
 

1 
 

Shared Services 

System 

User Guide 

Supplier portal 

 

Date: 16/08/2022 

Version:  2   
 

 

 



 

2 
 

Contents 

Page Topic 

 1- Overview 

 2- Main Functions and Features 

 3- Supplier Portal URL 

 4- Contac Us 

 5- Registration 

 6- Sign In 

 7- List of POs. 

 8- List of COCs. 

 9- Attach Invoices. 

  

  

  

  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

3 
 

 
 

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. 

- Sign in. 

- List of POs. 

- List of COCs. 

- Attach Invoices. 

- Create COCs. 

- Upload quantity table. 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

https://suppliers.moc.gov.sa/
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4- Contact Us: 

 

 

 

 

 

 

 

 

 

 

 

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

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

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

Select Type: Local or Foreign 

Make sure you have entered correct 
commercial registration number because 
you will use it to login (Identification) 
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Fill in the company information 
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Click on add line for bank account information and activities  

and then click next. 
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Upload all required documents with expiry date and number 

Local 
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Foreign 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

12 
 

 
Verification Code and Acceptance 
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Your registration is now under process. Please wait for confirmation 

 

 

 

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. 

 

 

 

 

 

 

 

Use your commercial registration number you 
have entered through registration to login 
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Select Logout from the dropdown list at the 
right corner to exit the portal 

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

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Here 
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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. 

 

 

 

 

Click here to view 
selected PO details 

Click here to upload 
quantity table 

Click here to Create COC 
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PO details 
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Create a receipt from PO: Fill all COC info and attach the invoice... 
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Upload quantity table 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click Here to display the list of COCs 
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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. 

 

 

 

 

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. 

 

 

 

 

 

 

 

 



 

  
 

 


