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1. Steps to Access the Portal for Registration

The supplier logs in and registers as a new or potential supplier via the official Saudi Commission

for Health Specialties portal by following these steps:

1. Open your web browser and enter the official SCFHS website URL: https://scfhs.org.sa/ar.

2. Then navigate to the Suppliers Portal link, as shown in the image below.

®

HOME PRACTITIONER TRAINEE INSTITUTION ASSOCIATION MEDIA CENTER ABOUT US Q @

Summary ABOUT US Contact and Support Fellow us en

Rules and Regulations Xeoo® f
Data Portal
s Complaints and Sug Share your experience

FEEDBACK

All rights reserved for Saudi Commission for Health Speci

Developed and maintained by Saudi Commission for Health s Last updated: 04/11/2025

3. The following page will open, as shown in the image below. Then, download the User

Guide, which explains the registration steps.

Suppliers Portal

The Saudi Commission for Health Specialties seeks to establish a solid partnership with suppliers, that is based on full cooperation and transparency, in order to achieve the highest levels of efficiency and

effectiveness. From this standpoint, SCFHS seeks to communicate with suppliers who are able to provide the highest quality standards and competitive prices in various fields.
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User Guide- Suppliers.pdf
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https://scfhs.org.sa/ar

4. Click the “Register Supplier” icon, and the page shown below will appear.

Supplier Regiswation

Company Details

ST PRSP ————

Contact Information
T ———

Agressnsns Doumisad

‘Dowslcad MDA Cocument

Download the NDA document and M check “Non-Disclosure Agreement (NDA)” from
SCFHS.

Then, the supplier must follow the detailed procedural steps for registering as a potential supplier

as outlined in this document.
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2. Steps to Request Supplier Registration

2.1 Company Details

Fill in the company details in the “Company Details” section as shown in the following example:

1. Select the Supplier Type, and the page shown below will appear.

.
o information Crmpumy Doty
Prospactive Supplier Registration o 1ars (bt
* morcates raqures ek
ek anet o svecton vex

Company Details
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‘Search and Select: Suppies Type L)

* suspiir Typn

AT Humier

Tagayur 0

ME Extabbssemant Murter

Contact Information [ro—
Bk el or st st

* Eman

* hon area Coan 1555 a
* Fioea i
Phose Exsion

1Supplier Portal

Company Detalls

L3412 e 0 2 0 1 COMGHER e PR ozt

Contact Information

Agreements

hout be acsegted o procend

Agresment Dowrload
Dot hA Document

2. Enter all the following information:

® Supplier Name: Enter the name of the company or supplier.

® Tax Country: Select the name of the tax country from the attached list; this is the country

where the user will pay tax.

® VAT Number: Enter the company’s VAT number or tax identification number.

® Taxpayer ID: Enter the company’s taxpayer ID as registered in the company'’s certificate

document.
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® Commercial Registration Number: Enter the company's Commercial Registration

Number.

2.2 Representative Guide (Contact Information)

In this section, fill in the contact details of the person or the company representative as follows:

Contact Information

lark et or Insthuction 1ext

* Phone Area Code
* Phone Number 5
Phone Extension  ***

Fill in the following contact details:

Email Address: Enter the email address.

First Name: Enter the person's first name.

Last Name: Enter the person’s last name.

Phone Area Code: Enter the phone area code.

Phone Number: Enter the nine-digit phone number without the zero

Phone Extension Number: Enter your phone's extension number, if applicable.

- Agreements

o Upload the Non-Disclosure Agreement (NDA), stamped and signed, following the next
steps.

e Click the “Next” button to proceed to the next Company Details page. Details for that

section are provided in the next section.
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]
Company Details

This section provides an overview of the Company Details page.

Company Detaits

Supplier dd I Details. SweFOrLamr Back Smoiol: N

‘Company same Test

Nom 1o Buer

Address Book

Address Datails Furpese Update Deiess

Requires Usss Acsount Update Baiete

Business Classifications

Classineation Applicaie  Carufiexis Humber Corutying Agenzy Expirauen Dats Amsenmant

+++ o+t

2.3 Address Book

The user can add the address details for the new supplies by navigating to the Address Book

section, as shown in the image below.

Click the “Create” icon, and the following page will open.

Create Address =

Address Purpose

o

Purgese Remave
Mo et Sun

The user must fill in the following details:

. Country: Enter the country name.

Address Name: Enter the name of the address.

.

Address Line 1: Enter additional details for the address.

City: Select the city name from the attached list.

e W N =

.

Province: Select the province name from the attached list.
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State: Select the state name from the attached list.
Phone Area Code: Select the phone area code from the attached list.

Phone Number: Enter the phone number to be used as the supplier contact number.

© ® N o

Email: Enter the email address to send and receive documents and invitations from the
Commission’s Procurement Department.

