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System Description 

This task allows the users to add new products to the system. 

Products Registration 

This system is to allows the user to add the facility products to the system. to start this, the user will 

log-in through the system as shown on the below screen: 

 

 

 

After the login process the following page will be shown to the user: 
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From the previous page, click on the "Add New Product" icon. The screen will appear as follows: 
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the user can add a new product by two ways: 

1. Searching by HS code (Hs code and keywords). 

2. Searching by the product categories. 

Add products by HScode 

To add a product by the HS code, the user will click on "Search by HSCode" option. The page will 

appear as follows: 

After that, the user should select from the results and click on "complete details" as in the figure 

below:  
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You will then proceed to the page for completing the product data, which will be explained later. 

Note: You can use the Saudi Customs link to search for the HS Code if it is not available. 

 

Add products by searching by keywords 

To add a product by keywords, the user searches for the "tags" field, and the results will be displayed 

to choose the correct product category, then click on "complete details" as in the figure below: 

 

 

Note: In this page it will be clarify to the user if the product is regulated or non-regulated and the 

required certificate.  
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Add products by Searching by categories 

To add a product by searching by categories, the user must select "Search by categories" and the 

following page will be displayed: 

 

Complete the product data 

After clicking on "Complete Details", you will be taken to the next page for completing the basic 

product details, as shown in the following page: 
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The product trademark should be chosen, and the required product details that shown in the 

previous page should be filled, then click on “Next” to add additional details such as adding product 

images as in the following figure, noting that it is mandatory: 
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Then click on “Next” to show the result of adding the product and the next steps to be ready to 

import, as in the following figure: 
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Add the Trademark:  

Note: If the trademark is not in the trademark list, you can click the link next to the trademark to open 

adding new trademark window: 

 

The user should fill the fields (The trademark name in Arabic and English) as shown in the following: 

 

 

Or, you can add the trademark by accessing “manage trademark” form homepage and then click 

"Add Trademark" as shown below: 
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Adding products by Excel sheet: 

Instead of adding each product separately, several products can be added in bulk in excel file by 

clicking on "added products", then clicking on "add new product" and select "add bulk products" as in 

the following figure: 

 

 

The following page will appear, where you can download the excel template file to fill in the data of 

the products to be added and re-uploaded to the system, while adhering to the terms of the upload, 

as in the following: 
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When the file is filled out, you should upload the file and agree to the commitment, then press “Start 

Processing”, so that the upload results appear as follows: 
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Managing the added products 

Through this list, the user can delete and edit product data, submit certificate requests for products, 

to access this page the user will click on " added Products" from the e-Services homepage as shown 

below: 
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The product details are displayed in addition to a list of options through which it is possible to (delete, 

modify, display product data) by clicking on the “Options” below each product, also you can filter 

search results through the filter options on the left of the page. 


