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Introduction & Objective
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Introduction:

A company enables external entities (suppliers or vendors)
to register themselves in the system, making them eligible
for procurement-related activities such as bidding,
purchase orders, and contracts.

There are two types of supplier registrations, depending
on which registration link is provided by the client:

* Prospective supplier is a company or individual that
has registered in the supplier portal but has not yet
been approved or qualified to conduct business or
receive purchase orders.

» Spend Authorized supplier is a fully registered and
approved supplier who is authorized to receive
purchase orders, contracts, and payments from the
organization.

Obj ective: szt

* It allows vendor to do Self-service registration through
the supplier portal.

 Manage Supplier Profile

* Raising invoices and financial claims through the
supplier portal

« Participate in the Saudi Downtown Company’s

negotiations and submit Quotations through the
supplier portal.
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Self-service supplier registration Link: it

Saudi Downtown
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Supplier Portal -




Supplier Portal - Email

Saudi Downtown Company

Supplier Registration

Enter your email

Get a one-time access code to start.

Email
kotag70381@ihnpo.com| l

Send Access Code \

Enter the email for
receiving the code
to proceed further.
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Saudi Downtown

Supplier Portal - Email i‘

Saudi Downtown Company l

Supplier Registration Enter your code

Use the code we've sent to email kotag70381@ihnpo.com.

The code expires in 15 minutes.
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Get a new code Enter the code
received on email.
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Company Details
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Supplier Portal - Company Details 5 C

dpgauudl ggliggls
Saudi Downtown

Supplier Registration Enter the name

company etk / of company Enter the name

((((((( -
= RE. " of country
aaaaaaaaa D Tax Registration Number D-U-M-S Number <
1234 123456 121424235

< To be selected carefully as the
questionnaire are dependent on
this type.

ccccccc

Organization Type
Foreign Corporation

el

Note to Approver ‘

Adaitional information Enter commercial

Company Registered Name written in Arabic oLl Jaud! s 35l N "CR" Unified Number 35 rall a>pall a5l 3 5 Company Details
e e registration number
Sub type - Mobile Number Phone Number
> Supplier 0512345678 03412345678 — Contacts

City - Small & Medium Enterprises « | | motetfrom Approver
Madinah No Addresses

Attach nd oth I documents

,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, Business Classifications

| Dragand Drop |

| Select or drop files here. Bank Accounts
URL ‘ Add URL Products and Services
Mo items to display. Questionnaire

Note: If the required fields are left blank the registration process will not proceed further.
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Supplier Portal - Company Details Mistakes t

1. Supplier type should be selected wisely if the foreign supplier type is selected for local supplier, then the questionnaire
will be of foreign type.

2. Selecting the wrong country from the dropdown, which can affect tax and localization settings.
3. Choosing the wrong organization and supplier type, can trigger validation issues.

4. Entering CR number in the wrong format or duplicating another supplier’'s CR number.
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Supplier Portal - Contacts
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Supplier Portal - Contacts

Supplier Registration

Contacts

Contact1
Enter contact details. Registration communications will be sent to this contact.

/

First Name Last Name Email

Fahad Ahmed kotag70381@ihnpo.com
y Country Mobile

JobTitle ‘ ‘ A ‘ +966 51 234 5678

Country Phone Ext

SA +966 51 234 5675 51234

Country Fax

SA +966

Is this an administrative contact? @ Yes O No

Administrative contact will receive general communications from us.

Does this contact need a user account? @ves O No
User accounts will pravide anline access to supplier transactions and self-service tasks

| What user roles does this contact need?
N s - dibitiog o i

|« to the supplier

Supplier Self Service Administrator

Supplier Sales Representative

Manages the profile information for the supplier company. Primary tasks includp updating supplier profile information and requesting user accounts ta grant employees access to the supplier application

Enter mobile
numbers

Check on the roles to provide access

[0  Manages agreements and deliverables for the supplier company. Primary tasks include acknowledging o requesting changes to agreements in addition to adding catalog line items with customer specific pricing and terms. Updates contract deliverables that
are assigned to the supplier party and updates progress on contract deliverables for which the supplier is responsible.

an  Supplier Inventory Manager

Last updated 2 minutes ago

Cancel Save | Continue |

Company Details

Contacts

Business Classifications

Bank Accounts

Products and Services

Questionnaire
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Common Mistakes:

1.

