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Step 1: Company 
Questionnaire

Vendor Portal
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Registration 
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All fields must be completed to unlock the next step1
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After filling all fields click Next to proceed to the next step2



Step 2: Login 
Information
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Registration 
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Fill in all the fields1
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Optional : Flexibility to Add 3 other contacts2
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Optional : Fill in the fields3
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After filling all fields click Next to proceed to the next step4



Step 3: Company 
Information ( Saudi 

Companies )
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Registration 
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Fill in all the fields1
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Check multiple choices in sub activities

 then Next to proceed to the next step  
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Step 3: Company 
Information ( Saudi 

Freelance )
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Registration 
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Fill in all the fields1
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Check multiple choices in sub activities

 then Next to proceed to the next step  

2



Step 3: Company 
Information ( Non - 
Saudi Companies )
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Registration 
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Fill in all the fields1
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Check multiple choices in sub activities

 then Next to proceed to the next step  
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Step 4: Documents 
(Saudi Companies)
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Registration 
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For Saudi’s companies mandatory to fill all shown fields1
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After filling all mandatory fields click Next to proceed to the next step2



Step 4: Documents 
(Saudi Freelance)
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Registration 
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For Saudi Freelance mandatory to fill all shown fields1



Step 4: Documents 
(Non - Saudi 
Companies)
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Registration 
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For Non - Saudi’s companies mandatory to fill all shown fields1



Step 5: Banks 
information
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Registration 
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Fill in all the fields1
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Check Agreement to Share Data and Accuracy and Responsibility2
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Click on Terms & Conditions and Code of Business Conduct & Ethics to read them, then check the boxes 
to confirm your acceptance3



Message types
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User Home Page
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After the registration this message will appear, until accept registration
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If the registration rejected this message will appear
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If the registration Need Action ( Documents expired ) this message will appear
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If the company blacklisted this message will appear
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If the registration accepted the main page will appear



Update information
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User Home Page
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Click here to update the information1
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Click here to update the information2



Vendor Portal

39

Update any part, then click save3
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This message will appear, then wait until approved the changes4



Tenders
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User Home Page
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First, the tender page will be empty until vendor get invitation1
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After getting invitation for specific tender it will appear 2
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Click details to view the tender3
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It will show detail of the tender, for inquiries click here4
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Fill those field then click Send5



Offers
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User Home Page
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Click details to view the tender1



Vendor Portal

49

To apply offer for the tender click RFP Evaluation2
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To apply offer for the tender click Offer Submit3
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Fill all mandatory fields then click Save4
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To view the list of offers go to Your Offers page5



Purchase
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User Home Page
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Click View Details to view the Purchase1
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Receipts
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User Home Page
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Click Create Receipt 1
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Click Select Purchase 2
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Click Select specific receipt 3
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Fill All Blanks4
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Quantity field is adjustable and can modified, then click Create Receipt5



Vendor Portal

62

To view details of the receipt click View Details6
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Thank you
فريق التحرير
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