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Service Description

This service is designed to enable the user to issue
shipment certificate for imported products.

Apply for Shipment certificate

To apply for shipment certificate, first log in to the
system then click on "New shipment request"” from the
home page.

All regulated products that have a valid COC will be
displayed, in addition to the non-regulated products that
have an imported self-declaration to apply for shipment
certificate request.

épl_J.U Home Products Certificates v Requests v Bills Managment v

Add New Product

Certificate of Conformity Request

# New Shipment Request

-m Last Update

v

= o Listen | »

Added Products (666)

Regulated

412 16

Imported Product Local Product

Non-Regulated Products

arr 21

Imported Product Local Product

Requests (5811)

3883

Conformity Requests

1928

Shipment Requests

Certificates (211)

Active Certificates

0 Conformity for regulated products
S Shipment conformity

0 Self Declaration

197 Imported Products Model

Expired Certificates

9 Conformity for regulated products
0 Self Declaration
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QHLLU Home Products Cerlificates ~ Regquests ~ Bl Managment ~
Shipment Requests (Imported Products)

O— 3

Choose Products Add Bills Send the request

Shipment Referenoe Name .

You can choose between adding the product number or downloading from an Excel file

o Adiding products I::] Dowmnload product number from exoel file

Enter the "Shipment Reference name" and choose

the products, you can view all the selected products
by expanding the section of "Selected products”.
Then click on "Next". e o

Cortificate Mumber Certificate Type Product Name Halode Customs B Office Model Mame
Imported free trade

product

0 Certificate Mumber Certificate Type Produsct Name HeCode Customs B Office Model Name

sl Selected Products 1
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In case you choose to add the products through excel
file, then click on "Download product number from

excel file".

You can either generate an excel file for the products
you have selected, or generate an empty excel file that
you can fill according to the specified criteria.

Then re-attach it again and click on "Validate
certificates".

Add Bills Send the request

Shipment Reference Name .

You can choose between adding the product number or downloading from an Excel file

O Adding products Oll)uwnlmn! product number from excel hlc-] h

In order to successfully upload the products file on Saber, you must comply with the following criteria:

« File size should not exceed (2) MB

o The file sion must be (xsx)

o You can not add a ¢ e the name of the sheet that i already in the file.

o The column names g should be not change

« Blank records cannot be added &0

o The system will not accept any Uit field except through the drop-down list which already in the file
o It may take 2 to 5 minutes to Joad the product, depending on the number of products.

« (Failure to comply with the above criteria will result in the refection of the file in whole or in part)

Selected Products 1
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Processing is in progress, and the application must be completed
through the "Complete Request'” bution after completing the

process ing process

Shipment certificate requests page

After adding the products, a note will appear stating
that processing of the request is in progress, and the

request must be completed after completing the
processing process.
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(__}Hl_u) Home Products Cestificates ~

= Shipment Requests

Request Count :1928

K Request Number :

Shipment short name

# Request Status : | Adding prodiscts 1o the shipment request o

Then click on "shipment certificate requests page"
to be redirected to the requests page.

The status for the request will be "Adding
products to the shipment request".
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A UL home products Certficates -
=== Shipment Requests

Request Count :1928

B Request Number @ - £ Submitted On : -
g

Shipment short name : Certificate Number :

0 DEETERESEITEH Request Ready to complete Country Of Shipment :

After completion of adding products to the request,
the status will change to "Request ready to complete"
then click on "Complete request".
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Enter new billing data

Next, add the bills by clicking on "Add bill" button. A
pop-up will appear, to fill in all the required data of the

bill.

After, click on the "Add" button to save the data
successfully.

You can add more than one bill on the shipment
request and link each with a product.
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To add products to the bill, click on "Add products to
the invoice" next to the bill data.

Q}JL‘JJ Home Products Certificates v Requests v Bills Managment v - Q ¢ 2 v

=/ diListen | »
Disclaimer: The validity of the shipment certificate is 60 days from the date of Issuance and the certificate can't be used for customs clearance If the specified
period Is exceeded,

Shipment Requests (Imported Products) service Manual

0—O—

Bills Count : 1

Shows The Bills That Need Processing

i

Rederence Name Bill Number Irvoice Value Bill Date CQurrency

10
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!:'Q_IJI_UJ Home Products Certificates ~ Reguests~ Bills Managment ~

Bill Mo ...

Select the product to be added to the bill, select the
unit from the drop-down list and enter the item price
of each product, then click on "Save and continue".

11
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Q}JLLU Home Products Certificates v Requests v Bills Managment v

No Data To Display

Added Products

Click on "Manage Models" to select the models for
which the shipment certificate will be issued.

12
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A pop-up window will appear to select the models,
enter the quantity and barcode for each model,
then press "Add selected models" and "close".

