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Tutorial 1 : Receive Activation Mail & Complete Supplier Profile



Supplier Activation Mail

15/05/2019 10:26 AM (GMT+08:00)

Hi Supply51 0 Once you have registered with FGV,
you will receive an email notification
from Procurehere™ in your inbox.

_ S — You will also find your username
cetsoucsvesipo (login email) and system generated
password in the mail

Welcome to procurehere

Your procurehere account has been created upon request from FGV HOLDINGS w
following credentials

CLICK HERE TO GET STARTED

f the button appears 10 be broken, please copy and paste this link into 2 web browser w

Click on the button as shown to
proceed to the next step.

Being a registered supplier means that you stand a chance 1o be noticed and invited to
participate in procurement events like RFPs and tenders

Please keep your registration information up-to-date from time to time
Thank You

Procurehere Team

if you need assistance or have questions, please comact Proourehere Customear Service or you can manage

urt here

your acco




Accept the Terms & Conditions

Kindly click on the
checkbox and click on the
‘Accept’ button to proceed.

e You can click to view the
terms and conditions here.

SaaS Terms and Conditions

Please cNgk here to download and viewITerms and conditions

I have read and agree with the above terms and conditions.

ACCEPT CANCEL




Companies that fill up complete profile information stand to generate 3x more business

© 0 © @ O @

General Company 20N Declaration _ompany Profile Financial Information Organizational Details Services &
Info Jptiona Jptiona Jptiona Records (Optiona

General Company Info

As an Administrator, you may view and edit information freely.

Basic Information - These are the guidelines
which show you where
Company Name : you’re at.

Company Registration Number : \
_Fill in some basic

Year Established: e g 1989 o information with regards to
your company.

i

Telenhone Mumher - 12 277591732




Fill in Industry and Geographical Coverage

Industry Sector(NAICS) :
Buyers of products and services will contact you and include you in their events based on the industry categories that you have selected below.
Q
+ 11 - Agriculture, Forestry, Fishing and Hunting - 236115 - New Single-Family Housing Construction (except For-Sale
+ 21 - Mining, Quarrying, and Qil and Gas Extraction Builders)
+ 22 - Utilities 236116 - New Multifamily Housing Construction (except For-Sale
— # 23 - Construction Builders)
/ — & 236 - Construction of Buildings 236117 - New Housing For-Sale Builders
— ¥ 2361 - Residential Building Construction 236118 - Residential Remodelers
Then Select your — @ 23611 - Residential Building 236210 - Industrial Building Construction
Construction 236220 - Commercial and Institutional Building Construction

|ndustry Sector and — ¥ 236115 - New Single-Family 237110 - Water and Sewer Line and Related Structures Construction

. Housing Construction (except 237120 - Oil and Gas Pipeline and Related Structures Construction
geog raphlcal For-Sale Builders) 237130 - Power and Communication Line and Related Structures
— ¥ 236116 - New Multifamily Construction
cove rage Housing Construction (except 237210 - Land Subdivision
I For-Sale Builders) e EWB nn7nd4n 8 bibeeaiees bt el Pt o b oo
Geographical Coverage :
malaysia Q
— ¥ Malaysia - Johor

— ¥ Johor Kedah

— ¥ Kedah

—_ Kelantan




Companies that fill up complete profile information stand to generate 3x more business

©@ © © o

General Company Category Declaration Company Profile Financial Information Organizational Details Services &
Info Optiona Optiona Jptiona Records (C

Declaration

As an Administrator, you may view and edit information freely.

Hereby confirm that the information provided in this form and attached herewith are true and accurate.

| / We hereby authorized Privasia Sdn Bhd and its representative to undertake further investigation or verify any information contained in this
form or documents attached herewith with any related third party or us. In the event of changes details will be provided as soon as possible:

| / We authorized Privasia 5dn Bhd and its representatives to visit our premises/company and examine relevant documents and interview or
refer to any related party.

o Read through the declaration
and then click on the
checkbox and click ‘Next’ to
proceed.

| have read and understood the terms in this Declaration

T T




Attach Company Profile

Company Profile (Optional)

As an Administrator, you may view and edit information freely.

