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ORGANIZATION STRUCTURE

Main Contact person

Division 
Manager-Sales

Subuser1-John Subuser2-Mona

Division 
Manager -
Admin

Subuser1-
Ahmed

You can configure & manage your organization 

profile on the portal by creating divisions, sub-users, 

and different user roles.

Each user created under your supplier profile can 

be given different access & visibility rights to match 

your own organization structure. 

This guide will help you create users, divisions, and 

user roles.
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Manager -

Marketing

Subuser1

-Lynn



1. LOGIN AS SUPPLIER

START  AT  THE  LOGIN PAGE:  www.powersaudiarabia.com.sa. F ILL  IN  YOUR USERNAME & 
PASSWORD:

This document will guide you through the process of adding additional users to your account. Once you have completed the 

registration process, your colleagues will be able to login and access the portal according to the user privileges that you will

have defined
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http://www.powersaudiarabia.com.sa/


ONCE  YOU HAVE  SUCCESSFULLY LOGGED IN,  YOU  WILL  BE  DIRECTED 
TO  THE  MINISTRY’S  MAIN  PAGE .

If this is your first time to login, 

you will be asked to select a new 

password (which has to contain 

both letters and numbers).
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C L I C K  O N  ‘ M A N AG E  U S E R S ’  U N DE R  ‘ U S E R  M A N AG E M E N T ’
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2. CREATE NEW SUB-USER



CL ICK  ON ‘CREATE ’  BUTTON THEN F ILL  IN  REQUIRED USER  DETAILS  
&  SAVE .  

A message confirming the successful new 

registration will appear and an email will 

be sent to the newly registered user, 

detailing the new user’s username and 

temporary password. You can create as 

many users as necessary.
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D E F I N E  U S E R  R I G H T S  F O R  T H E  N E W LY  R E G I S T E R E D  U S E R ,  C L I C K  O N  T H E  ‘ VI E W  U S E R  
R I G H T S ’  BU T TO N . T H E  ‘ U S E R  DE TA I L S ’  PAG E  W I L L  N O W  B E  LOA D E D.
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Define the various user rights.



M O S T  I M P O RTA N T LY,  R E V I E W  &  U N DE R S TA N D  T H E  D I F F E R E N T  U S E R  
R I G H T S  R E L AT E D  TO  R F X .  I F  YO U  A R E  C R E AT I N G  U S E R  RO L E S  L AT E R ,  YO U  
C A N  S K I P  T H I S  S L I DE .

RFx user rights will determine what 

access is this user allowed/not 

allowed to have when it comes to 

RFX participation.
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3. CREATING DIVISIONS
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YOU MUST CREATE USERS BEFORE CREATING DIVISIONS. FROM MAIN PAGE SCREEN, 
SELECT ‘USER MANAGEMENT’, THEN CLICK ON ‘DIVISIONS TAB’ > CREATE > DEFINE 
DIVISION TITLE.  



SPECIFY  DIV IS ION NAME ,  T ITLE ,  AND SELECT  A  USER  AS  ‘DIV IS ION 
MANAGER ’ .  YOU MUST  CREATE  DIV IS ION MANAGER  USERS  BEFORE  
CREATING DIV IS IONS.

You can create as many divisions 

as you want but each division must 

have a manager assigned.
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C L I C K  O N  ‘ M A N AG E  U S E R S ’  U N DE R  ‘ U S E R  M A N AG E M E N T ’
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4. CREATE USER ROLES



CL ICK ON ‘USER  ROLES ’  TAB,  THEN ‘CREATE ’ .  REFERENCE  TO  OUR 
EXAMPLE  IN  SL IDE  2 ,  DEF INE  ROLE  NAME  AS  ‘ SALES  SUB -USERS ’

‘shared role’ should be ‘yes’ if 

this role is applicable to more 

than one user in sales division.
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4. ASSIGNING DIVISIONS & ROLES TO SUB-USERS
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REFER TO ‘USERS’ TAB, THEN SELECT A USER.



CL ICK ‘ EDIT ’  THEN SELECT  A  DIV IS ION FROM THE  DROPDOWN L IST.  
YOU CAN ALSO DEF INE  THE  USER  ROLE  THAT  THIS  SUB -USER SHOULD 
HAVE .  

Once completed, click ‘save’
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NEED HELP?
Email: sourcingsupport.ksa@bravosolution.com

Other no.: +1-610-540-4027

Other no.: +44-203-349-6611
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