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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:

® Login

Email™®

Password™®

768657 ©

Forgot your password?
goty P Login

After the login process the following page will be shown to the user:
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Home  Manage Trademarks Manage Contact Officers  Requests Fees v Certificates v

Add New Product Added Products (32)
(©) Added Products ’
Regulated Non-Regulated Products
Certificate of Conformity Request 2 1 4 2
Regulated
e Added Requests Imported Product Local Product Imported Product Local Product
q @ Regulated

@ Non-Regulated Products

New Shipment Request
For Imported Products

Requests (122) Certificates (32)

9 6 Active Certificates
16 Conformity for regulated products 32

8 Shipment conformity

e Added Requests

. Conformity Requests
Self Declaration Request ity Req 1 Self Declaration
Non-Regulated 4 Imported Products Model
26 Expired Certificat
i . @ Active Certificates
Shipment Requests 2 Conformity for regulated products
1 Self Declaration Expired Certificates

Imported self declaration
certificates

From the previous page, click on the "Add New Product” icon. The screen will appear as follows:

M 1
QJ—' Home Manage Trademarks Requests Fees Certificates ?_w; 2 - 230

"iaboer

Add New Product

First Step Second Step Third Step
Choose HsCode Basic Details - Additional Details

1In case you don't know the H5Code you can use the Saudi Customs portal Saudi Customs portal

Search By using HSCode  aach By Product Category

@ Al O regulated () Non-regulated Search by tags / category name H5Code Search

HSCode Count: 9451

HSCode Product Category Has regulated Certificates

250100100009

250100100010

250100100011

250100100012 Pu

250100100013 Salt

I

O O 0O O 0O O

250100100014 Salt of th

;
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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:

Add New Product

First Step Second Step Third Step
Choose HsCode Basic Details Additional Details

In case you don't know the HSCode you can use the Saudi Customs portal Saudi Customs portal

Search By using H5Code g1k By Product Category
@ Al O regulated (O Non-regulated Search by tags / category name 85044000999 Search

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

below:

Add New Product

First Step Second Step Third Step
Choose HsCode Basic Details Additional Details

In case you don't know the H5Code you can use the Saudi Customs portal Saudi Customs portal

Search By using H5Code 550y By Product Category

@ 4l O Regulsted () Non-regulated Search by tags [ category name 85044090999 Search

H5Code Countz 1

HSCode Product Category Has regulated Certificates

@ 850440909999
Page10f1 |« n .

Return to products page
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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.

In case you don't know the HSCode you can use the Saudi Customs portal Saudi Customs portal

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:

@ Al O Reguiated () Non-reguiated HSCode Search

HSCode Count: 96

HSCode Product Category Has regulated Certificates

() 401110000000
(O 401699400000

O 401699500000

o 650610400000

O 732200000000

() 741999600001
() 741999600002

Page 1 Of 14 wa «-2 3 4 5 6 7 8 9 10 » | »»

Return to products page Complete Detais
k.

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:

Add New Product

First Step Second Step Third Step
Choose HsCode Basic Details Additional Details

In case you don't know the H5Code you can use the Saudi Customs portal Saudi Customs portal

Search By using HSCode  Search By Product Category

Select Main Category

- Select - v

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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Add New Product
First Step Second Step Third Step
Choose HsCode Basic Details Additional Details
RegulationDetails
H5Code : 530330000003 Category Name : Waste of crushed or combed fibers prepared for spinning
Technical Regulation Name : Technical Regulation of Textile Produds
Product Details . (All fields should be in english)
Product Name + Trade Mark + If you cannot find your trade mark in the below drop down list dick
- Select - v
Model Name + Manufacturer Name +
Country of origin +
- Select - v
English Manufacturer Address
Optional
ProductDescription
Optional
Disclaimer
We guarantee and acknowledge that all input data entered is correct. If the data entered is incorrect, we shall bear all the dependencies resulting from
this error. o

[ Commitment

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:

Y ¢



Training Guide for Adding New Products saber

Edit Product Data

First Step Second Step Third Step
Choose HsCode Basic Details Additional Details

Product Images

‘o

Drag product image here
or select files

Acceptable file types: jpeg.jog.png €

Skip Additional Details

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:

v

You have added Spinning product successfully

Information Remaining steps for product to be ready

O ® @ ¢

Adding Product

A ¢
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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:

Trade Mark * If you do not find your brand in the drop-down below click here

- Select - v

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

Add Trademark

Arabic Name »

Engish Name =

Back Add

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

"Add Trademark" as shown below:

Home  Manage Trademarks Manage Conatct Officers  Requests Fees v @ Help
R
—~ s~ Manage Trademarks
Qo L
N
Q Search o

Q0



A PLWw

Training Guide for Adding New Products saber

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:

Q,J-'l L Home Manage Trademarks Requests Fees Certificates ~ Q\ .—P&. T 2::7330

Manage Facility Products
for Search Add new produc

Product Name * Search

- @ Add single product
Trademarks A certificate of conformity of the products subject to the regulation must be obtained through Hick |
- D A self-certification of imported products that are not regulated should be obtained through Click hert ma _ 34 4 1 products
local products by Click here
Certificate type ~ N Spinning
: v 1 COC Certificate 530290000003
= OM Cerficate
— :f opoiPOUpoupolPOU[
0 : v 1l 00C Certificata 251511000002
0O QM Certificate
T Cortificates License
Has regulated ~ T 545 ;
- Q 1i Self Declaration 250100100010

O

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:

Y7
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Add bulk products Step 1 Step 2
Upload Files Data Validation

Download Template l

O

Drag product excel sheet here
or select files

Acceptable file types: xisx @

You should confirm the following commitment

In order to suc fully upload the prod file on Saber, you must comply with the following criteria:

- File size should not exceed (2) MB.

- The file extension must be (xdsx).

- You can not add a sheet or change the name of the sheet that is already in the file.

- The column names and ordering should be not change.

- Blank records cannot be added within filled records.

- Up to 3000 products can be indudad in the file.

The system will not accept any valuz in the columns of Trademark or Country Of Origin unless fram the drop down list that exists in the file

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

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:

N



Training Guide for Adding New Products saber

Add bulk products Step 1 Step 2
Upload Files Data Validation

Download Template l

0

Drag product excel shest here
or select files

Download.xdsx @

You should confirm the following commitment

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

- File size should not exceed {2) ME.

- The file extension must be (dsx).

- You can not add a sheet or change the name of the sheet that is already in the file.

- The column names and ordering should be not change.

- Blank records cannot be added within filled records.

- Up to 3000 products can be induded in the file,

The system will not accept any value in the columns of Trademark or Country Of Origin unless from the drop down list that exists in the file

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

Disclaimer

this error.

3
3

Managing the added products

Q Commitment We guarantee and acknowledge that all input data entered is correct. If the data entered is incorrect, we shall bear all the dependendes resulting from

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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[ Ada New Product Products (2781)
e Added Producis Q Regulated Products Non-Regulated Products
Imported Product Local Imported Product Local
Manufactured Manufactured
Product Product @ Regulated Products
@ non-Regulated Products
Requests (41) Certificates (14)
2 7 Active Certificates
7 Conformity 1 4
Conformity Requests 1 Shipment
5 Model
5 Expired Certificates ® Active Cerlificates
L ] 1 Conformity Expired Cerfificates
Shipment Requests 0 Model

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.

Manage Facility Products
Product Name " Search for ... Search 13 Add new product

Trademarks A certificate of conformity of the produds subject to the regulation must be obtained through Jick here
- by A self-certification of imported products that are not regulated should be obtained through Click here aAnd for non-regulated
local products by Click here
Certificate type ~ Spinning
v m COC Certificate 530350000003
= QM Cartificate
U
f Conformity Certificate P 0poiPOUPOUpOUPOU[
oo 251511000002
M Q u 00C Certificate 11
L) EE i
p— OM Certificate
[]  Tie Contificates Licerse
Has regulated ~ 345 :
v L Self Deciaraton 250100100010
Qi
O Regulated T 454
O Mon-regulated 9 u e Daclaration 250100100011
Entry date ~ T GSO0
i 841350000000
From To Q Ll 00C Certificate
QM Cartificate
Opti e Opti o
| NI g
9 u 00C Certificate 254443210000
M Certi
Filter results l QM Cersficate
Q u QM Cartificate 401120000001

Tires Cartificates Licanse



