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1- Overview:
Suppliers Portal is an electronic platform dedicated to local and international

suppliers to search for tenders, manage registration processes, update data,
submit invoices and COCs (Certificate of Completion), track the status of POs

(purchase orders), and receive contracts and purchase orders.

2- Main Functions:

- Contact us.

- Registration.

- Signin.

- List of POs.

- List of COCs.

- Attach Invoices.

- Create COCs.

- Upload quantity table.

3- Supplier Portal URL: https://suppliers.moc.gov.sa/

3 moc.gov.sa
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Ministry of Culture

Culture is an essential part of the ambitious national transformation that our country is going on under the leadership of the Custodian
of the Two Haly Mosques King Salman bin Abdulaziz Al Saud and the Crown Prince, His Royal Highness Prince Muhammad bin Salman
bin Abdulaziz Al Saud "may God preserve them.” The Kingdom's Vision 2030 states that culture is "one of the components of quality of
life," and stresses that the Kingdom needs to increase its cultural activity, and our mission in the Ministry is to build on this work and
contribute to achieving the goals of the Kingdom's Vision 2030. Minister of Culture His Highness Prince Badr bin Abdullah bin
.Mohammed bin Farhan Al Saud

Based on this vision and based on the main principles of the work of the cultural system (development - sponsorship - support -
leadership), the General Procurement Department, represented by the Supplier Relations Department, aims to form strategic
relationships with suppliers and success partners interested in enabling cultural content in its various sectors by facilitating the
process of attracting and registering And direct communication between suppliers and the cultural system. The supplier portal also
aims to build a comprehensive, accurate and specialized database of efficient suppliers in order to improve the level of quality of

services and confirm the concept of fair competition to serve the cultural objectives of the vision 2030
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THE PORTAL WILL ENABLE SUPPLIERS TO TERMS OF REGISTRATION IN THE SUPPLIER
1. Register and express interest to work with the Ministry and its PORTAL

affiliated bodies 1. Agree to the general terms and conditions
2. Submit and update legal documents and financial and technical 2. Acceptance of the non-disclosure agreement

qualification requirements 3. Approval of the policy of non-conflict of interest and related
3. Raise inveices and follow up on completion certificates parties
4. Follow up on purchase orders 4, Validity of all official and legal documents
5. Monitor and monitor performance and evaluate supplier

sarvices

6. Issuing business termination letters for contracts and purchase
orders
7. Raise inquiries and requests related to projects

aalitll fyljgl dkgaan §gaall gina © 2022
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4- Contact Us:

=10 o
8Lt gl ome ontact us ign in

Ministry of Culture

Contact us about anything related to our company or services. aalaill jljg
We'll do our best to get back to you as soon as possible. @ Saudi Arabia
& SRM@moc.gov.sa
Google Maps
Your Name *

Phone Number

Email *

Your Company *

Subject *

Your Question *

aalaill &jljgl Ahgann Gganll gna © 2022

Fill in the requested data: name, phone (not mandatory), email, company name,

address, and the title of your inquiry.  Click on Send

5 moc.gov.sa
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5- Registration
You must register in the Suppliers Portal to be a MOC (Ministry of Culture)
approved vendor. You can register to the portal by the following steps:

- Click onsignin

- Click on “Do not have an account?” link

- You will be forwarded to the registration page. Fill in login information:
commercial registration number and password.

- Fill in the company information.

- Click onadd line for bank account information and activities and then click next.

- After filling in all required fields, click save.

- Agree to the Non-disclosure agreement to complete registration.

- You will be redirected to a successful message that your registration is waiting
for confirmation. You will be provided with a link to upload all required
documents.

- Upload all required documents.

- Wait for your registration confirmation.
Click on Sign in

, .