MNote:
e Max allowed file size is 40 MB

s Allowed file extensions: pdf, doc, docx, xls, ppt, jpeg, zip, rar, png, xIsx.

Attach Company Profile ° Her_e you can upload your Company
profile in a document format and

also other credentials with regards

to your company

S SenilSll¢—File name

Attach Other Credentials

Select file File name Description Remove

Enter Description

@ You can choose to skip this part
to fill in later or attach the
necessary documents and then
click ‘Next’




© © © © © o o

General Company Category Declaration Company Profile Financial Information Organizational Details  Services & Track
(Optional) (Optional) Records (Optional)

Info (Optianal)

Capital Structure :

Currency Code : Select Currency Code

Pald Up Capital :

Financial Documents :

Mote:
= Max allowed file size is 100 MB
= Allowed file extensions: pdf, doc, docx, ®ls, xlsx, pptx, Zip, rar, png, ppt, jpes.

Select file

Enter Description

-

File name

Here you can upload your financial
Q details in a document format and

also other credentials with regards
to your company

Description Upload Date

A

Atter done, then click ‘Next

10



© © © © © © ©

Company Profile  Financial Information Organizational Details

General Company Category Declaration
Info

Board Of Directors

Director's Mame

(Oprtional)

Identification Type : Select Identification Type

Identification Number :

Type of DIrector : Select Type of Director

Emall Address :

Contact Number

Add New

Actlon Ma. Director's Mame Identification type

Identification Number

{Optional)

Type of Director

(Optional) Records

Fill in your Boards of Director detalils,
and click 'Save'

Emall Address Contact Number

After done, then click ‘Next

11



Add Track Record

High level free-text description of all services offered (this can be Searched by Buyer)

High level free-text description of all services offered (this can be Searched by Buyer)

A Lo

Services: Add/Edit Track Record Description of services

offered-this description can
be searched by the buyer

High level free-text description of all services offered (this can be Searched by Buyer) /

Q Add New Record

Year

Project Name

Click this button to add

track record of your
\ previous projects.

Track records will appear
here in this table

T T

@ When done, click here to

proceed
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Finish

PROCUREHERE

GMT+8:00
TESTPRESENTATION@PROCUREHERE.COM

Company Test Presentation

Last Login :

Last Failed Login : NA

8 pashboard

& Supplier Profile

& PO

A Users >
Payment And Billing >
B Audit Trail

£} System Setting >

) Events Listing

PENDING & ONGOING | SUSPENDED

O O O O

Invited Accepted Active Suspended

CLOSED 728 REJECTED PURCHASE ORDERS ~ sila

O 0] 0

Ended Rejected PO

You will be directed to the
supplier dashboard as shown in
the image. More will be
explained in Tutorial 2.

13



Tutorial 2 : How to Accept/Reject Invitations



From The Dashboard, Check The Pending Section

PROCUREHERE e ¢

(O Essae You will only be able to take part in events from Demo 2

# Events Listing Search... Y| co

PENDING

GMT+8:00
PANASIATIC.SD@PROCUREHERE.COM
Panasiatic_SD Sdn Bhd

Last Login : 11/04/2019 10:35 AM LELiiE esenas

Last Failed Login : 07/12/2018 11:15 AM

) Click this .6 0 9 )
= Dashboard - : :
section to Invited Accepted Active Suspended
& Supplier Profile brlng up the
@ list of invited &%
A Users > events
[ Payment And Billing > 7 0 6
Ended Rejected PO
@ Audit Trail

£ Systemn Setting >




Click the ‘Edit’ Icon

O AUQIT Tran

£+ System Setting >

©) Click this
button to
check the
event
summary

Invited Events

Below are the list of events invited

10 v records per page

Action Name of Event % Reference Number % Event Start Date « Event End Date =
Search Name of Event Search Reference Numb
=) Ultra Low Temperature Freezer(ULT) RFA/0001/25032019 26/03/2019 11:10 AM 26/04/2019 12:05 PM

for Storage of Medical Samples
(Reverse Sealed Bid)

=7 RFP-Construction Materials for RFP-1001 04/03/2019 06:40 PM 04/03/2020 11:59 PM
Building Works