10. Address Purpose: The user must select the purpose of this address by clicking the ( + )
icon in the Address Purpose section and choosing the purpose from the dropdown list, as

shown in the image below.

Address Purpose

oo
Purpose Remove
(Acknowledgments v 7]

Then, click the “Apply” icon.
Contact Directory

Navigate to the Contact Directory section, as shown in the image below.

Contact Directory

Al beast one eny i regured.

Create |

First Hame Last Name. Phone Email Requires User Account Update Delete
Moharmenat ,n 4985 85688855 = AN TEARE I O 100 53 4

Click the “Create” icon, and the page shown below will open.

ISuppiler Postal

Create Contact

GostactEman

Contact Purpase
-
Purpose Fuamene

Supplier User Account

Addresses For the Contact

+E S
[r—— Address Dutaits amarn

The user will fill in all the required contact details as follows:

® First name.

® |astname.

® Mobile phone code.
® Mobile number.

® Purpose of Contact.
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The user will then proceed to the Supplier User Account section, as shown below:
Supplier User Account

Create User Account For The Contact

Click the empty checkbox to create a user account in the Commission’s application, allowing

the supplier user to log in after registration and approval.

Navigate to the Contact Addresses section, as shown in the image below.

Addresses For the Contact

+H -

Address Name. Address Detalls Bemave
Mo resus Touea

In the “Address Name” field, click the menuicon (* = )and select the address from the

dropdown list, as shown below, by clicking the checkmark icon.

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By AddressMName

Results
Select Quick Select AddressMame AddressDetails
O i Riyadh Riyadh, SA

Cancel Select

After selecting the address, the page will appear as shown in the image below.

Addresses For the Contact

P

Address Name Address Detalls Remove
Ayamn Royaan sa

Click the “Apply” icon.
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2.4 Business Classifications

The user must fill in all required certificate documents and details requested by the

Commission’s Procurement Department for a new supplier.

Navigate to the Business Classifications section, as shown in the image below.

Business Classifications

Classiication Apglicable  Certifcate Numbsr Cartitying Agancy Expiration Date. Amacnmnt

R 23112027 132402 3 B 4

++4+++++ 4+

- The user must fill in the following details:

1- Certificate Number: Enter the certificate number for each
business classification document.

2- Certifying Agency: Enter the name of the issuing agency or
organization for the certificate.

3- Expiration Date: Enter the certificate’s expiration date.

4- Attachment: Upload the certificate document; the message

shown below will appear.

2.5 Products and Services

® The Saudi Commission for Health Specialties (SCFHS) defines groups of product and
service categories used to classify its supply database.
® You can browse the list of goods and services and select all that apply to your
business.
® SCFHS may later use this information to assist in creating supplier invitation lists for
requests for quotations or for preparing reports.
The user can select all product and service categories that the supplier will provide to the

Commission in the future by following these steps:

Navigate to the Products and Services section, as shown in the image below.

Products and Services

Code Froducts and Services
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Click the “Create” icon, and the page shown below will open, as in the image.

The user can select the category codes by clicking the applicable checkboxes, then clicking the

“Apply” icon.

iSupplier Pertal

Add Products and Sarvices: : (Test 100) e

Products and Services View Sub-Categories

)
>

The user can delete product and service codes at any time by clicking the “Delete” icon.
2.6 Bank Details
In this section, the user must fill in the bank accounts and banking details for the supplier profile.

1. Navigate to the Bank Details section, as shown below.

Banking Details

Currancy Bank Account Name Bank Name Bank Number Branch Nams Branch Number Update Remave

2. Click the “Configure” icon to fill in new records for the bank account details, as shown in the

image below.

Create

Bank Branch

Comments

The user must fill in the following details:

1- Bank Name: Select the current bank name from the list of bank names
in the system or choose a new bank name.
2- Branch Name: Select the current branch name from the list of branch

names in the system or enter a new name.
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3- Bank Account Details: Enter the bank account details, such as

Account Number, IBAN, etc.

- Click the “Apply” icon, and the page will appear as shown in the image below.

Banking Details

Craste |+

T = [y [y e (e [y o | [
asanses R ssanszss - 4 -]

The user can update or delete these details by clicking the update icon to modify the record or the

remove icon to delete it.
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6. Attachments

Additional Attachments: The user can add supporting documents in this section and submit

them to the Commission’s Procurement Department by following these steps:

Navigate to the Attachments section, as shown below, and click the “Go” icon.

iSupplier Partal

asehmens

‘Additional Attachments
= " —— — s —— — - o

The page will open below.

1Supplier Portal

Add Atachment Gance)  Ads Ancer | AgplY

Atachment Summary Information

Define Attachment

The user must click the “Choose File” icon and select the file to be attached and submitted with

the registration request.

