl Jul (il 133 dvg) il rtibag cilalunally anlilsd] JS & G0l clasgll bLAJ 310y

@ AR i O
lasallg cibglsdl pol &3lall §)lajy cilulsllg @lail cloas deaally cidgliall aubll bl &)la]
il Al slic wonadly Lol clilj bl welgl aptiall 8 g duilige Wil ciloas dgic Crigall pylaig dllall oldillg 4y gall agaell iyl tdgdaally duball cllaill dalleag g pes
cilgloall Jouol o bt o] JS0 syt 8708 o doasl plas] 8algabg Juanll gdgiy Lamdll daslsg Cusilly du;p0l g Ltiag iciliizinally cruilasall haiaally ghaall Jowg cuudlially

Lmbigag Ll ayeilall aolalsiaall

@ e (=]
e8)lopgudly dijetll & i 9)lg0g dulon) ple blid odallg Jaul (&ij=xig dlaz) 22 jeillg &lell
51} dleisa plgd iolially el (uals) gu dbs (ol fisag o] wolylsedly rabsgall lslin] wolimally ciloyl 0 byels € il 03] € g polgl € Jlaud (ogie
Ui« P9ieg e @llgh X2 g g Ughbgall .duig A 3aally dylall alladlly bl el (o o dlmy IS dymy g d0iSTg bl wgimall g cilapall gghing Jrac JSI Glaill o>

001 (Guuloa Jasmyig (FEFO) dimilally silgdll & ol dilgy .l tiallg i3 pally wdlglly

aclly Oluinll iy

L]
Ayl e
el gy dhdi (eSilapges ul) dljoni Jona
ciysall g wlyisall aalls wlasglly Sliod!
T2 bl [5G pilg8 wdball s Sl uilg 3pllg
sale LB — ribsgally cldanaall .2 4 big gl
Jomall ol

Shop type - Jowll goi @

bl 8 g Y 070087 Siay ililuall Judsg duslinll cilisally wolamglly aludill sam — ogjimally gall dbii udi Fo8 1B Eoi JS sedfjmil] clomn bolitil

s R
&R LS %] 0]
Clothing & abayas whlieg Lwls Mobiles & accessories wl)lgumuSTy il Perfumes, oud & incense jgsug 3589 jebc (Jeunag OlEag yilmw) daudn 86 J=e
iy Jlab¥l wilsy Ulilly 7 llg coliball ALl Bilamy ol iy ¢olgally wilelaly 83 Glually jaully sgall (msg dibpally dudydll jghall Tobacco & shisha shop
dlaiall 48l Sb) Ogly Gelde S5 3653l Alazll jlnwl @lod anlganlly ol vt S 3554 2 lagdlg cdall almlfalgilly of Al mudl clgaly dugrgil Hlendly oy  Lusallg dlewull
duanugall gaguell gypilally Jlnindl all Ul Elpeily aclagall (+18) jasll (o @l dlanidl gluall dadle !
allall 56 Al gully Joaall pie sl §
Eleullg Al dunyy (S5 . pllkell dic (g pel
Jall
\. J
Details: Client portal & admin hub guides 8yl0¥l d=>g) Juog ellasll dilgy Juo 1 Juolaidl
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& ) I o nI . 9 na ‘I
Sectors & countries + Jolg dhis¥l J ** Is-" %’s I O-O I

Age check at the till

WHAT IS IT? Soo b
Selling a tobacco product shows a “buyer age check” 9l 19 «spinall yac (o (§85» 839U b R4 @ile gu Aic
before payment, and the receipt notes that excise is ol 3 dgadine dglasdl ol mog Jlasgly

included in the price.

WHO USES IT Loasxiwg 0
Cashier sl

2l ag)l gi_y.\au X703 (F9) dull ool (2 iiall Zaal (1
Confirm the age or refuse the sale. Press pay (F9). Scan the product.

Age check - s idiall joe o Gixs
il sie panll ol clbsl aiw 18 g3 b el LY Ciluol lgis alull

JItems in this cart may not be sold to anyone under 18. Ask for ID if in doubt

Details: Client portal guide — Retail shops Gl Olo — eMasll dilgy Juos 1 Jrolaill
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Sectors & countries - Jgallg dasdl

Egypt edition

1.20 o § izl Lo - ISyl Lo aliy

WHAT IS IT?
Choosing “Egypt” at setup: EGP, 14% VAT, Egyptian

invoice wording, tax registration no., withholding tax
and Form 41, the e-invoicing system, and corporate tax

or the simplified regime.