=b RFA-Test Event RFA-1001 03/03/2019 08:10 PM 01/03/2020 12:00 PM

=b RFP-Test Event RFP-1001 03/03/2019 08:10 PM 03/03/2020 11:59 PM

/4 RFQ-Test Event RFQ-1001 03/03/2019 07:55 PM 03/03/2020 11:59 PM

E_}? RFI-Test Event RFI-1001 03/03/2019 07:30 PM 03/03/2020 11:59 PM

Showing 1 to 6 of & entries

Event Type

Search Event Type

RFA

RFP

RFA

RFP

RFQ

RFI

16



Check The Event Detail Summary

PROCUREHERE

GMT+8:00
PANASIATIC. SD@PROCUREHERE.COM

Panasiatic_SD Sdn Bhd

Last Lagin - 11/04/2019 10:35 AM

Last Failed Login - 07/12/2018 11:15 AM

B Dashboard

& Supplier Profile

& PO

L users >
Payment And Billing >
@ Audit Trail

$* System Setting >

Dashboard > RFQ

(] RFQ-Test Event Status: ACTIVE

End Date & Time 03/Mar/2020 11:59 PM

Kindly understand the terms & condition and click the following button to accept /

reject the event invitation .

Event |D: RFQ0303108 Event Reference: RFQ-1001

Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM e

Event Details

Event Information

Event ID:

Event Type :

Reference Number :

Event Name:

RFQ0303108

Request for Quotation

RFQ-1001

RFQ-Test Event

Events =

You dont have any subscription yet. You will only be able to take part in events from Demo 2

Time Left To End

Days Hours Minutes
323 9 10
Scroll down to see more
information

17



Choose to Either Accept or Reject The Invitation

oy Reference NUmper :

Event Name : RFQ-Test Event

Event Owner :

Event Timeline

Contact Detail

CorrespondenceAddree C“Ck on the CheCkbOX and
Finance accept the invitation if
interested to participate

Event Description

You may also reject the
invitation which you
do not choose to
participate.

Event Augh

| read and agree with the Jerms & Conditions.

18



Tutorial 3 : Fill In the Event Fields & Finalize Submission



Review The Event Sections

SUCCESS
4 Supplier Accepted Event Successfully

GMT+8:00 You dont have any subscription yet. You will only be able to take part in events from Demo 2
PANASIATIC. SD@PROCUREHERE.COM

Panasiatic_SD Sdn Bhd
Dashboard > RFQ

Last Login - 11/04/2019 10-35 AM
Last Failed Login : 07/12/2018 11:15 AM @ RFQ-Test Event Status: ACTIVE
End Date & Time 03/Mar/2020 11:59 PM Time Left To End

B Dashboard

Event ID: RFQ0303108 Event Reference: RFQ-1001 Days Hours  Minutes
i supplier Profile Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM 3 9 3
& PO
Event Details Team Members Documents Questionnaire Bill Of Quantity Submission

A Users >
Payment And Billing ’ Event Information - . W
S o New sections will appear
as Frentib: s after accepting an event.

ystem Setting >

FuentTvpe: Requestfor Quotaron These tabs are clickable

Reference Number : RFQ-1001 A |




Team Members Section

GMT+8:00
ARROWTECH@SB.COM

LastLogin - 18/05/2019 10:16 AM

Last Failed Login : MA

= Dashboard

% supplier Profile

& PO

2 users

Payment And Billing
B audit Trail

£} system Setting

Arrow Global Technology Sdn Bhd

Dashboard = RFA

@ PROVIDING COMPREHENSIVE MAINTENANCE OF AIR CONDITION SERVICING WORKS Status: ACTIVE

EndDate & Time 01/]Jun/2019 12:00 PM
Event |D: RFAQ50333 Auction Type: Reverse English Auction Event Reference: RFA

001/0000
Event Owner: IZZATl izzati@privasia.com

Event Details | REEQIELLTSAE Bill Of Quantity [ Messages

Time Left To End

=t e i “*L
DeYS

HOUAS MINUTEE  SECONDE

Click this button to
select the role for your

Selact Team Member
/ Arrow Global Technology Sdn Bhd

Here you can ARROWTECH®@SB.COM
view and
assign team
members

N . team members.
Editor allows the

member to edit the

@ [ ]
draft.
o Viewer can only view
Viewer
the event.
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Documents Section