Click the “Apply” icon, and the page will appear as shown in the image below.

iSupplier Portal

Attacheants

& Confirmation
AR S Gk Ko RS 8 Seru o1 G S o e S 5050t SuECESSUR tl Pt oSS, Wk e TR A T 1 e I Erent S ot
]
Addrtional Attachments
A0 Anscamant
Sag THe L™ Baserigiion Caingory Last Updased By Last Updated Usags

Update Oelets

Then click the “Submit” icon to send the request to the Procurement Department for approval

and registration as a supplier in the system. The following message will appear.

aaall cilanaill aageuwll dlall iSupplier Portal

Saudi Commission for Health Specialties A\

& Confirmation

Thank you for registering your company. Your registration has been submitted for approval and you will be notified of your registration status via emall in due course.
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4.0 Creating an Account and Password for a New Supplier

1. After the supplier submits the registration request as a new supplier, as previously
explained via the Suppliers Portal to the Commission’s Procurement Department, an email is
sent to the supplier confirming the submission of this request, as shown in the following

email.

For Your Information: Default enterprise name Supplier Collaberation Network: Confirmation of Registration e « a8 B

‘Workflow Mailer <wfmailerp@scihsong
tom -

T @ «

T ALTALKHALDT
Sent 05-11-2025 22:26:13
D ssssims

‘You have been registared at Default enterprise name fir access to their supplier collaboration network. You can log in with the usemame alialkhaldi31982omal.com.

I erder to generate/reset your password, pleass dlick the below link and follow the instructions. This link is only available for 240 minutes

Contact a.aalkhaldy@sclhs.or.sa for additional information.

Passwoed Url: Beset your passaord

L e A il S o 0 iy i g finln s 15 i) chmsS 20p i) s 1 9 g o8l 1o D syl 180 il gl sl (5 ) 13 ol gpas lmphen. p15 cBgeny 38 Sl obe] @l St (sl ST 4pll Jiconn i i ampn byl 15 op8 Lo i,

Message clipped] View enfire message

2. The supplier clicks on the link sent in the email above (Prospective Supplier Registration
Status Page) to follow up on the status of the supplier registration request in the system.
The page shown below will appear, indicating that the request status is “Approval Pending”, as

shown in the image.

All Alkhaidl <slialkhaldi 3125 @gmai.com>

For Your Information: Default enterprise name Supplier C Network: C of

Workilow Mailer <wirnailerpEsciis. org sa> Wed, Nov 5, 2025 &l 231 PM

Reply-To: wimaslerp@seihs. om 5o
To: ALI ALKHALD <siskhaldi31 08 @amal. coms

To  ALIALKHALD
Sant 05112025 222613
D EaSSiEE

(egatared al Detauil o0
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3. After the supplier registration request is approved by the Supplier Management
Department, two emails are sent to inform the supplier of the request status, as shown in
the following two images.
Image (1)

To: ghanem@gmail.com

Subject: For Your Information: Default enterprise name Supplier Collaboration Network: Notification of Rejection

Reply-To: wimailerpdev@scfhs.org.sa

To ghanem@gmail.com
Sent  08-MAY-24 15:33:45
D 2772360

Your request to register at Default enterprise name for access to their supplier collaboration network has been declined.

Thank you for your interest. Contact administrator for additional information.

To: AHMAD MOHAMMAD <abdullah12333333@scfhs.com>
Subject: For Your Information: Default enterprise name Supplier Collaboration Network: Confirmation of Registration

Reply-To: wfmailerpdev(@scths.org.sa

To AHMAD MOHAMMAD
Sent  07-05-2024 20:40:57
D 2772352

You have been registered at Default enterprise name for access to their supplier collaboration network. You can log in with the username abdullah12333333@scfhs.com.

In order to generate/reset your password, please click the below link and follow the instructions. This link is only available for 240 minutes.
Contact for additional information.

Password Url: Reset your password

Image (2)
Q,  search mail = ® & 4 i
€« O W =] H 10f 1
For Your Information: Default enterprise name Supplier Collaboration Network: Confirmation of e O
Registration Inbox x
Workflow Mailer <wfmailerp@scfhs.org.sa= 2:33PM (O minutes ago) ﬁ @ “
tome v

To ALI ALKHALDI
Sent 05-11-2025 22:26:13
D 8855186

You have been registered at Default enterprise name for access to their supplier collaboration network. You can log in with the username alialkhaldi3198@gmail.com.

In order to generate/reset your password, please click the below link and follow the instructions. This link is only available for 240 minutes.
Contact a.aalkhaldy@scfhs.org,sa for additional information.