II “Eﬂ ! Home Contact us Sign in
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Ministry of Culture

Culture is an essential part of the ambitious national transformation that our country is going on under the leadership of the Custodian
of the Two Holy Mosques King Salman bin Abdulaziz Al Saud and the Crown Prince, His Royal Highness Prince Muhammad bin Salman
bin Abdulaziz Al Saud "may God preserve them.” The Kingdom's Vision 2030 states that culture is “one of the components of quality of
life,” and stresses that the Kingdom needs to increase its cultural activity, and our mission in the Ministry is to build on this work and
contribute to achieving the goals of the Kingdom'’s Vision 2030. Minister of Culture His Highness Prince Badr bin Abdullah bin
Mohammed bin Farhan Al Saud.

Based on this vision and based on the main principles of the work of the cultural system (development - sponsorship - support -
leadership), the General Procurement Department, represented by the Supplier Relations Department, aims to form strategic
relationships with suppliers and success partners interested in enabling cultural content in its various sectors by facilitating the
process of attracting and registering And direct communication between suppliers and the cultural system. The supplier portal also
aims to build a comprehensive, accurate and specialized database of efficient suppliers in order to improve the level of quality of
services and confirm the concept of fair competition to serve the cultural objectives of the vision 2030.

6 moc.gov.sa
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Commercial Registration

Commercial Registration

Password
Password
I'm not a robot -
reCAPTCHA

Privacy - Terms

. . Login

Select Type: Local or Foreign

4 dla i Jlglyg

Ministry of Culture

supplier type *

Local supplier

Password *

Don't have an account?

Make sure you have entered correct
commercial registration number because
you will use it to login (Identification)

Home Contactus Signin

Login Information

Commercial Registration *

knmmen:ial Registration

Confirm Password *

moc.gov.sa -
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Name As per the commercial Registration *

Are you registered in Etimad Portal *

fes

Vendor Official website 1 *

Building Number *

District Name *

Zip Code *

Short Address

Name of the contact person

\ccount Name

Fill in the company information

VVendor Information

Company activities as per the commercial Registration *
CR regjstred in Etimad *

Vendor Official website 2 (if available)

National Address

Street Name *

City Name *

City... ~

Additional No *

The Attachment

Choose File...

Contact Details

Email of the contact person Mobile Mo. of the contact person

* 1 * 1 *
* 2 * 2 *
3 3
Next

Bank Account Information

IBAN Number Currency Bank File

moc.gov.sa
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Click on add line for bank account information and activities

and then click next.

Bank Account Information

Accounting Information

Bank Name Account Name IBAN Number

Add Line

Activities

Add Line

Activity

Currency

Bank File

moc.gov.sa
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Upload all required documents with expiry date and number

Local

I"‘lﬂl”l Home Contact us Signin
3_sLi £ i3 ¢

Ministry of Culture
Legal Documents
Commercial Registration Number * Expire Date Add the attachment
Choose File...
Chamber of Commerce certificate number ™ Expire Date Add the attachment
Choose File...
Social Security Number * Expire Date Add the attachment
Choose File...
ZAKAT Certificate No * Expire Date Add the attachment
Choose File...
VAT certificate number * Expire Date Add the attachment
Choose File...
Company Profile * Expire Date Add the attachment
Choose File...
Saudization Certificate Number Expira Date Add the attachment
Choose File...
Other Certificates / Licenses {If Applicable) Expire Date Add the attachment
Choose File...
SMEs Certificates * Expire Date Add the attachment
Choose File...
Contractor?  Contractor classification certificate Expire Date Add the attachment

=
i
B

o W

Send Vferification Code

10 moc.gov.sa
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Legal Documents
Financial Staternent * Company Profile * Internal quality certification or procedures *
HSE Certificates * Insurance Policy (If applicable) *

Choose File... Choose File...