WHO USES IT
Companies in Egypt

SlizalS slgall nof (3

Issue invoices as usual.

Blaiall wbly JosT (2

Complete the company data.

S e
deluo (%14 du o sl lacyl die «raa» dSpidl dgs s

Ol i @l igurdll il @) s paall 8,058l
ol gly¥l &y g «dyigrsIyll 8)gilall daghin 41 Z3gaig durall
Bl Al

Lot g0
ras § olspall

Sl dgo» « «dSidl slac)» (1
«<ran

“Company setup” — “Country: Egypt”.

Statement + Clusdl Bi8

JSON lalfldl s Jols UUID VYAKNWYQPOJ29QBKQTOHZ2K006 (ilpall d=laa gl dlguda ETA cleared - il pall dslas ¢4 dasina

Print on company paper - aSpill &g le deldall

Cancel invoice - §,g5lall elal| Glusll e Juaoll gns 4

PDF with letterhead - a.ul Goll oS

Print / Save PDF - PDF ki [ dclbs

gupall Jimill o8,
wgurall il 8y

. Gilagygillg
89

1234567

Crdglaall Joll 38y

MEGA Business

m MEGA

Tax Invoice W 5393@

Due dete @il gl Supply dat

2026/11/25 202

Buyer k;;.:mjl
8Ll LWl dSpa

Delta Trading

987654321 1 gapall il

- s Nie. gl calall o)

EG-101 Jeesll g,

Pl B el Jlgial

Issue dite Lol cdpa gl
2026/

No. gl

auppill gl In
6/10/26 MG-INV-2026-

10/26 13:48 -00001
Seller 2
wlaygillg wigliall Jull &S
MEGA Business
123456789 wgerdll Jymadll o8y
112233 R gl bl
el calall @8y
e g — Byl il

Basgl o

11,400.00 1,400.00 10,000.00 10,000.¢

00 &)lomag st Jlac]

52,500.00 2,500.00 50,000.00 50,000.00 dabd 1 2l k=) gjL’.ﬂ.fJJB“ 2
22,800.00 2,800.00 20,000.00 2,000.00 wb 10 Sl -.LUEJ 3
. Amaunt 0 wards LS alall
dspall Jolit i ezl L e
80,000.00 : 2 b Grdin sz Wlanpans Ui pilaly diuw baits
Eighty-six thousand seven hundred Egyptian pounds only
%65 - %014 dSlAall dadll dy s
6,700.00 Payment details sl ity
_ ank el
dy pall ol (B
corse 86,700,00 2 debs o JuasWs -
BAN oludl

Details: MEGA Egypt guide
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Oo digsall :J>92> 9 yeehall

Sectors & countries - Jgallg daiidl s IQI“*I
&

Google visibility: city from settings

WHAT IS IT? Soo b
City, region and served cities come from settings, with Jo= 2o wwlslacyl o 1,85 dagasall ()aallg dshiallg digall
a new English city name field. =il dusall @ o
WHO USES IT Lotk (0
Management 8l

Jbos| 3 SRy gyelb dipall st ©2 « =g gJ%H|>> 1
Save. dogasall paally “Google visibility”.

Type the city in Arabic and English and

the served cities.

(dabiiall Cililudl) Jogad blisiall ilily &

(dakaiall cillulg Loy cpglinll) joukall s Jutati

ddhiall City (English) - djeloibls disiall @l iyl dignall
ol dohio Riyadh wolill
il Jl Sl ol (gdlg & badl) olgiall
+966...
Jskll b ol s Jasll cilels

Su-Th 08:00-17:00
(ool Ugaa) Lisarss G ghbliallg rsal
alasll B bkl

(s JS & kul) — Google Business. LinkedIn. X. Instagram) diawsll sLiall wllus

4

(630%1200 kuly) dusl 83l 3 Licall j90

Google Search Console (o izl 565" Services in English (one per line) (o]t dadlil] = £ 18 — jhus J8§ daas) yrall piloss

g Guall meta 1aes g8l gl

Bing Webmaster ;o gl og5

sl bl €= @l Bl 2 lys0 JS) s — (302) dasaill Eulg )l g

Jold-pagef => /new-page/

Details: Admin hub guide — Google visibility J=zoz Qg « 8)lapld=g) S Jroladl
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* * . *
New MEGA products - 6300l e wil=iie ‘,‘,’-‘9')"5"! W Jg‘m I?-.l:ﬁ 20

