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. Introduction:

As part of its strategic objective to transition to the E-Chamber Concept by adopt-
ing state-of-the-art information technology systems, the Riyadh Chamber aims to
broaden the scope of its electronic services and elevate their quality in line with
the highest security standards. This ensures that the Chamber’s staff and sub-
scribers can perform their tasks with ease and efficiency, within a modern and op-
timal working environment. The Electronic Services Portal represents a key step
toward achieving this goal.

Through the e-Portal, Riyadh Chamber subscribers can access a range of services
after registering and activating their business accounts. These include e-docu-
ment certification, management of business information and authorized rep-
resentatives, as well as various other services designed to keep pace with the
evolving business environment in the Kingdom and to simplify subscriber service
procedures.
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B How to Access the “My Business” E-Services Portal:

1) Visit the Riyadh Chamber website at www.chamber.sa, then select E-Services.
2) Alternatively, you may access the portal directly via: https://mybusiness.chamber.sa
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I E-Services Registration (Creating a New Account):

Select “New User.”
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I Agree to the terms and conditions for registering a new user, then click
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Fill in the required information in the registration application form, click Create User, then
review the information and click Confirm Information.
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After completing the registration, a verification code will be sent via SMS to the mobile phone

registered in the Absher system. Upon receiving the code, enter it in the designated field and
click Next.
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When registering a sub-account for a user, the registration process follows the same steps
as before; however, activation of the additional account requires the approval of the main ac-
count holder for the establishment.
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A Procedure for Accessing the E-Services

1. Go to the homepage of the My Business Portal — E-Services
at: https://mybusiness.chamber.sa
2. Enter your username and password, then click Log In.
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Enter the confirmation number sent to the mobile phone registered in the e-services.
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When you forget your password:

You can request to reset it through the login page by clicking “Forgot Password.”
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Fillin the required fields (Membership Number — Mobile Number — National ID Number) and click
Retrieve Username. The username will be sent to the mobile number registered in the e-services.
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When you forget your password:
You can request to reset it through the login page by clicking “Forgot Password.’
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You can choose to have the password sent to the email or mobile phone, then click Send to
have the password delivered to the registered email or mobile number in the e-services.
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Electronic Services Provided:

First: Membership Services
Updating Establishment Information:
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Select Membership (Update Establishment Information) to modify the required data,
then click Save.
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Managing User Accounts:

1. The main user of the establishment’s account logs in to the Managing User Accounts service,
where the account of the user to be added to the establishment’s account will appear pending
activation.

2. The main user selects the required privilege for this user, choosing from Administrative As-
sistant, Transaction Officer, or Employment.

3. After selecting the required privilege for the additional user, the main user either approves
or rejects the request. Upon approval, the additional user is activated immediately with the
assigned privileges.

~ usertest oo §

cnllocl g

oroaaiuall Clilws o)) < Ggaell < @y

Juoaill jUAiiL groasi 1l &ails R—

sliiall Cilily Cuang

gsoa3iwall bl 8la]

clppl TR ]
osoaaiuall Cilily Jsasi
syl asslgall v sl ghori@rdcci.org.sa faizullah1234 Al
slisially Layyer
iligll (@1ani

syl aaslgall v Jiel] ghori@rdcci org sa 211807-26 @iliah @&
aulmill
syl aaslgall v Hal ghori@rdcci.org.sa 211807-26-17 ool

Editing User Information:

Through the Edit User Information screen, any user with an electronic account can fill in the
data to be modified, then click Update.
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Printing the Membership Certificate:

From the Membership Certificate screen, the certificate can be printed by clicking the
Printicon.
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Issuing an Establishment Introduction Letter:

Through this service, the user can issue an establishment introduction letter certified
by the Riyadh Chamber and print it directly online.

From the Establishment Introduction page, the letter can be printed after reviewing
and agreeing to the terms and conditions.
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Signature Authentication Request:

Through the Membership section, select Signature Authentication Request, then
select New Request.
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Agree to the terms of use, then select Next.
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Select Electronic Signature or Signature Authentication Template.
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Enter the verification code sent to you via the Absher service, then select “Next.”
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Confirm the accuracy of the data and sign accordingly, then submit the application.
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Second: Document Certification Services
Certification via Ready-Made Forms:
1.From the Ready-Made Forms screen, select the form to be certified electronically.

