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1. How to Login 

Visit our website - www.maaden.com.sa 

1. Click, Supplier Portal 

2. Click, Sign In 

3. Input your User ID and Password 

4. Then, click Sign In 

 

http://www.maaden.com.sa/
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If you don’t know your password, follow next page for “Login Assistance 



  
 

                                                                                                                                                                                          5  

  Classification: Public  

 

 

2. Login Assistance 

1. Click Forget Password 

 

 

2. In the field “Username or Email”, provide email id, select “Forgot password” option and click on “Submit” 
button. 

 

 

3. Then you will receive an email from OracleCloud@maaden.com.sa with subject “Maaden Cloud 
Applications-Password Reset Information” Please check your email. 
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4. Open the email that you received and click on the link to reset your password, below is a screenshot of the 
email sample. 

 

 

5. Provide New Password in the fields and click Submit 

 

 

 

 To Login: 

Visit our website - www.maaden.com.sa 

1. Click, Supplier 

2. Click, Sign In 

3. Input your User ID and Password 

4. Then, click Sign In 

http://www.maaden.com.sa/
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3. How to “Manage Profile”  

1. Click, “Supplier Portal” 
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2. Under Tasks - Company Profile click “Manage Profile” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click, “Edit” 

 

 

5. Warning will pop-up. Click “Yes” to continue 
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4. How to update “Organization Details” 

In this section you can edit the general information of your company, as well as attach your required documents. 

1. To add documents, in Attachment, click “+”, where you can attach your necessary documents.  

• Example - Bank Account Certificate, Brochures, Company Request Letter, etc. 

 

 

 

2. Click “Choose File” attached the document. 

3. Then Click “OK” 

 

 

 

 

  

 

5. How to update “Tax Identifiers”. 

In this section you can edit your Income Tax and Transaction Tax. For KSA Suppliers this is mandatory to update. 

 

 

 

You can start updating your company profile 
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Attached copy of “VAT Certificate”, to be attached in “Organization Details” – Attachment 

In this section you can Add / Edit / Inactive the user account. 

 

6. How to update “Contacts”. 

A. To Add User Account 

1. Click “+” add button. 

 

 

 

 

 

2. Fill out necessary information. *(Mandatory) 

3. Click “Select and add” button. 

4. Add “Site address” for the user account. 

5. Click “Apply”, then “OK” 
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6. Thick “Request user account” 

7. Choose User Roles, click “Select and Add” button 

8. Click “OK” to create the new user account. 

 

B. To Inactive User Account 

1. In the list of active user accounts, click the user account you desire to Inactivate. 

 

 

 

 

 

 

 

2. Go to Status, click dropdown list and select “Inactive” 

3. Then, click “OK” user account will be inactive. 
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Fahad 

Manager 

Gullermo GullermoF@com.sa 
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6. How to update “Payment”. 

           In this section you can add, edit, and deactivate your bank account. 

A. To Add New Bank Account 
1. Click “Bank Accounts” 
 

 

 

 

2. Click “+” select and add button. Or click “Action” and click “Select and Add”. 

 

 

3. Fill out necessary information. *(Mandatory) 

Note: IBAN No. must also reflect in Account Number for applicable country. 

4. Then, click “OK”. 
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1. Attach the latest copy of “Bank Certificate” issued by your corresponding bank with required signature and 
stamp. 

2. Official Company Letter request for adding the new bank account, must be duly signed by your authorized 
company signatory with stamp, attached copy of CR or Certificate of incorporation along with company letter 
request. 

Note: Beneficiary name must be exactly same as your Company Name. 

Please attached the required documents in Organization Details “Attachment 

A. To Inactivate Bank Account 

1. In the list Active of “Bank Accounts”, click the account no. you desire to Inactivate. 

 

 

2. Go to “Inactive on”, select the Date you desire to Inactivate the bank account. 

Click “OK”, the account will be Inactive on the date you have selected 

 

 

 

 

 

 

 

 

 

8. How to update “Business Classification”. 

In this section it is Mandatory requirement to add and update your company business certificates. 

A. To add your certificate. 

1. Click (+), add the classification. *(Mandatory) 

2. Select the document Classification from dropdown list. 
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3. “Certifying Agency”, from dropdown menu select “Other” 

4. “Other Certifying Agency”, Input the agency who issued the certificate. 

5. “Certificate”, Input the certificate name 

6. “Start Date”, Select the date of issue of the certificate. 

7. “Expiration Date”, Select the expiration date of the certificate. 

8. Attachment, click “+” to attach the latest copy of the certificate.  

 

 

 

 

 

  

 

B. To update the expired certificate. 

1. From the list of Business Classification, select the certification you desire to update  

2. Change the expiration date. 

3. In Attachments, click (+) button, add the latest copy of certificates. Do not remove the previous/old 
certificate. 

 

 

 

9. How to update “Products and Services” 

This section is “Mandatory” requirement to select and add the category of your company products and services. 

1. Click “  ” select and add button  

 
 

 



  
 

                                                                                                                                                                                          16  

  Classification: Public  

 

2. Select the categories by clicking the expanded button “   ” choose the right category of your company 
products and services.  

3. Once, you have chosen the right category Thick to select “   ” 

4. Then click “Apply” then “OK” to add the selected categories in your Products and Services. 

 

 

Required Documents: 

Attached copy of the following through “Organization Details” – Attachment. 

Company Brochures / Business Activity License along with CR Copy / Cert. of incorporation Copy 

10. How to submit the “Change Request” to Maaden portal 
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1. Once you complete the required update. In “Change Description” field, Input the reason of your change 
request. 

2. Then, click “Review Changes” to review the changes you have made.  

If you wish to delete the change request, click on “Delete Change Request” button. 

 

 

 

3. Once review complete, click “Submit” 

 

 

 

 

 

Confirmation will appear “Your Change Request XXXXX was Submitted” 

 

 

End 

Thank you 


