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Digital Contracts

Introduction

Based on the Kingdom's Vision 2030 and its directions towards improving work efficiency and
increasing the effectiveness of projects in accordance with the needs of the national economy,
the National Center for Government Resources Systems launched a comprehensive guide for

activating electronic services to benefit from its services and view it in detail.

Targets of the guide

A comprehensive and detailed version dedicated to the private sector to know how to use the
service in detail, and to benefit from the executive guide of the service, visit the educational
package on the Etimad platform.

Instructions for use

1. It is required to visit the Ministry of Commerce website at the following link:
https://efile.mc.gov.sa/ This is to obtain authorization: approval of the contract/authorization

and table of Landmarks as well as the validity of the digital signature

2.ltis required to complete the procedures on the contract from the government agency so that
the beneficiaries from the private sector can obtain the contract on the Etimad platform.

3. After obtaining the authority to sign contracts, it is required to enter the Etimad platform /
digital signature service and fill in the required data, taking care to register an email that
matches the email registered in the Etimad platform.

4. The national address data for the commercial register is updated through the Ministry of
Commerce or the Saudi Business Center.


https://efile.mc.gov.sa/
https://efile.mc.gov.sa/
https://efile.mc.gov.sa/

N
Service description

It is a government service provided by the Etimad platform, where contract forms are
automated and linked to competition, and it provides an opportunity for both government
agencies and the private sector to agree on contract details and sign them digitally.

Service access link

Go to the following link to access the Etimad platform: https://etimad.sa

Terminology

Milestone table: It is created by the government entity and contains the basic contract
parameters and the agreed payment plan
and is reviewed and approved by the supplier/contractor.

Digitally Signed Contract: These are the contracts that were awarded after the launch of the
digital contracting service and were registered through the digital contracting service.

Non-digitally signed contract: These are the contracts that were awarded before the launch of
the digital contracting service, in addition to a number of contract types that are excluded from
automation.

Digital signature: Contracts are signed electronically by the government agency and the
private sector.


https://etimad.sa/
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Registration mechanism for the digital signature service

1. For the private sector: Log in to Etimad Business platform and enter the required data, as
shown in Figure No. (1).
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2. The system verifies the entered data and redirects the user (a government agegnc

government supplier/private sector that owns a commercial registration) to the home

page. The user clicks on the options icon, then selects the digital signature service, as

shown in Figure (2).
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1. The system redirects the user to the STC (Service Provider) page to start the registration
process in the digital signature service by clicking on "Get Started" as shown in Figure (3).

Trying to connect to elm...

Self Enrolment Registration

Self Enrolment Registration

Home Get Started

<
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2. The user is automatically transferred to the National Access platform to verify his
identity by entering the username and password, then clicking on Login as shown in
Figure (4).
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Dear STC Solutions user, welcome to National Single Sign-On
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Username

3. After verifying the user's identity, the system redirects the user to the STC page to start the
registration process, then click again on "Get Started" as shown in Figure (5).

Self Enrolment Registration

Self Enrolment Registration

Home Get Started
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4. The system reviews the "Digital Signature Subscriber Agreement” so that the user

acknowledges acceptance of the terms and conditions in addition to the processing of his data,

then clicks on "Next" as shown in Figure (6).

Agreement
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This Subscriber Agreement governs your access to and use of STCS's digital signature
solution “sayen”. These terms and conditions incorporate the Certificate Policy (CP) and
corresponding Certificate Practice Statement (CPS) of the Certificate Authority (CA) by
reference. Each of these documents is available in the repository on
https://www.stes.com.salrepository/ and you should Fully Familiarize yourself with their
contents before proceeding Further. Where we refer to "Solutions”, "STCS", "we", "us" or

"our” in this Subscriber Agreement we mean Arabian Internet and Communications
Services Company, also known as Solutions, a company incorporated and existing under
the laws of the Kingdom of Saudi Arabia, whose address is at, Akaria Plaza, 3rd floor,
Olaya Street P.O. Box 50, Riyadh 11372, Kingdom of Saudi Arabia.
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48yl oa Js8.1 1. ACCEPTANCE OF THIS AGREEMENT

1.1 By signing this Subscriber Agreement, you confirm that you have Familiarized yourself
with and you agree that you will fully comply with the terms and conditions contained in
this Subscriber Agreement, the Certificate Policy (CP) and the corresponding Certificate
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| agree to have my information processed.