- usertest g 3 \i\\’ e\'i\‘“?

enlloc dlgs

5jmb 25lai < Giligl G20 < Ayl

aylalall syljg cilslaall - agaylall jljg
agyialyl

ayajlall ajljg b
auslul ailjg (D {
&)

Qo o)ljg il Giani

8jals o5laj

alaids pell cilidhll
2yl

ploiwill

aylall abagaall

Silnsliallg aylail ol

byl adbio jape &jla) Bl aibio ciljles §)la)

agolye dygan allas ols| 3433 / o)
olissioll ojlaw 6315 20085 2913 il / 53¢ g3 Jao]

lgil / /
uctitl syl ausyall ge Jjli Lo u\-w.o_qo Gageg
U:u;ilngkun]qwé allas i)

Joasall jgpo oy dulslal 3yljg

’ 7N Cilogleo Jyasi / digo judi

[ cdozs isal o gl .
. aly 20lgll sl
98 £l ) (raslgll dsalio

opils 3203 .o gpm gy s

Saudi Arabiass budget performance a7




SNSTAROI

Riyadh Chamber

Fillin the required information as per the form, then click Save. Next, select Certify, af-
ter agreeing to the terms and conditions. The letter will then be certified immediately.
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Open Letter Certification:

From the Ready-Made Forms screen, select Riyadh Chamber, then Open Letters.
Through this option, the letter to be certified electronically is prepared.
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After preparing the letter to be certified, click Save, then select Certify, and agree to
the terms and conditions.
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After completing the open letter certification request process, you will receive an SMS
indicating the status of the letter to be certified (Certified or Rejected, with the reason
stated).
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PDF Letter Certification:
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From the Ready-Made Forms screen, select Riyadh Chamber, then PDF Letter Cer-
tification. Through this option, the letter to be certified electronically is prepared.
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Fillin the required information, then click Next, and select Certify after agreeing to the
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Inquiry about Electronic Certifications:

Select Inquiry, then fill in the required information, and click Search.
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Ministry of Foreign Affairs Transaction Certification:

The applicant fills out the electronic form through the Ministry of Foreign Affairs’ e-Vi-
sa Services website via the link: https://visa.mofa.gov.s
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Log in to the establishment’s account in the My Business portal and select (Document
Certification — Ready-Made Forms — Ministry of Foreign Affairs Requests).
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Fill in the required information, enter the authorization number from the electronic
form completed on the Ministry of Foreign Affairs website, and then click Save.
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<An SMS will be sent to the mobile number registered in the e-services of the appli-
cant, indicating that the transaction certification has been completed.

<The applicant then logs in again to the Ministry of Foreign Affairs’ e-Visa Services
website, where the certified transaction will appear.
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Ministry of Interior Transaction Certification:

Through this service, the user can obtain electronic certification from the Ministry of
Interior for transactions.

The applicant fills out the electronic form via the Ministry of Interior’s e-Services Por-
tal through the link: https://www.moi.gov.sa
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Log in to the establishment’s account in the My Business portal and select (Document

Certification — Ready-Made Forms — Ministry of Interior Requests).
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Enter the application number submitted through the Ministry of Interior’s e-Ser-
vices Portal, the applicant’s name, and the residence permit (Igama) number,
then click Save.
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1. An SMS will be sent to the mobile number registered in the e-services of the appli-
cant, indicating that the transaction certification has been completed.

2. The applicant then logs in again to the Ministry of Interior’s e-Services Portal,
where the certified transaction will appear.
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Incomplete Applications:

Through this service, you can view applications for which data has been entered but
certification has not yet been completed. This applies in cases where a certification
request—or multiple certification requests—has been prepared but postponed for a
later time, or is awaiting approval from the authorized person.

From the Incomplete Applications list, fill in the required information and select View.
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Third: Permit Services:

Certificate of Origin:
From the Permit Services section, select Certificate of Origin, and after agreeing to
the terms of use and liability, proceed to submit the certificate request.
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Fill in the required information.
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- After filling in the required information, select Save to return to the application later,

or Certify the Invoice and request the issuance of the certificate.

- Upon approval or rejection of the request, the user will receive an SMS indicating the

applicationstatus.