PROCUREHERE

(e You dont have any subscription yet. You will only be able to take part in events from Demo 2

PURBUnE AL EBNTERS M

Dashboard > RFQ

GMT+8:00
PANASIATIC.SD@PROCUREHERE.COM @ RFQ-Test Event Status: ACTIVE
Panasiatic_SD 5dn Bhd

Time Left To End

Last Login : 11/04/2019 10:35 AM EndDate & Time  03/Mar/2020 11:59 PM
Last Failed Login : 07/12/2018 11:15 AM Event ID: RFQ0303108 Event Reference: RFQ-1001 Days Hours Minutes
Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM 323 9 1

B Dashboard

& PO Documents
L Users 4 Name Description Upload Date Type Size
Payment And Billing > , ,

é, sample image.jpg This is a sample image 03/03/2019 07:31 PM image/jpeg 61 KB

B Audit Trai .
e "~ Here you can view documents (4]

L3 System Setting > and download them
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Meeting Section

GMT+8:00
PANASIATIC.SD@PROCUREHERE.COM @ RFQ-Test Event Status: ACTIVE
Panasiatic_SD Sdn Bhd

Time Left To End

Last Login : 11/04/2019 10:35 AM EndDate &Time 03/Mar/2020 11:59 PM

Last Failed Login : 07/12/2018 11:15 AM Event ID: RFQ0303108 Event Reference: RFQ-1001 e H ere you Can VIeW Days Hours Minutes

Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM Scheduled BVE 8 59
® Dashboard

: d meeting
4 Supplier Profile m Meeting Questicanaire DIl I guaritiLy witssages submission

& PO

2 users , | | O ' 6 Choose here to

@3 Payment And Billing > Test Meeting Invitation elther atteﬂd the

B Audit Trail 03/03/2019 09:00 PM meetlng Or
otherwise

£ System Setting > General Meeting ONGOING
2 Michael Wee Venue : \_

B Michael@privasia.com Venue information goes here
S 0169141355

Attachment : Are you Going ?

1. sample image.jpg (61 KB)

Remarks go here if available.




Fill In Attendance Details For Meeting

GMT+8:00

Dashboard > RFI

[

Last Login

Last Faileqg

Then fill up the
necessary fields and

@procurehere.com/

click ‘Save’

B Dashboard

& Supplier Profile

& PO

A Users

Payment And Billing
@ Audit Trail

3 System Setting

All Meetings

> Company Port
18/04/2019 12:00 PM
’ Site Visit

: Michael Wee
1 H in
ma  Michael@privasia.com

. 123456789

Remark:

Kindly register your port pass

jion Materials For Building Works

/Apr/2019 11:59 PM

vent Reference: RFI-

Attendance
Name
Designation
Mobile Number
Remarks

[ o [ o

Fan
%)
/

Status: ACTIVE

Time Left To End
Minutes

30

Days Hours

0 12

If you are attending
the meeting, click on
‘Yes’ as shown below

Company Visit at CT3 Admin Building

re you Going ?

24



Questionnaire Section

You dont have any subscription yet. You will only be able to take part in events from Demo 2

oL coTE e

Dashboard > RFQ

GMT+8:00
PANASIATIC.SD@PROCUREHERE.COM @ RFQ-Test Event Status: ACTIVE
Panasiatic_SD Sdn Bhd

Last Login - 11/04/2019 10:35 AM End Date &Time  03/Mar/2020 11:59 PM e CI'Ck thIS bUttOﬂ tO view the fime Left To End
Last Failed Login : 07/12/2018 11:15 AM Event ID: RFQ0303108 Event Reference: RFQ-1001 Q ueStion nai re and answer Days Hours Minutes

Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM
‘ N 323 8 55

® Dashboard the queStlonS

Submission

& PO Questionnaire
2 Users > No. Name Created Date
. <
Payment And Billing > c Hist dE ) J Products &
1 ompany History and Experience / Products 03/Mar/2019 07:32 M
Services
B Audit Trail
£ System Setting >

25



Questionnaire Section : Answering Questions

2.0 Products & Services

2.1* What are your product specifications?