If the wrong email ID is
entered, then after
registration approval
you will not be able to
receive credentials.

If you do not check the
option need a user
account, then the
account will not be
created after
registration.
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Supplier Portal - Addresses

Supplier Registration

Addresses

Enter at least one address.

Enter National Address

Address 1

Check all boxes

B Address Name ‘ {Whal's this address used for? select atleast 1 purpose \
Riyadh Branch Receive Purchase Orders Receive Payments Bid on RFQs
Country/Region .
Saudi Arabia
— ity District Streef

Madinah Agig 12
uuuuuuuuuuuuuu Postal Code
13 2 23400
Additional N ‘
\\\\\ Countn Phane Ext
kotag70381@ihnpo.com SA +966 51 234 5675 51234
Country Fax
SA +966

Which contacts are associated to this address? C h k h

Fahad Ahmed kotag70381@ihnpo.com eC On t e
address contact
to add another address for the company
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Common Mistakes:

1. Missing Address
Purpose Checkboxes,
At least one purpose is
mandatory — missing
this can block
transaction routing.

2. Not associating the
contact person with the
address. If unchecked,
the system may not
route communications
or approvals correctly.
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Supplier Portal - Business Clarifications 5 C
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Supplier Registration

Business Classifications

Select a classification or confirm that none are applicable.

Classification

dyclaizVl Oligalill dolsll dunngall 3lg.y GOSI General Org for Social Insurance

=il Jadl Commercial Registration Certificate

Company Details

dy =il ddyall (o &Iyl 85lg Chamber of Commerce Certificate
Jzlg 81S3U dalwll diggll 551 Zakat Certificate Contacts
8>gzull 82lg.y Saudization Certificate

Addresses

aoLiaall dayll 85lgs VAT Registration Certificate

. . » Business Classifications
lzall $gizall ulwl s 851g.4 Local Content Score Certificate

dhugiallg 82aall Oliiall B5lgad Small and Medium Enterprise Certificate-Munshaat BankiAceants

Products and Services
Questionnaire

Last updated 1 minute ago Cancel Save ‘ Continue |




Supplier Portal - Business Clarifications

Enter All Classification (Certifications):
Business Classifications ~ fOr eg: Zakat Certificate /GOSI Certificate etc

Enter at least one business classification or select none applicable.

Supplier Registration

Business classification 1

Classification

Jsallg 8183l dolell aiugll 83lgs Zakat Certificate

Certifying Agency . . Certificate Number

Other ‘ Other Certifying Agency 123 ‘
Required

Certificate Start Date

01,0621 ‘

v ‘ Subclassification

Certificate End Date
24/07/27

Mo, Important: Enter
Expiration Date

Attach current certificates and supporting documents

| Select or drop files here

Add URL

to add another business classification

Company Details

Contacts

Addresses

Business Classifications

Bank Accounts

Products and Services

Questionnaire
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In Business classifications the
supplier's business is
classified on the basis of
attributes, certifications etc.
If the business classification
required by supplier is missing
so he should approach to the
client to add the required
classification in the drop
down.

Common mistakes:
Entering an incorrect
expiration date may cause
the system to treat your
document as expired, even if
it is still valid. This could block
transactions or trigger alerts.
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Supplier Portal — Bank Accounts 5 C
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Bank Accounts

Enter at least one bank account.

Bank accoun tl T

Countr v
Saudi Arabia

Bank Branch

The Saudi National Bank

Bank Account Number
The Saudi National Bank 121323324823439

IBAN

3245689 guar&egiqﬁiyal - Accoun tTvp -
‘ :\cr::;;;mmcr ‘ Company Details
Attach supporting dccg mentt; Contacts
T — Enter the following »
Drag and Drop ° resses
Select or drop files here. Add the dOCu ments Of bank Cou ntry
USSR — ° Ban k Business Classifications

- ‘ - S * B ra nCh Bank Accounts

B Cheque book.pdf I:_l‘_E‘]SZ;t g?i%ted on /1472025 L ® ) ACCOU nt N umber Products and Services

' * IBAN

to add another bank account * Currency Questionnaire
» Account Holder

Updated just now Cancel Save Continue
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Supplier Portal - Bank Account Mistakes t

1. Specifying a currency for the bank account that does not match the supplier’'s payment agreement or the
account’s actual currency.

