
Training Guide for Registering 
a New Facility Account



Table of Contents

• S ervice description
• R egis ter a new account
• C omplete facility data
• S ervices of the facility delegated employee
• Management of contact officers
• Add contact officer
• C ontact officer’s  validity 
• E dit contact officer data
• Delete contact officer 
• Manage E -label
• E dit facility data
• C hange password



3

Service Description

This service aims to enable the user to register a new 
account on Saber platform, add and manage contact 
officers.

Register a New Account

Step One:

Go to the homepage of Saber platform, then click on 
"Login“.
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Step Two:

Click on “Create Account” to register as new user.
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Step Three:

Choose the type of user “Importers And Local 
Manufacturers”.
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Step Four:

Enter the account information and then verify the
mobile number by clicking on "Verify." A code will be
sent to the mobile number.

Click on "Register" after filling in all the information.

Once the registration process is completed a message
will appear confirming the successful registration on
Saber platform.

An activation link will be sent to your registered email.
Click on the link to complete the registration.
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Complete Facility Data

Step Five:

After successfully activating your account, proceed to
the login page.

Enter your email and password to complete the
process. Once the information is verified, a page will
appear for completing the facility data.

Fill in the commercial registration data and facility
address, then click the "Next step" button.

The data will be verified through the Ministry of
Commerce's system.
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Step Six:

If the data is correct, you will proceed to the next
step.

After verifying the commercial registration, enter the
name of the responsible manager, select the type of
facility, upload an image of the facility stamp, and
attach an image of the signature of the responsible
manager. Then click the “Save" button to continue.
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Authorities of Facility Delegated 
Employee

As a facility delegated employee, you can add
products, trademarks and submit new requests. You
can also add contact officers and grant them access to
Saber platform.
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Management of Contact Officers

Click on "Management" and then select "Manage
Contact Officers.“ This feature allows delegated
employee of the facility:

 Add a new contact officer
 Delete added contact officer
 Modify contact officer data
 Modify contact officer permissions
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Add a Contact Officer

To add contact officer, click on the "add contact 
officer" icon.
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Enter the contact officer’s information, then select
the type of permission, and click on "create".  
 
An activation link will be sent to the registered email
to activate the account.
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Contact Officer’s Validity

To view all the types of permissions that can be
granted to the contact officer, click on "Download
Permission Details" from the previous page.
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Edit Contact Officer Data

After entering the Contact Officer Management page,
click the "Edit" button from the "Options" menu for
the specific contact officer.
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All contact officer information can be edited except 
for the fields highlighted in gray.
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Delete Contact Officer

When you click the "Delete" button, a confirmation
alert will be displayed to verify the deletion of the
contact officer.

Note: In case the contact officer has ongoing
requests, it will be delegated to the facility’s
delegated employee.
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Manage E-label

As a facility delegated employee, you can manage E-
label numbers by viewing existing records or adding
new ones.
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The added labels will be displayed; you can add new
ones by clicking on 'Add E-label'
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You may select a previously registered manufacturer
or select 'Other' to manually enter a new
manufacturer's name. Similarly, you can choose an
existing model or select 'Other' to add a new model.".
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Edit Facility Data

The delegated employee of the facility can modify the
facility’s data by accessing the options menu at the
top of the page and selecting "Edit Facility Data“.
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You can edit the delegated employee’s data, such as
name and mobile number. You can also choose the
notification language.

The fields highlighted in gray cannot be modified.
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You can modify the facility’s data such as the facility
type and the name of the responsible manager then
press "Edit" to save the changes.
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Change Password

The option allows you to change the account
password by clicking on "Change Password" from the
options menu at the top of the page.



Thank you
www.saber.sa


