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• If you are already registered, please enter the 
trade license number and password that you 
have received through registered email. 

• If you want to register a new company, please 

click on the Register Now button.

Log in

Step one



Step Two

3

• Please fill in all the required data and make 

sure to add an authorized signatory then 

press Next button.

Fill data



Step three

4

• Please fill in all the required data and make 

sure to add an authorized signatory then 

press Next button.

Add attachments 



Step Four
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• Please be sure to add your 

signature and stamp to be 

able to sign and review the 

general contract before 

submitting the application 

later.

Upload signature and stamp



Step five
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• You will receive an SMS confirming your registration, then click on the "Back to Login" button then 

you can enter the trade license number and password to be obtained in the email.

Confirmation message



Step six
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• Go to "My profile" page and then 

click on “requests" button to follow 

the status of your request.

Order status 



Step seven
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• Go to "My tasks" page and then click 

on “pay fees" button as shown.

Pay registration fees



Step eight
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• Your application page will appear, 

then click on "Click here to pay through 

Tahseel payment gateway" which will 

take you to Tahseel portal to complete 

the payment procedure then you 

completed the registration successfully. 

Complete registration
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Company renewal
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• Please log in with your company account

Log in

Step one



Step two
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• An alert message will appear, click on the 

"Click to submit a registration renewal 

request" button

Registration expired Alert



Step three
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• Edit data if needed

Edit data



Step four

14

• Edit attachments that need to be replaced 

and then press the Submit button.

Edit attachments



Step five
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• Go to "My profile" page and then 

click on “requests" button to follow 

the status of your request

Order status 



Step six
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• Go to "My tasks" page and then click 

on “pay fees" button as shown

Pay renewal fees



Step seven

17

• Your application page will appear, 

then click on "Click here to pay 

through Tahseel payment gateway" 

which will take you to Tahseel portal 

to complete the payment 

procedure then you completed the 

renewal successfully. 

Complete renewal
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Edit feature
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• Please log in with your company account

Log in

Step one



Step two
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• Go to My profile page and click on the 

"Add Adjustments Request" button

Adjustments request button



Step three
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• Edit data as needed

Edit data



Step four
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• Edit attachments that need to be replaced 

and then press the Submit button

Edit attachments



Step five
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• Go to "My profile" page and then 

click on “requests" button to follow 

the status of your request

Order status 



Step six
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• If your adjustments request 

transaction is returned, the 

transaction will appear in “My Tasks” 

page to edit it, then click on the 

“edit” button as shown

• In case your request does not need 

edit, you will receive a notification 

that the data has been successfully 

updated

If Transaction need to edit
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Payment Services



Step One
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Log in

• Please login with 

your company 

account. 



Step Two
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Payment Request

• Click on My payments so you 

can apply for the payment 

request.



Step Three
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Payment Request

• Tap Request New Payment 

to apply for the payment.



Step Four
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Payment Request
• Enter the required data.



Step Five
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Payment Request (clauses)
• Enter the required data.



Step Six
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Payment Request
• Click on Paid Milestone to add the 

extra cost of the clauses. 



Step Seven
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Payment Request
• Add retentions details.



Step Eight
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Payment Request
• Add “Fines” details.



Step Nine:

34

Payment Request
• Add “Fines “details.



Step Ten
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Payment Request
• Enter the required attachments.



Step six

36

Payment Request

• Click "Review" and then 

"Submit" until the request is 

received by the Department.
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Tender Services



Step One
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Log in
Please login with 
 your company 
account.



Step Two

39

Tender participation

Click on Tenders so you can 
apply for the tender 
participation
.



Step Three:

40

Pay for participation

Tap View tender details & pay 
to participate in tender.



Step Four
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Terms and conditions

Agree on all the terms and conditions



Step Five:
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Tender details

Review the tender details and 
click on “ Pay fees”



Step Six:
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Pay tender fees
To continue click on the link to 
pay through Tahseel payment 
gateway



Step Seven:
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Tender documents 

All tender document will 
appear after payment 



Step Eight:
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Print the receipt 
Click on Print the receipt button. 
You will the view receipt 
information then click to open 
the receipt page 



Step One:
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Log in

Please login with 
 your company 
account.



Step Two:

47

Quotations participation

Click on Tenders so you can 
apply for the Quotations 
participation
.



Step Three:

48

Submit your proposal

Click on Submit your proposal to 
proceed.



Step Four:

49

Terms and conditions

Agree on all the terms and conditions



Step Five:

50

Quotation details

Review the Quotation details 
and click on Submit proposal



Step Six:

51

Submit proposal
Enter the bid price and click on 
Next to upload attachments 
then close



Step Seven:

52

Update proposal

You can edit your proposal 
during offering period by 
clicking on update proposal



Step Eight:

53

Quotations details

You can view the Quotation 
details and update your 
proposal once you go back to 
tender page – Quotation 

details.
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Handover Service



55

Step One:

Handover Request

Click on Handover so you 
can apply for the Handover 
Request.

Click “ Add Handover Request”
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Step Second:

Add Handover Request

Select “ Contract”
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Step Three:

Add Handover Request

Select “ Type of Handover”



58

Step Five:

Add Handover Request

Generate “ Final Statement”
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Step Six:

Add Handover Request

Add “ Delay Reason” if there is.
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Step Seven:

Add Handover Request

Add “ Attachment”.
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Step Seven:

Add Handover Request

View “ Handover” form.
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Step Eight:

Add Handover Request

Submit.
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