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Supplier Registration User Guide

Registering a
New Supplier

The process to register a supplier
isconducted through the Supplier
Portal on the official website of
the Ministry of Energy.

Click here
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Steps (1/21):

01 Click on supplier registration
link associated with the
Ministry of Energy’s click
on the supplier registration
link on the E-Services,
Vendor Services, new Vendor
Registration.

02 Stepone: Enter Your
Company Details.

03 Fillinthe required
Company details.

04 Click “Next”.
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https://fa-euxl-saasfaprod1.fa.ocs.oraclecloud.com/fscmUI/faces/PrcPosRegisterSupplier?prcBuId=300000002594176&busRel=7%2BNr5Qah6Rr6chOjJTkyCxpisVnWWzUmWw%3D%3D&_afrLoop=4742094254455391&_afrWindowMode=0&_afrWindowId=null&_adf.ctrl-state=y9e18q4kj_1&_afrFS=16&_afrMT=screen&_afrMFW=2560&_afrMFH=1243&_afrMFDW=2560&_afrMFDH=1440&_afrMFC=10&_afrMFCI=0&_afrMFM=0&_afrMFR=192&_afrMFG=0&_afrMFS=0&_afrMFO=0

Supplier Registration User Guide

Steps (2/21):

01 Step two: Register the
Company’s representatives.

02 The details of the representative entered
in the previous step will be displayed.

03 Toaddanew representative,
click “+”.

PAGE 3 Supplier Registration User Guide | Procedures for Registration on the Supplier Portal moenergy.gov.sa 2024 © MINISTRY OF ENERGY - KINGDOM OF SAUDI ARABIA



Supplier Registration User Guide

Steps (3/21):

01 Enteryour representative
details.

02 Click “OK”.
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Steps (4/21):

01 After adding your
representatives.

02 Click “Next”.
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Steps (5/21):

01 Step (3): Register
Company’s addresses.

02 Click “+”.
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Steps (6/21):

01 Fillin the required address
details.

02 Click “+” to add the address to the
Company representatives identified
in the previous phase.
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Steps (7/21):

01 Select the representatives
you want to associate with
the provided address.

02 Click “OK”.
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Steps (8/21):

01 After adding the representatives
to the address.

02 Click “OK”.
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Steps (9/21):

01 Step (4): add business
classifications and Company
certifications.

02 Click “+” to add certifications/
classifications.
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Steps (10/21):

01 attach the required document and add the
expiry date:

» Chamber of Commerce Certificate.
» Commercial Registration Certificate.
Add a point before like the previous ones.
SME (Small and Medium Enterprises)
Certificate, if available.
Add a point before like the previous ones
* Official IBAN letter.
* Official Sighed letter.
Saudization Certificate.
® VAT Certificate.

Zakat Certificate.

02 Click “Next”.
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Steps (11/21):

01 Step (5): Register Company Bank
Accounts.

02 Click “+”.
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Steps (12/21):

01 Enter required bank details.

02 Click “OK”.
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Steps (13/21):

01 Step (6): Specify the products and
services offered by the Company.

02 Click “Select and Add”.
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Steps (14/21):

01 Select from the drop down list the
products and services offered by
the Company.

02 Click “OK”.
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Steps (15/21):

01 Now, the products and services
offered by the Company have
been added

02 Click “Next”.
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Steps (16/21):

01 Step (7): Click on the forms’ titles to
download and upload the Required forms for
supplier registration
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Steps (17/21):

01 Click file Name or URL
download.

02 Click “OK”.

PAGE 18 Supplier Registration User Guide | Procedures for Registration on the Supplier Portal moenergy.gov.sa 2024 © MINISTRY OF ENERGY - KINGDOM OF SAUDI ARABIA



Supplier Registration User Guide

Steps (18/21):

01 Click “+” to upload
the required forms
and documents.

02 Upload each of the following files in order:

Previous Projects Completed by the

Company.

* Company Financial Statements for the
Last 3 Years.

* Suppliers Disclosure Undertaking Form

Company Profile.
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Steps (19/21):

01 Upload the required
form and file.

02 Click “OK”.
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Steps (20/21):

01 Ensure all required forms and
documents are uploaded.

02 Click “Next”.
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Steps (21/21):

01 Step(8): Review
data entered during
registration.

02 Then, click
“Register”.

PAGE 22 Supplier Registration User Guide | Procedures for Registration on the Supplier Portal moenergy.gov.sa 2024 © MINISTRY OF ENERGY - KINGDOM OF SAUDI ARABIA



For any inquiries, please access the following link for supplier services:

Click here
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https://www.moenergy.gov.sa/en/TheMinistry/Competition/Pages/VendorsContactUs.aspx

