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Step 1

1- Go to ROSHN’s website 
using this link: 
WWW.ROSHN.SA

2- Click on Partnerships
on top of the page.

Next
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http://www.roshn.sa/


Step 2

3- Please review the Terms&
Conditions carefully.

4- Click on the check box.

5- Click on Partner With Us.

Next
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Step 3

6- Please fill out the required 
fields.
* Note: the company name must be as per CR

/ Certificate of Incorporation Name.

7- Click on Next.

Next
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Step 4

8- Click on Edit to complete
user account information and
review user account Roles.

9- Fill out the Phone/ Mobile 
number.

10- Review the user account 
roles, then click Create User 
Account to finalize access.
*Note: To add additional User Contacts, click
“+ Create” then input necessary information.

Next
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Step 5

11- Click on “+ Create”, to add
site address.

12- Fill out the Address 
Information.

Next
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Step 6

13- Click on Actions then Add
Row.

Next
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Step 7

14- Select the document that 
you want to add.

15- Complete the required fields 
by entering the Expiration Date 
and attaching the file.

Next
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Step 8

16- Click on “+ Create”, to add 
bank account.
*Note: please upload a copy of the bank letter.

Next
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Step 9

17- Click on Select and Add to 
add the products or services 
that your company provides.

Next
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Step 10

Next

18- Select the categories by clicking
the expand button “ ” to choose
the right category .

19- Once the right category Thick
to select “ ”.

20. Then click “Apply” then “OK” to 
add the selected categories.
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Step 11

21- Fill out the questions.

22-Click Submit.
*Note: 

Next

Restricted "R"



Vendor’s Contact & Address 
Update User Guide

Restricted "R"



Step 1

1- Go to ROSHN’s website 
using this link: 
WWW.ROSHN.SA

2- Click on Partnerships on
top of the page.

Next
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Step 2

3- Please review the Terms&
Conditions carefully.

4- Click on the check box.

5- Click on Partner With Us.

Next

Restricted "R"



Step 3

6- Click on Supplier Portal(1).

7- Click on Supplier Portal(2).

Next

Restricted "R"



Step 4

8- Go to the bottom of the page.

9- Click on Manage Profile.

Next
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Step 5

10- Click on Edit (see the 
screenshot).

11- Click on Addresses or 
Contacts.
*Note: (please be sure that there is a valid contact info 
/address).

Next
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Step 6

12- Click on Create if you want 

to add new contact person’s info 

or Edit if you want to update the 

current contact person’s info.

Next
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Step 7

13- Fill in the required text felid 
(First name, Last Name, Mobile, 
Phone and Email).

14- Click Ok.

Next
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Step 8

15- Add comment in the text 
field.

16- Click the Submit button 
twice to ensure the confirmation 
message appears.

Next
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Vendor’s Documents Update 
User Guide
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Step 1

1- Go to ROSHN’s website 
using this link: 
WWW.ROSHN.SA

2- Click on Partnerships on
top of the page.

Next
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Step 2

3- Click on the Check box.

4- Click on Sign in.

Next
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Step 3

5- Click on Supplier Portal(1).

6- Click on Supplier Portal(2).

Next
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Step 4

7- Go to the bottom of the page.

8- Click on Manage Profile.

Next
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Step 5

9- Click on Edit (see the 
screenshot).

Next
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Step 6

10- Select the certificate that you 
want to update.

11- Fill in the other required fields.

12- Upload a copy of the 
selected certificate.

13- Click the Submit button twice to 
ensure the confirmation message 
appears.

Next
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Vendor’s Supplier’s Bank 
Account Update User Guide
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Step 1

1- Go to ROSHN’s website 
using this link: 
WWW.ROSHN.SA

2- Click on Partnerships on
top of the page.

Next
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Step 2

3- Click on the Check box.

4- Click on Sign in.

Next
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Step 3

5- Click on Supplier Portal(1).

6- Click on Supplier Portal(2).

Next
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Step 4

7- Go to the bottom of the page.

8- Click on Manage Profile.

Next
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Step 5

9- Click on Edit (see the 
screenshot).

Next
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Step 6

10- Click on (+) (see the 
screenshot).

Next
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Step 7

10- Click the Submit button 
twice to ensure the 
confirmation message appears.

Completed!
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Thank You for 
Being a Valued 

ROSHN 
Supplier!

39

Don’t hesitate to contact us if 
you have any questions or 

inquires:

Vrm@roshn.sa

92000 22288
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