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User Guide to the Service of Copy of 
Commercial Registration:
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 Steps for
 submitting
 a service for
 requesting
 a copy of
 commercial
registration
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Click Start Service

Log in to the account (user name, password or national access)

Click icon (submitting a new application)

Identify the commercial register and enter its number.

Choose the type of statement (a copy of commercial register) and fill out the required fields.

Choose to «Check Statement» to verify the information of the statement.

Click icon «Send the request».

The confirmation window and application number appear

Payment receipt is issued and sent as a text message to your phone.

To print the e-statement go to the home page and choose «Print the statement.»

The bill is paid through various payment channels. For more information about SADAD service, click here
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Access the service1

To start service, choose “Start service”
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Log in the account 
(user name, password 
or national access):

2

Log in via the Ministry of Commerce’s 
access system or the unified national 
access:
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12345

12345

12345

12345

12345

Click on icon (submit 
new application)

3

Home page of on-line statement service: 
Click on the icon to submit a new 
application

)Click on icon (submit new application
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Identify the civil register 
and add the civil register 
number:

4

Select the commercial register and   add 
commercial register number in the search 
box

If the register number is not known, select 
“help” and search using the name of the 
entity.

1

2
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Select the type of 
statement (a copy of 
commercial registration 
data) and fill in the 
required fields:

5

Branch

Details

Information of the 
branch

Detailed information about 
primary registers
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Choose «Check 
Statement” to double-
check information

6
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Click “Send Request” 
icon;

7

Select type of statement (a copy of commercial 
registration data) and fill in the data and send the 
request



1900
cs@mc.gov.sa

11

The confirmation 
window and application 
number appear 
After filling out the 
information, you will 
see the application 
number.

8
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An invoice showing the 
payment is issued and 
sent as text message to 
the applicant’s phone

9
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12345

The bill is paid through 
various payment 
channels

10

For more information about 
SADAD service, click here

Payment:
the application is submitted by the customer, a text message 
is sent (attachment 1)
If an application is submitted and the statement has been 
approved automatically or by an employee for statements 
requiring the issuance of an invoice  
After payment, the customer is notified that the transaction 
is complete. 
Automatically performed by the system
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12345

12345

12345

12345

12345

11 The confirmation 
window and application 
number appear 
After filling out the 
information, you will 
see the application 
number.
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12345

12345

12345

12345

12345

12 Steps for printing copy of 
commercial registration

Access the service
Choose icon “Print Statement” 
for the extract to be printed 
out 
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خطــوات طباعة افادة 
عدم وجود ســجل

1 1

2

3

4

5

الضغط على ابدأ الخدمة.

الدخول الى الحساب )اسم المستخدم و كلمة المرور او النفاذ الوطني (

بعد ان تم السداد تكون حالة الطلب )تمت الموافقة النهائية(

اختيار ايقونة )طباعة الإفادة( للمستخرج مراد طباعته

يتم اظهار فتح صفحة تحتوي على المستخرج التجاري
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Access the service1

To start service, choose “Start service”
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Log in the account 
(user name, password 
or national access):

2

Log in via the Ministry of Commerce’s 
access system or the unified national 
access:
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12345

12345

12345

12345

12345

After having paid, 
the status of the 
request becomes (final 
approved has been 
made)

3
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12345

12345

12345

12345

12345

Choose icon “Print 
Statement” for the 
extract you want to 
print out

4
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Copy of commercial 
registration

5
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Common Mistakes

A copy of a suspended register 
cannot be submitted
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Access the service1
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(If user data is not entered correctly, an 
error message appears to verify the data)
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Renew the 
commercial register 
and enter the 
number of the 
commercial register

2

If the commercial register is selected 
but an incorrect number is entered, the 
following message pops up:  
If the commercial register is selected but 
the space is left blank, the following 
message pops up
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Select the type of 
statement (a copy 
of commercial 
registration data 
and fill out the 
required fields):

3

Branch

Details

Information of the 
branch

Detailed information about 
primary registers
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)في حال لم يتم ادخال بيانات المستخدم بشكل
صحيح تظهر رسالة خطأ للتحقق من البيانات(
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When you log in the Ministry of Commerce›s system, you 
can add, remove and manage your favorite e-services.

Here

When you log in the Tijarti Platform, you can view all 
your commercial registers, transactions and latest alerts 

regarding your commercial activities.

Here
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Thank you.


