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| Supplier Training Guide  

This user guide provides step-by-step instructions for suppliers to complete key processes 

within the system, including supplier registration and profile management. 

It is designed to help users navigate the platform easily and ensure that all required 

information is submitted accurately. 

The guide covers the full supplier registration cycle, from initial registration to profile 

updates through the Supplier Portal. 

1 External Supplier Registration  
1.1 Submit External Supplier Registration (By Supplier) 

 

Step #1 Access the Registration Page 

1 Navigate to the Registration link  

2 Enter your email address 

3 Click “Send Access Code” 
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Dears,  

  

Please visit our official website at: sportsboulevard.sa/en/register-now to view all frequently asked 
questions for vendor matters. Along with user guides to abide by new registration, profile change 
requests, and raising invoices.  

  

If you face any issue, please feel free to contact: vendor.Mngmt@sbf.gov.sa  

https://sportsboulevard.sa/en/register-now
mailto:vendor.Mngmt@sbf.gov.sa
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Step #2 Verify Access 

1 Check your email for the access code 

2 Enter the code  

3 Click “Continue” 

 

 

Step #3 Enter Company Information 

1 Enter the Company Name in English in filed “Company”.  

2 fill in the commercial registration number in filed “Commercial Registration 

Number” 

3 Enter the D-U-N-S Number for the Foreign Supplier only 

4 Enter the Taxpayer ID as a VAT number without the last 5 numbers 

5 Enter the VAT Number” in the filed “Tax Registration Number” under Additional 

Information Section. 

6 Enter the company Name in Arabic in the filed “Company Name” under 

Additional Information Section. 

7 Note please be sure to enter the mention files correct. 

8 Click “Continue” 
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Step #4 Enter Contact Details 

1 Enter the Contact details  

Please sure you enter the correct Mobile Number 

2 Click “Continue” 
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Step #5 Enter Address Details 

1 Enter the Addresses Name  

 

2 Select the “Country” 

3 Enter the “Address Line” 

4 Enter the “City” 

5 Make sure you checked the check box for contact name under “Which contacts 

are associated to this address?” 

6 Click “Continue” 
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Step #6 Business Classification 

1 Please Select the applicable classification Local Supplier with enter and 

attached the required documents as per SBF politics.  

1.1 Please attach a copy of the Commercial registration and the Chamber of 

Commerce. 

1.2 Attach bank Iban letter from official bank. 

2 Please Select the applicable classification Foreign Supplier with enter and 

attached the required documents as per SBF politics.  

2.1 Please attach a copy of the commercial registration with the APOSTILLE 

certificate attached. 

2.2 If the APOSTILLE certificate is unavailable, the commercial registration must be 

stamped by the Saudi Embassy in the vendor’s country 

2.3 Attach bank Iban letter from official bank. 

3 Please Note: enter the Expiry date for each Certificates 

4 Click “Continue” 
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Step #7 Bank Details 

1 Enter the Bank account required details, Select the country and the Bank 

2 Enter the “IBAN Number” 

3 Enter the “Account Number” 

4 Enter the “Account Holder” should be the same account name. 

5 Please note all these data should be copy from the IBAN letter 

6 Click “Continue” 
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Step #8 Products and Services 

1 Select relevant product and service categories 

2 Click “Submit” 
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Dears,  

 

Thank you for registering on our platform! 

 

Your request is currently being reviewed and will go through our approval cycle. If we have any 

comments, we will send the request back to you through a system link.  

 

Once fully approved, you will receive an email to reset your password and will be a prospective 

supplier in our system. This will grant you access to negotiations and qualifications for SBF 

projects. 

 

If awarded, you will then be made a spend authorized vendor with full access to the system. 

Once you receive an email confirming you are spend authorized, make sure to enter your 

account and attach the following: GOSI, Saudization, ZAKAT, and VAT certificates as a profile 

change request.  

 

If you face any issue, please feel free to contact: vendor.Mngmt@sbf.gov.sa 

 

 

 

 

Step #9 Account Confirmation 

1 Once the SBF team approved your request you will receive an email confirming 

that the Oracle account has been successfully created, along with a link to reset 

the password. 
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Step #10 Activate Account 

1 Set your password  

2 Click “Submit” 

3 Login to the portal 
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1.2  Supplier Profile Change 

 
 

Step #1 Login 

1 Navigate to portal 

2 Enter your email and password 

3 Click “Sign In” 
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Step #2 Access Supplier Portal 

1 Navigate to Supplier Portal 
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Step #3 Open Profile 

1 Click “Company Profile” 

2 Click “Change Profile” 
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Step #4 Update Contacts Information 

1 Update the fields needs to be update 

2 Like email or first/last name 

3 Click “update” 
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Step #4.1 Create a New Contacts Information 

1 Click “Add Contact” 

2 Enter all Contact Information the First/Last name and the mobile number 

3 Please make sure you check “Administrative Contact” 

4 Select the addresses  

5 Checked the “Request User Account” to create a user for this contact if need 

6 Click “Create” 
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Step #5 Update Bank Information 

1 Update the required if need 

2 Add attach doc “Bank Letter”  

3 Click “Update” 

 

 

 

 

Step #5.1 Create Bank Information 

1 Click on “Bank Accounts” tab 

2 Click on “Add Bank Account”  
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Step #5.1 Create Bank Information 

1 Select the “Country”  

2 Enter “Account Number”  

3 Enter the “IBAN” make sure the same IBAN number from the bank letter 

4 Enter the “Currency” 

5 Select the “Bank” 

6 Select the “Bank Branch” 

7 Enter the “Account Holder” the account name 

8 Attache the Bank Letter 
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Step #6 Update Business Classification 

1 To Update the Certificate, click on “Business Classification” 

2 Please press “Edit” icon and update the “Expiration Date” 

  

3 Click “Update” 
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Step #6 Add Business Classification 

1 To Add a new certificate, click on “Add Business Classification” button 

2 Please make sure you add all the required documents with the “Expiration Date” 

3 Please attach a copy of the registration certificate to the Zakat, Tax, and 

Customs Authority 

4 Please attach the Social Insurance Certificate 

5 Please attach the VAT Certificate 

6 Please attach the Saudization/Nationalization Certificate 

7 Click “Create” 
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Step #7 Update Profile Information 

1 Update the required fields like company details 

2 Click “Review Changes” to preview updates 

3 Click “Submit” 
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Step #7.1 Submit Change Request 

1 Enter a description for the changes 

2 Click “Submit” 

Note: The supplier can withdraw or edit the change request before it is approved.  
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Step #8 Approval and Update 

1 After review, the supplier will receive a notification once the request is approved  

2 The approved changes will be reflected in the profile after being approved by 

the SBF team. 

 

 

 

 