Enter the Models to be Added to the Form

You can choose between upload by Excel or adding model number or both

o Select Model Number O Select a set of models by Excel

Number of product models added to the shipment
Selected Modets Count (0)

13



saber

Click on "Save products" and "Next".

.j_; }Jl_LU Home Products Certificates v Requests v Bills

No Data To Display

Added Products

Certificate Number

Model
Name

Show

products that need processing

o 3

Service Manual

14
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In the next page, choose the country of shipment,
agree on the commitment, and click on "Send
request".

Choose Products

Please choose shipping country

C by OF Shipeant

- Select -

Disclaimer

Add Bills

Send the request

15
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You will receive the confirmation message indicating
that the request has been submitted successfully.

LS}JL].U Home Products Certfficates v Requests v Bills Managment -

Request successfully sent

lhrk To Requests

16
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The request will be sent to the Conformity
assessment body who issued the product
conformity certificate to approve the request.

Note: The certificate will not be issued for the
regulated products unless the conformity
assessment body approves the request.

Each product is automatically sent to the same
conformity assessment body that issued the
certificate of conformity.

QJ.JLLU Home Products Certificates v Requests v Bilis

=) shipment Requests

Request Count :1928

B Request Number :
Shipment short name :

Request Status : = Walting certificate creation

) Submitted On :
Certificate Number :

Country Of Shipment :

17
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Issuing Certificate

After having the approval on the shipment certificate
as explained previously, you can issue the certificate
by clicking on "Requests" at the top of the page, then
choose "Added Requests (Shipment requests)".

Fa) }JL_LU Home Products Certificates Bils Managment v

' Added Requests (Conformity Requests)
] Added Raquests (Shipment Requests)

v

= dlsten | »

Added Products (666)

Reguiated
Imported Product Local Product

Non-Regulated Product

S
Imported Product Local Product

B Non-Roguated Products

Requests (5811)

3883
1928

Certificates (211)

Active Certificates

0 Conformity for regulated products
S Shipment conformity

0 Self Dedaration

197 Imported Products Model

Expired Certificates

9 Conformity for regulated products
0 Self Declaration
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You can go through the options list beside the
request to (view request details, create certificate
and cancel request) or click on the green button
"create certificate".

IAHl_].U Home Products Certificates v Reques!

= 55! shipment Requests

Request Count :1928

B Request Number :
Shipment short name :

Request Status : | Waiting certificate creation

ts v Bills Managment

4 Submitted On :
Certificate Number : -

Country Of Shipment :

19
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After that, the status of the request, the country of
shipment, the number of regulated products and non-
regulated products added to the shipment request, as well
as the products that have a certificate issued by the
authority, will be displayed, click on "Create Certificate"
button.

A JJl_J.U Home Products Certificates v Requests

Certificate Number

No Data Exist

ﬁ Certificate Number

Certificate Number

No Data Exist

Product Name

Product Name

Blils Managment «

HSCode Model Name Trade Mark Organization

HSCode Model Name  TradeMark  Quality Certificate Type

Product Count 0

Request Status

Product Count 1

Trade Mark

Product Count 0

Request Status

20
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The system then displays the invoice creation confirmation
page, displaying the products added in the shipment
request and the total cost of the request, then click on
"create Certificate" to generate the invoice.

Note: Regulated products will not be added to the
certificate until the conformity body approves the

shipment request.

Certificate Number Product Name

No Data Exist

Certificate Number

Certificate Number Product Name

No Data Exist

Products included in certificate (1)

Request Cost Riyal

Product Count 0

HSCode Model Name Trade Mark Organization Request Status

Product Count 1

Product Count 0

HSCode Model Name  Trade Mark  Quality Certificate Type Request Status

Products not included in certificate (0)

Total Cost Riyal

21
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Before the payment and to view the SADAD number,
you will have to choose whether to apply for a Tax
invoice or continue without.

After selecting the "Apply for Tax invoice" option you
will be redirected to Amaly portal to obtain a tax
invoice.

Note: If the bill has already been paid, it is not
possible to make any modification to the Tax invoice.

Payment can be made through the available
payment options (Sadad, Mada, Visa, MasterCard,
Apple Pay).

Service Name : The Shipment Rec

Involce Date :
Facility Name
Facility Address :
Tax Number :

Bill Status : Pending

Product Count :
VAT Percentage :

quests (Tmported Products) service

Transaction Number :
Payment Method : Ssdad

VAT :
Total Amount :

Biller No :
144

Bither rame

My Business Services

You should pay the bill
before :

22
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O
Q}JL_UJ Home Products Certificates v Requests v Bills Managment v d £ 2 v

= !'4 Listen | P
— = Shipment Requests Ty

Request Count :578

Services A

B Request Number : ) Submitted On :
Shipment short name : Certificate Number :

# Request Status : | shipment certificate has been issued Country Of Shipment :

After paying the bill, you will be able to download
the certificate by clicking on "Download Certificate"
from the requests page or the certificates page.
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