Password Url; Reset your password
Sl Jpien ot 8 AL i sl sgniall pasi il G ) I5] oliy By clagles sle Spins 38 Silly abel ql S iall (coluis uall) ain SV syl Juic o pliii W baib asge cdibyall S5 o Loy asinySIY anpall 1id of g
it o pilin Aulgdancs o il V] 183008 8pas Sl Aol (o lad 09 (s IV aupll 1id o) Al colnasiall dsgeadl Aingd] 8 o Ao julusll skl Lo el sles (Lo sl &xlpo olls LIS slga) wrig SV syl lig) g sl i ol s
4. The supplier clicks on the “Reset your password” link to reset the password for the
) L, . .
supplier account and user on the Commission’s system, as shown in the image below. After

that, the supplier can log into the system to submit invoices, submit quotations, and view.
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- If there is difficulty opening the link, it is recommended to try using a different web

browser.

1, Warning

1. Low-level Diagnostic Logging is turned on. This may temporarily reduce performance.
2. Personalization Is currently disabled. Your application might not work as expected.

Reset Password
* Indicates required field

Please enter your username and passwords below. The password you enter below will be used to replace your old password.

- ~
User Name ghanem@gmail.com

*
Password

* Confirm Your Password  +sssseses

Confirm Password

The supplier enters the following fields:

- Enter the email that was invited for registration or the email provided by the supplier
when submitting the registration request.
- Password

- Confirm Your Password

5. In the case of a rejected request, an email is sent as shown in the image below.

To: ghanem@gmail.com
Subject: For Your Information: Default enterprise name Supplier Collaboration Network: Notification of Rejection
Reply-To: wimailerpdev@scfhs.org.sa

To ghaugm@gm.ail com
Sent  08-MAY-24 15:33:45
D 2772360

Your request to register at Default enterprise name for access to their supplier collaboration network has been declined.

Thank you for your interest. Contact administrator for additional information.
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5. Invitations for Previously Approved Supplier to Complete Registration

1. The procurement officer invites a supplier who is already registered in the system. The
supplier then receives the following email, as shown in the image below, indicating that they
have been invited to complete their registration in the system and create a user account.

From: ERP Workflow Email Dev <wfmailerpdev@scfhs.org.sa>

Date: 7 May 2024 at 10:10:59 PM GMT+3

To: testsupplier@gmail.com

Subject: For Your Information: Default enterprise name Supplier Collaboration Network: Invitation to Register
Reply-To: wimailerpdev@scfhs.org.sa

To
sent 08-MAY-24 04:56:42
o] 2772355

You have been invited to register with Default enterprise name for access to their supplier collaboration network.
You can access the registration page by dicking the fol\owin You will be asked to provide additional contact information before submitting your registration request.
If necessary, you can forward this invitation to a colleague in order that they can complete the registration process.

Thank you.
2. The supplier clicks on the link to access the registration page and complete the user
registration details, as shown in the image below:

Respond to Invitation Cancel  Submit

“fou have been invited fo register Please complete the registration from and then click the submit button
Indicates required field

My Company Details

Company Name 2w s ¥ i o €2
My Profile
Enter your information. Your email address will be your Usemame for the system.
' Email Address  testsupplier@gmail.com Phone Area Code
Emall address wil be used a5 the Usemame *Phone Number (57893425545
Contact Tt~ v Extension
L. n
FirstName  Abdullah Eax Area Code
T'dd‘e Neme Fax Number
LastName  Ahmad
Job Title

Then click the “Submit” icon to send the request for approval by the Procurement
Department. The following message will appear to confirm that the request has been

submitted.
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w Confirmation

Thank you for registering. Your registration request has been submitted for approval. You will be notified of your registration status via email

3. The Procurement Department reviews the supplier user’s information and approves it.
An email is then sent to the supplier, as shown in the image below, after which the supplier
resets their password.

From: ERP Workflow Email Dev <wfmailerpdev@scfhs.org.sa>
Date: 7 May 2024 at 10:28:08 PM GMT+3

To: ABDULLAH AHMAD <testsupplier@gmail.com>
Subject: For Your Information: Default enterprise name Supplier Collaboration Network: Confirmation of Registration

Reply-To: wfmailerpdev@scfhs.org.sa

Te ABDULLAH AHMAD
Sent  08-05-2024 05:13:52
D 2772357

Your request to register with Default enterprise name for access to their supplier collaboration network has been approved. You can log in with the username TESTSUPPLIER@GMAIL.COM.

In order to generate/reset your password, please dick the below link and follow the instructions. This link is only available for 240 minutes.
Contact for additional information.

Password Url: Reset your password
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6. Resetting Password

"You can reset your account password via ‘Login Help’, as shown in the screenshot below.”

A\ g
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User Name

Password

oo [l e

Login Assistance

Register Here

Accessibility
None

Language

English

Copyright (c) 1998, 2024, Oracle
and/or its affiliates. All rights
reserved.
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