I agree to the Terms and Conditions.

5. The user enters his personal data, which are: (first name, last name, e-mail, ID number, e-
mail, company name, city, mobile number) and then clicks on “Next” as shown in Figure (7).

Personal Details

Personal Information

Add personal information

Back Next



6. The user enters the verification code sent to both mobile number and e-mail.

oTP

OTP Verification

Validate OTP (One Time Passcode)

An OTP has been sent to in order to verify that the details provided are

correct and accurate:

Please open your sms and enter the code below:

An OTP has been sent to in order to verify that the details

provided are correct and accurate:

Please open your email app and enter the code below:

Resend OTP
7. Tne system transrers tne user 10 tne signature page, wnere tne user signs insiae tne box
that appears, as shown in Figure (8), then clicks on "Next"

Signature

I confirm that all the information | provided relates only to myselF,
that all this information is true, current and correct.

| confirm that | have willingly provided this information in order to verify my credentials.

Clear

Figure No. (8) Back Next b
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8. The system reflects all the entered details, then the user has to create a password for each

of the RA Portal and ADSS, and at the end of the page the user acknowledges the validity of the
entered information, then clicks on “Submit” as shown in Figure (9 ).

Registration Summary

Create your RA Portal Password

Set the password that you will use, to log into your RA Portal accoun t.

9. The system will automatically return the user to the Etimad platform, where the registration
for the digital signature service has been completed successfully.
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Chapter 1: Authorization to review the Contract/Confirmation

How to use the services for the private sector

and approval of the features table

1. Enter the business approval platform and enter the required data, as shown in Figure No.

(1).
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Figure No. (1)

2.The system verifies the data entered and redirects the user (government supplier / private

sector that owns a commercial registration) to the home page.
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3.The user clicks on the options icon and then chooses the contract management service, as

shown in Figure No. (2).

@

2300l Glusdlio alwdliall 81| Ga033Luall 8l
Glyjtitalig

i

g IVl Qguall QIS 033 Slpgalaons
Al adlall aloaal arig jisivyanidl
Qg ISVl sljall lalel lily Gluigaaall &jla]

4. Fromthe top of the home page, the user clicks on the inbox icon, as shown in Figure No. (3).
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Figure No. (3)

5. The system redirects the user to the "Inbox" screen according to his authorization, noting
that the authorization to review the contract and approval of the features table is obtained
through the single-entry system of the Ministry of Commerce.

6. The user selects the contract from the “Inbox" list, and the status of the contract is "Review
the contract and approve the features table" as shown in Figure (4).
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7. The user clicks on the “icon to view the contract details and take action, as shown in
Figure (4).
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8. The user reviews the contract with all its details (general information, financial plan,
previous procedures)
as shown in Figure (5).
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Figure No. (4)
9. After reviewing the contract details, the user chooses one of the two procedures, as shown
in Figure (6).

a. Return to Applicant: It will be returned to the contract registrar and the status of the
contract will be “re-modified”.
b. Approval: Approving the contract data and approving the features table.
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10. Upon approval, the system displays a pop-up window for the user to acknowledge the
approval of the data, as shown in Figure (7).

X Bl ausl

(&élgig allzall Jgasg adsll ol 8515 Gle pulbll 157 clls 8 aie
adlo 53 le

Figure No. (7)

11. The system will show a pop-up window to the user to confirm the success of the approval
procedure, as shown in Figure (8).
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Chapter Two: Validity of the Digital Signature
1. Log in to the business approval platform and enter the required data, as shown in Figure
No. (1).
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Figure No.

2.The system verifies the entered data and redirects the user (Government supplier/private

sector with a commercial registration) to the home page.