Send Verification Code

11 moc.gov.sa -
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Verification Code and Acceptance

ABLE NGyl
Minitryof Culture

Home Cantact us Sign in

Bn email with a verification code was just sent to your email

1. Privacy Palicy
Thie Ministry of Cultune website (referred bo hene as the "Ministry of Dulture website™ or the website) places the cos
togp of the priarity B<t, and the website adm

dentiality of the infarmation of its users and visitors at the

istration makes every effort to provide a high quality Service to all ber

ficiaries, and the privacy and confidentiality of the
information described below is part af the conditions Use af the Ministry's website and its provisions. The Minstry of Culture dees not collect persanal information about you
wihien yau visit its website unless you specifically and willingly choose to provide this information to us. If you choese to grovide your infarmation, we use it anly to complete
your request for information or services in accondance with these palicies, and by using the Ministry of Culture website, you agree 1o this privacy policy and the confidentialty of
information. Visitars ko the site and beneficiaries of its servioes must continuously review the terms and prindgples of privacy and confidentiality of infarmation to know any
wpdates made an them, noting that the site managem:

1t is not reguired to announde amy uadates made an these terms and grinciples, and your use alf the site means your

awareness and acceptance of these terms and principles and what is done on themn of constamt adpstments. The Ministry of Culture & nat responsible under any Oriumstances

far any direct, indirect, incGdemtal, conseguential, special ar sxceptional damages arising from the wse o inability bo use this website,

2 Persanal Information Security
@ The privacy and canfidentiality af inforration doturnent has been prepared ta help visitars and wSers understand the nature of the data callscted fram them when
wisiting the site and how to deal withit
@ The site administration takes the apgropriate and agpropriate measures and measures Lo mainkzin the persanal information it has in a secure manner that ensures its
pratectian from loss unautharized access, misuse, or unauthorized medification and discosure Amoang the most important measures in force in the Ministry of Culture to
pratect the visitors personal information
1. Strict procedures and measures to protedt the security of the information and techmobogy we wse to prevent fraud and unauthorized access ta our Systens.
2 Regular and periodic update of protection grocedunes and controls that meet or easceed the standards.
3 Dur employees are gualified and trained to resgect the confidentiality of the persanal information of ow wisitors

3 Caollectian of personal information

@ Once the user visits the Minstry of Culture website, the website's server records the user's IP address, the date and time of the visit, and the URL of amy website from
wihich you are referned to the Mingtry of Culture website.

O Most websites, as soan as they are visited, place asmall file on the hand disk of the visitar's device browser), and this file is called \oookies, and cookies are bext files,
and these text files contain information that allows the site that placed it ko retrieve it when Itis needed during the users next visit to the site, and from this saved
informatian:

1. Remember a username and passwond.
2 Sauve page settings in case it & available on the partal.

o The browser [the wisitar) may not have to enter the password on each visit 25 the system will be able to The site fram being detected by cookies, or it may prevent the
wser frorm repeating the process Wabe if he had previously voted and 0 on.. On this ba<ie, the cite The information containesd in cookies will be used for their owm
techmical purposes wihen Visited mare than andce, and the site can change the infermatian contained within Cookies or add new infarmation whenesver you visit the
Ministry of Culture website.

©  If you use a direct application or send us an e-mail via the websibe in which you gravide us with personal data, we may share the necessary data with other entities o
departrents, in arder to Serve you mare effectively, and we will not share your personal data with non-governmental entities unless they are authorized entities From
the competent authorities ta perform specific government services. By submitting your data and personal information through the website, you fully consent to the
storage, pracessing and use of that data by the Saud autharities. We reserve the right at all times to disclese any infermation to the relevant authorities, whenit =

necessary bo camgly with any e, regulation or gosernmental request.

€@ You are sobely respansible for the cormpleteness, correctness and truthfulness of the data you transait thraugh this website

& Protect your privacy
Inarder for us to be able to help you pratect your personal information, we recommend the Follewing:
1. Comtact us i

rmediately when you suspect that someone has abtained your passward, wsage code, paesward, or any other confidential information

2. Da mat give aut confidential infermatian over the phane ar the Intemet unbess you knaw the identity of the person ar party receiving the infarmation.

3 Use a secure browser when doing online transadions with apps clesed Unused network, make sure gour antivirus saftware is up-to-date Lhays.

& In the event af any inguiries or apinikans about the grinciples of grivacy, you can contact the site adminstration via the cantact form on the Contact Us page.
5 To preserue your per<anal data, electronic storage and personal data trarsmitbed are seoured using appropriate security techmologies.