Competition Permit Request

Through the Permits screen, select Competitions — Competition Permit Request, and
after agreeing to the terms, click Next. Fill in the required information, then submit
the request.
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You may also request (Competition Permit Closure — Competition Extension — Com-
petitionPostponement).
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Fourth: Inter-Business Transaction Services:

Through this service, the subscriber can communicate with other establishments and
send official transactions exchanged between them via a dedicated mailbox within
the portal. This service includes:

Certification of Inter-Business Letters:

From the Ready-Made Forms screen, select Inter-Business Transactions, then se-
lect Inter-Business Letters. Prepare the letter to be certified electronically and send
it to the targeted establishment.
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Certification of Inter-Business Agreements and Contracts:

From the Ready-Made Forms screen, select Inter-Business Transactions, then se-
lect Inter-Business Agreements. Prepare the required agreement and send it to the
other establishment.
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Fifth: Special Services

This service allows subscription to special services through the Special Services
screen, where you select Subscribe to the Service.
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Account
Manager

Business-specific manager

o Distance

Services
(Makanek)

Provided only in Riyadh region,
including:

- Signature approval

- Information update

@ Recruitment

Services

Specially-assigned recruitment
officer

o 25% Discount

At the Training and Qualifying
Center

e Designated

Lounge

Exclusively provided to Private
service members, for
certification and electronic
activation services

o 50% Discount

Given on commercial
competition sorting programs

e Hall Booking

This includes a free-of-charge
meeting room plus all the
fadilities to hold a business
event once a year

c Free Seat

Provided annually for one
employee in the company, at
Riyadh Chamber's Training and
Qualifying Center

° Media Services

Access to publishing in Riyadh
Trade Magazine and Riyadh
Chamber’s Social Media
platforms (according to the
service policy)
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Fill in the required information, then click Subscribe.
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Sixth:Inquiry Services:
Through this service, you can view the services provided to the establishment by the
Riyadh Chamber, with the ability to inquire about the following services:
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Seventh: E-Wallet Services:

Balance Recharge:
Through the e-wallet, you can select Recharge Balance, then enter the desired
amount and choose the payment method via SADAD or Visa Card, and then click
Recharge Balance.
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Account Statement:
To view the e-wallet account statement, fill in the required information and click View
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Eighth: Connect with Your Sector — Challenges Center:
This service receives requests for consultations, inquiries, suggestions, and topics to
be presented and discussed with the sectoral committees of the Riyadh Chamber.

This is done through “Connect with Your Sector” — “Challenges Center”, then se-
lecting “Connect with Your Sector”.
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Fill in the required information, then select Send.
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Ninth: Employment Services:

Through the employment services, the user can post the job opportunities available
in the establishment and publish them on the Riyadh Chamber’s Employment Portal,
with the possibility for job seekers to apply for them.

Privileges Eligible to Use the Service:

«Main user privilege for the establishment.
A user with employment privilege (see Managing User Accounts).
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Job Opportunities:
Through the Employment screen, select Job Opportunities, then Add Job.
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Fill in the Job Opportunity Posting form, then click Submit Request.
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After the interview date is approved, the appointments will appear in the upcom-
ing interviews schedule on the dashboard.
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Inquiry about Posted Job Opportunities:

Select Inquiry, then click Details.
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Adding the Establishment’s Logo:

Through Settings, select Establishment Logo, fill in the required information, and
then click Save.
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Tenth: Verification of Electronic Documents Issued by the Riyadh Chamber:
Electronic documents issued by the Riyadh Chamber can be verified through the fol-
lowing methods:

1. Visit the My Business portal at http:/mybusiness.chamber.sa
2. Select Transaction Verification, fill in the required information, and then click Inquiry.
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Eleventh: Inquiry about Membership Number

1. Visit the My Business portal at http://mybusiness.chamber.sa

2. Select Membership Number Inquiry, fill in the required information, and then click Inquiry.
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Twelfth: Subscription Services Request

To submit a subscription services request (New Subscription — Subscription Renew-
al — Change of Subscription Level) through the My Business portal, select Subscrip-
tion Services Request.
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Fill in the required information, confirm the accuracy of the data, agree to the terms
and conditions, and then click Submit Request.
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Inquiry about a Subscription Services Request

Select Subscription Services Request.
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Then select Inquiry about Request.
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Fill in the required information, then click Inquiry
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Thirteenth: “Makanak” Service:

This is an optional, non-mandatory service aimed at facilitating member services at
the Riyadh Chamber wherever they are. These services include signature authenti-
cation or modification, and registering subscribers in the e-services for those who do
not have an Absher account.

To request the service through the My Business portal, select Makanak Service.
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Then select New Request.
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The user agrees to the terms and conditions, fills in the required information

, and clicks Submit Request.
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Fourteenth: “Takkad” Service (Membership Data Inquiry)

Through the My Business portal, click on the Takkad service.
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Fifteenth: Data Update Request:
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Through the My Business portal, click Update Data, and then select New Request.
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Fill in the required information, then confirm the accuracy of the data, agree to the
terms and conditions, and finally click Submit Request.
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