3.The user clicks on the options icon and then chooses the contract management service, as

shown in Figure No.(2) .
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4.From the top of the home page, the user clicks on the inbox icon, as shown in Figure.(3)
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Figure No. (3)

5.The system redirects the user to the "Inbox" screen according to his validity, noting that the
digital signature is obtained through the Single Sign-On System of the Ministry of Commerce.

6.The user selects the contract from the “Inbox" list, and the status of the contract is
"Signature of the Second Party" as shown in Figure (4).

7.The user clicks on the “ “icon to view the contract details and take action, as shown in
Figure.(4)
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8.The user reviews the contract with all its details (general information, financial plan,
previous procedures) as shown in Figure.(5)
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9.After reviewing the contract details, the user chooses one of the two procedures, as shown
in Figure.(6)
a. Rejection of the contract: the contract is rejected outright.

b. Signing of the contract.

) f alaicel
2 Noitwdlo yoltl 3gac  wiaasillg gaall @ u.m®

Gov. | angés

il g oy 23l s ioloiase
o u
Glasyall

ey f 130 1

adyludl elpiull polgl

elyib polgl 29 U

so6gall

auaall ashinll algall
anall / sy punall @shio @309l dypell @4laall



10.When the user chooses "Sign the Contract” the system displays a pop-up window for the
user to enter the required data
then click on the Sign the Contract icon to send the contract for signature, as shown in Figure

(7)
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Figure No. (7)

11.The system transfers the user to the contract signing service provided by STC.

12. The user enters his account information at STC to sign the contract and then clicks on the

"Sign" icon as shown in Figure (8).

n
@ S1 ra r Enter your certificate credentials
Certificate Alias

e e

by s tc Enter your certificate alias.

Password

Enter your certificate password.

Figure No.
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13.The system displays a pop-up window for the user to confirm the success of signing
the contract, as shown in Figure.(9)

)

Signed Successfully

Figure No. (9)

14. The system redirects the user to the Etimad platform, and a page is displayed to confirm
the successful signing of the contract, as shown in Figure (10).
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Figure No. (10)
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Non-digitally signed contracts

The first chapter: the authorization to review the contract and approve of the
features table

1.Log in to the business approval platform and enter the required data, as shown in Figure No.

(1).
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Figure No. (1)

2.The system verifies the entered data and redirects the user (service government/private

sector with a commercial registry) to the home page.

3.The user clicks on the options icon, then selects the contract management service, as shown
in Figure.(2)
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2. From the top of the home page, the user clicks on the inbox icon, as Q

shown in Figure.(3)
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Figure No. (3)

4.The system redirects the user to the “Inbox" screen according to his authorization, noting
that the authorization to review the contract approve of the features table is obtained through
the single-entry system of the Ministry of Commerce.

5. The user selects the contract from the "Inbox" list, and the status of the contract is "Review
the contract and approve the feature table" as shown in Figure (4).

6.The user clicks on the “ “icon to view the contract details and take action, as shown in
Figure.(4)
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7. The user reviews the contract with all its details (general information, financial plan,
contract requests, previous procedures) as shown in Figure (5).
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Figure No. (5)

8. After reviewing the contract details, the user chooses one of the two procedures, as
shown in Figure.(6)
a. a. Return to Applicant: It will be returned to the contract registrar and the status of
the contract will be “re-modified.”
b. Approval: Approving the contract data and approving the feature table.
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c. Upon approval, the system displays a pop-up window for the user to acknowledge the
approval of the data, as shown in Figure (7).
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Figure No. (7)

d. The system displays a pop-up window for the user to confirm the success of the approval
procedure, as shown in Figure.(8)
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Support and escalation mechanism

Support mechanism for the service
Comprehensive Service Center (Etimd)

The unified number is 19990

Twitter account @Etimadsa

E-mail ecare@etimad.sa

Escalation mechanism

Contact information Job title Escalation level
Abdulmalik Alhamdan Private sector business First
ahamdan@ncgr.gov.sa support manager

Dhari Alhathal ] )
Director of business support Second
dhathal@ncgr.gov.sa
Ahmad Aldakheelallah Vice president of the Third
ir
a.aldakhilallah@ncgr.gov.sa business sector
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