E. This website rmay contain links to websites ar portals that may use methods o protect infarrmati

and its privacy that are different frarm the methods we wse, and wa
are not responsible for the contents, methads and privacy of these ather sites, and we advise you to refer to the privacy notices of those sites.

5. Send emails
When gou ingquire or request information about a specific service or if you give additional information using amy of the means of commumication with the Ministry af Culture,
wihiether glectronic o non-electrami, Such as the inguiry request on our website, we will wse your email addness bo respond bo your inguiries, and it € also possible Save yaur

mail address, mes<sage and pur answer bo Far guality comtral purpases, we may also da so far legal and regulatony purposes.

| Accept

12 moc.gov.sa
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Your registration is now under process. Please wait for confirmation

II |Eﬂ I_ I Home Contact us Purchase Orders COC  Attach Inwoice My Data Testée =
adal & ¢ Nalg =
Ministry of Culture

Your Request to ERP is under process

Dashboard

Purchase Orders coc Attach Invoice My Data

6- Sign in:

After registration, you can sign in using your commercial registration number and

password. After login, you will be redirected to the dashboard.

i W0
R i Home Contact us Signin
Aol i 2 N5l e oy

Ministry of Culture

Commercial Registration
7987654321
Password

Password

™
I'm not a robot -

Don't have an account?

Use your commercial registration number you
have entered through registration to login

13 moc.gov.sa



sl s & JIgyle
Ministry of Culture

I""Ea II II AN Home Contact us Purchase Orders COC  AttachInvoice My Data Testee ~
a gl & ¢ Malg =

Ministry of Culture

Logout

Dashboard

Purchase Orders coc Attach Invaice My Data

Select Logout from the dropdown list at the
right corner to exit the portal

llwﬁa H A Home Contact us Purchase Orders COC  AttachInvoice My Data Testes =
aal & ¢ Nglig =
Ministry of Culture
Dashboard
Purchase Orders coc Attach Invoice My Data

After confirming your account, you can browse POs, receipt
COC, all your data, and attach invoices via the dashboard.

14 moc.gov.sa —
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7- Purchase orders:

In this tab, you can browse POs and show all PO items, price, and quantity.

II |Ea I I A Home Contact us Purchase Orders COC  Attach Invoice My Data Testee =
dal i 2 Nalg =

Ministry of Culture

Dashboard

Purchase Orders coc Attach Invoice My Data

Click Here

15 moc.gov.sa
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Click here to Create COC

A Ol & 2 N Bylie
Ministry of Culture

- coC Attach Invoice My Data

Home Contact us Purchase Orders COC  Attach Inwoice My Data Testee =

Search:
PO Number * PR Numbar Order Date Cost Center Total Currency Total in Local Currency Amount Remaining Action
QL aihn
PO/2021/0_]) PR/2021O__) 09-11-2021 -d.u';,u C—Jooo SAR | — N | — -
posz0214C_J PR2021/C__)  ©8-11-2021 o asiyl [ — T SAR | — ] C—Fer
Pos20z1/0_] PR202170{ )  ©8-11-2021 ‘q"'“'”;”‘m C—zs SAR C—Faas [ — -1
agul
posz021/0_) PRs202170d )  16-06-2021 walinlahs (oo SAR C—oo —/
odall alis
pos20214C) PR2021A__)  26-01-2022 ayrh C—aso SAR | — TEY] C—e
roszozzrd___) PRrz0zziOf__)  19-D4-2022 walinllahs [C____J7.00 SAR C— oo oo Jpload QT
Previous 1 Next
Click here to view Click here to upload
selected PO details quantity table

Create COC:

1. You can create a receipt from PO list.
2. Alternatively, from “COC tap” you can request a receipt from the selected PO.
3. Fill all COC info and attach the invoice.