MEGA Store — online store

WHAT IS IT? Soo b
A store in your brand, inside the portal or standalone: oo wliiall todsg gl dilgdl Jsls Jasy eliSps dign y=io
products from stock, one photo — 3 images, cart and ool iolbgugSlg dludl (o5e o0 3 « a9 §)50 «gjsrall
coupons, zone shipping with per-zone free delivery, pliw¥l wic R831 ddhin S lse Juogi ga @blialb
cash on delivery and bank transfer, e-invoice and doubllg duig sty 8)gilall «( Sidl Jag=illg
entries.
WHO USES IT Lodsxiw (0
Management - store customers yiall ellac - gylol
&8l @ 8y oy=idl ool (3 0gpall (pe Bluodl il (2 LAY jSio (o xiall» J39 (1
ol Publish items from stock. Enable “Store” in the add-ons center.

Set shipping and payment, then open

the store.

g Jees & English @ ° BeROE e alaall aa JO Juog — oliiall dlslly daldl olglas © =

clojlie sl olblhg wlials  dfhals il olladl clgls cilaay Jadl ol dwlgyolgl- abdlalafl ol dgbll oblall GulsT 4l cloline elaiall JS

laall gaa JSI

Elayisly Jliad € b S dwpsaels B welg @ & og b
f.....ajl it (G Gss
=
E -
: =1 “ | i&["' i*
Adlgl wblail wligls cillzey Jaul clgls Aulgay gl Balodl wilgslll wilgls dall lladl GulsT ayldgl wilajpliue
ER I
[ == B &
= ;
| & \’.
L‘:_:V_;““
Details: MEGA Store guide Jgw s Juo 1 Juoladl
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New MEGA products - s3uasll lswa iliin Mls
*

Sammimli 1.1 — deck and film

WHAT IS IT? Soo b
A presentation PDF per design with Sammimli identity s9:aill s jladg Gladio dig puaai JSI PDF (o) cala
and MEGA logo, architectural visualisation and S83a) wldlll dizgig (yujlasall laiwdl @lially )lasall
cinematic film for architects, and routing to free image .(ggi_nlé.)gm Jwl=all joall

providers (Cloudflare first).

WHO USES IT L odsvian (30
Sammimli customers - admin pall - ladio ellac
Gledwo d=gl o wldbll 6 13 W o oyl cals J39 (2 Q dl=all ;1 85gMlS Gl ol (1
Follow orders on the Sammimli board. <«pyaaill «dyzgilly dlnall
Enable the deck in “Design deck”. Add the free Cloudflare account in

“Free providers & routing”.

Details: Sammimli guide Gledo Jus Juoladl
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MEGA Apps on mobile

WHAT IS IT? Soo b
A plugin that publishes MEGA Custody and MEGA il bl Jlg= wlsuhais J91)5 xiag 8aye loxwa i dSLS|
Travel as installable offline phone apps oniPhone and ;i (hg=g OR jga, Ra Wgyily ol Lle ciyi] Gga Jasi
Android, with QR codes and optional APK packaging. APK I
WHO USES IT Losvivn (40
Staff - owner clladl - pgabdgall
ol «duansyl dsladl J] dolo)» (3 .Jlo=Jl OR ja) Zamal 2 s wlbudai» ddlso] g9l (1
<« Guaill cuii» Scan the QR with the phone. Upload the “MEGA Apps” plugin.

“Add to Home Screen” or “Install app”.

MEGA

Jlsl e Lo lipdes

MEGA apps for your phone — install once, works
.offline

MEGA Custody 83 Lo

g panlly plinoll 1asaaill 2gall anbio
s ieolgaaitl] wilgill yugans edsially
Excels awaaill

Petty-cash custodies: received, spent, @

remaining, receipt photos, alerts, settlement
report & Excel.

Open & install — cauiig pas

MEGA Travel J$1 5 lauo

Jilsally sMoslly Olalall wligns
09 Jlgxdl e — sl wliitmag

!
Flight bookings, customers, invoices and

travel documents — offline on the phone.

Open & install — cauiy qud

How to install cagdill aiula
as )laall ;5 ¢ Gulnill qasl :(Safari) os.i._T,l
& @aguyd Jl asladl L) aslo)» « [
Laslo|

(R 7 AP, | ifaA

Details: MEGA Apps guide lue wléudai Jds i Juoloil
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