2. Entering incorrect International Bank Account Numbers (IBAN) or Account number.

3. Not attaching the supporting bank documents which will not allow to proceed further.
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Supplier Portal - Products & Services .



Supplier Portal — Products & Services

Check on the boxes to add the product and
Products and Services Service

Enter at least one products and services category.

‘ Q. search by category or description /

4selected | View Selected | Clear Selected

Category Description /

» — .
= A".”’!’T'S"a”ve' aiERanCea ICRURROE S R Administrative, maintenance and support service activities
activities
¥ [ Agriculture, forestry and fishing Agriculture, forestry and fishing Company Details
» [ Construction Construction
Contacts
O » 3 Consultations Consultations
0O » 3 Education Education Addresses
O ¥ [ Electricity, gas and Water supply Electricity, gas and Water supply
Business Classifications
¥ [ Facility Management (FM) Facility Management (FM)
Bank Accounts
O ¥ [ Financial & Insurance Financial & Insurance
13
O [ General (G) General (G) Products and Services
0O ¥ [3 Health care Health care
Questionnaire
m b Mup [5]-]
Last updated 5 seconds ago Cancel Save
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The products &
services refers to the
specific goods and/or
services a supplier
offers and is capable
of delivering to the
buying organization.
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Supplier Registration

Questionnaire

Section 10f2 @ Section 20f2 O

Section 1 of 2

1. Please attach your Financial Statement for your comy
tutiall 2ol &l @il allall ailgall Gloy! el JI

Required
QO a. Yes

O b.No

2. What is your company total years of experience?
g2 all 5 Byuall Olgia pllas] o Lo
Required

pan;

Answer all the questions and add attachments

where required in section 1 then move to
section 2.

v previous financial year

‘ @ Add Attachments (0)

Commen ts

End of Section 1 0f 2

‘ Next Section ‘

Last updated 28 seconds ago

+SefX2

12'ad 8O

Cancel  Save m

+SefX2

Supplier Portal — Questionnaire

‘Company Details

Contacts

Addresses

Business Classifications

Bank Accounts

Products and Services

Questionnaire

12'ad 8O
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The questionnaire depends
on the supplier type selected
in company’s details, if ‘Local
Supplier’ is selected the
questionnaire will be of local
and if ‘Foreign Supplier’ is
selected the questionnaire
will be of foreign.

Selecting the incorrect
supplier type will trigger the
wrong set of questions, which
may lead to inaccurate data
submission and delays in the
approval process.
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Supplier Portal — Questionnaire

Questionnaire

Answer all the questions and add attachments where
Sectionlof2 @ Section20f2 @ required in section 2-

Section 2 of 2

10. Sign and Attach the Non-Disclosure Agreement using SDC template. (Attached)

zhasill pacy Slogleall @ jw e dbslaall aslasl glbylg 2a5a7
2 View question attachments (1)
Required

O a. azlall zlo Ji5 e 2850 @iyall ilall 5l 1S5ls 13gmull g5 el sl 2las¥l pac aslaill e gslgl

(O b. 1 accept the NDU of Saudi Downtown Company attached the signed NDU by company authorized signatory.

11. To attach ZAKAT Certificate

a5 Balgds Glayl
Required

O a. diszueg 48450 dasyall UL 50 51

O b. l acknowledge the attached data is accurate and updated.

12. To attach GOSI Certificate.
ducloi=ll Sliall Balgs 5l

Required

Q a. days> das,ell SLLII L 48l

(O b. l acknowledge the attached data is accurate

13. To attach Saudization Certificate.
Bagsaall Balgas gla,l
Required

O . aue3 ell Sl g Submit the request for registration.

T T S S S S S S S

Last updated 1 minute ago Cancel
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Save
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Company Details

Contacts

Addresses

Business Classifications
Bank Accounts
Products and Services

Questionnaire
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Supplier Portal - Questionnaire Mistakes ._ t

1. Skipping the questions will not allow to proceed to the next section of questionnaire and the registration will
not be completed.

2. Not reading the full question or misunderstanding its intent, especially for: Certifications and licenses

3. Not uploading supporting documentation (e.g., tax certificates, licenses, policy documents) (e.g., tax
certificates, licenses, policy documents).
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Thank you
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