4. Adjust the quantity and price to reach the agreed payments schedule and click save.

16 moc.gov.sa
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asla i Nl

PO details

Home Contact us Purchase Orders COC  Attach Invoice My Data Testes =~
Ministry of Culture
- coc Attach Invoice My Data
PO Number PO/2021/C PR Number PR/20214C
Cost Center afpl (quani uihn Order Date 08-11-2021
Subject LAl Project Period g
manths
Start Date 2021- End Date 2022-
Currency SAR
Product & Description® uom Quantity Unit Price Tax Total Untaxed Total
ilho gl {cil}Ea 1.0 100 1.00 2.00
X 1 0
0 12l ?
Amount Untaxed 00 SAR
Taxes 0.005AR
Amount Total 100 SAR
Total in Local Currency J.00 SAR
17

moc.gov.sa
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Create a receipt from PO: Fill all COC info and attach the invoice...

II lm Il wlie Homa Contactws  Purchase Orders COC  Attachinwoice My Data Testss =
sl i 2 Nl l
Minkitry of Culturs

Purchase Order POS2021/007 & Order Date 05-11-2021
Currandy SAR Payment Term el Aygell d4lanil ol &nksill
Subpect b ag el S wux lgp sllacla 2 mpll Project Period
Sart Date End Dube
Invwaige Numiber Iwgige Amount _'5"""‘"
*1 b
Inwoice Date (") Imvoice and Choose file Browse
Supparted Mot : LE, Qi ginal I cia. Timesheet 00C... otc
Document
COC # Deliver Choose file Browse
Rate
Attachemont
PO Uit Oty Amdut Recoivin Duanitity Amdunt
Product Description ' § ) - Taw Total
Price Remaining Remaining Type Recerved Recemeed
ag po gl
ay oo TR T ] f r v 1 f
b 2 AR : 1 1.0 5 2399 armunk 1.0 i 63199 5 & 6389
A clal o ol L L I L | L

o J

Amount Untased » 5, "“Bf 335AR
Tases QU0 SAR

Amount Total« 5 39 SAR

18 moc.gov.sa
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Upload quantity table

gl it MElg -

Ministry of Culture

PO Number

Cost Center

Purchase Orders

Subject
Start Date 202 -
Currency SAR

19

=]

PO/2022/00 ~

l_5|' 'ﬁlﬂ|\f)g wt

coc

T

Quantity Table Document *

Product

P L = P | P

Description®##*

P g,

Attach Invoice

I

Home Contact us Purchase Orders COC  Attach Invoice My Data Testbs =
My Data
PR Mumber PR/2022/00. '
Order Date 1 0.-2022
Project Period 5
months
End Date 20 -0 -3
uom Quantity Unit Price Tax Total Untaxed Total
[al)dang 1.0 ST 4304 * VATIE (15%) 77 7.33.04 193 _..00
Amount Untaxed ., 17 | .04 5AR

Taxes §_,7 37 35AR
Amount Total L ATTI0SAR

Total in Local Currency . E 41 7.005AR

moc.gov.sa
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8- COC:

In this tab, you can browse COCs and show all COC items received. You can track the

status of all previous requests received.

II |SE I_ I Home Contact us Purchase Orders COC  Attach Inveice My Data Testes =
a gl i & &g =
Ministry of Culture

Dashboard

Purchase Orders coc Attach Invoice My Data

Click Here to display the list of COCs

20 moc.gov.sa
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9- Attach Invoices:

If the Receipt Order (RO) was initiated by Tamkeen and the RO status was “to

invoice,” you can select RO from Submit invoice tab, then submit the invoice.

'l I-EE I I Home Contact us Purchase Orders COC  Attach Invoice My Data Testee =
aal i 2 Ml =
Ministry of Culture

# Purchase Orders ooc My Data

COC+ Select COC ~ Purchase Order

Actual Receiving Currency

Date

Payment Term nvoice Mumber
"

Invoice and Choose fila Browse Vendar Bill

Supported Mote : LE,Original Invoice, Timesheet,COC,... atc Date(")

Document

Wendor Bil

Amount(*)

If the Receipt Order (RO) was initiated by MOC and the RO status was approved by
the department head, you can select RO from Submit invoice tab, then submit the

invoice.

21 moc.gov.sa



Hilicin

48l s 2 JIglje
Ministry of Culture

13711 oL, 3424 .0.00

Ggeall do,2)l dlall

+966 1183633528
+966 11 836 3333 &

moc.gov.sa