Note:

Select file
* Max allowed file size is 50 MB

¢ Allowed file extensions: pdf, doc, docx, xls, xIsx, pptx, zip, rar, png, ppt,
jpeg.

2.2* What is your product schedule?

Select file
* Max allowed file size is 50 MB

* Allowed file extensions: pdf, doc, docx, xls, xlsx, pptx, zip, rar, png, ppt,

Note:

jpeg.

10
—

Each questions has a text
fields, ‘ABC’ options or

request to attach document.

@

P E/

Once done, click ‘Save’ to
finalize your submission to
Questionnaire

26



Bill

of Quantity Section (BOQ)

You dont have any subscription yet. You will only be able to take part in events from Demo 2

Dashboard > RFQ

GMT+8:00
PANASIATIC.SD@PROCUREHERE.COM @ RFQ-Test Event Status: ACTIVE
Panasiatic_SD 5dn Bhd

Last Login - 11/04/2019 10:35 AM End Date & Time 03/Mar/2020 11:59 PM @ CIICk thIS button tO VIeW the Left To End
Last Failed Login - 07/12/2018 11-15 AM Event ID: RFQ0303108 Event Reference: RFQ-1001 Q H 11 : Days Hours Minutes
Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM BO ItemS and fl II In the 323 ] 54
® Dashboard desired unit price
& PO Bill of Quantity
2 users ’ No. Name Created Date
Payment And Billing > X
1. Construction Materials & Equipments 03/03/2019 07:35 PM

@ Audit Trail

27



Bill of Quantity Section :

Key In Unit Price

2.1

27

2.4

@ Key in your unit price
for the BOQ and tax,
where applicable.

S nit - || 5000 |
i nit .| w0000 |
S Ungs 3 ‘ 700.00 ‘
;z“sgic ption Unit 700.00

ADDITIONAL TAX DESC

Remark

Total is 7,230.00

@ Check your
tabulated price and

then click ‘Save’ to
finalize

2,500.00 0.00 Percent - 2,5
1,200.00 0.00 Percent - 12
2,100.00 0.00 Percent - 21
1,400.00 0.00 Percent - 1,4
Grand Total (MYR): 7,200.00
30.00
\| Total After Tax (MYR): 7.230.00
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Messages Section

PROCUREHERE

e T

GMT+8:00
PANASIATIC.SD@PROCUREHERE.COM
Panasiatic_SD 5dn Bhd

Last Login : 11/04/2019 10:35 AM

Last Failed Login : 07/12/2018 11:15 AM

B Dashboard

48 Supplier Profile

& PO

A Users »
Payment And Billing >
@ Audit Trail

£ System Setting >

Dashboard = RFQ

(%) RFQ-Test Event Status: ACTIVE

End Date & Time

L]

You dont have any subscription yet. You will only be able to take part in events from Demo 2

03/Mar/2020 11:59 PM

Event ID: RFQ0303108 Event Reference: RFQ-1001
Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.COM

m = quunntity

Inbox

Time Left To End
Days Hours Minutes

323 8 52

Messages

®

Q
[ J

— |

You can send messages to the event
Owner by clicking this button

Sender

Subject

0 to 0 of 0 entries ¢ 5

Message Date

29



Messages Section : Compose and Send

Compose New Message

To:

Subject:

Content:

Attach documents if
needed and click
‘Send Message’

when done

michael@procurehere.com [Service Desk]

Subject

Send Message

Fill in the subject of
the message followed
by the content.

30



Submission Section

PROCUREHERE

N R

PRAAT CALL COVTTRS

GMT+8:00
PANASIATIC. SD@PROCUREHERE.COM

Panasiatic_SD Sdn Bhd

Last Lagin - 11/04/2019 10:35 AM

Last Failed Login - 07/12/2018 11:15 AM

B Dashboard

% Supplier Profile

& PO

A Users >
Payment And Billing >
@ Audit Trail

£ System Setting >

Dashboard = RFQ

@ RFQ-Test Event

End Date &Time 03/Mar/2020 11:59 PM @

Event ID: RFQ0303108 Event Reference: RFQ-1001

Event Owner: michael@procurehere.com/MICHAEL@PRIVASIA.CO

Request for Quotation ACTIVE

Documents

-

You dont have any subscription yet. You will only be able to take part in events from Demo 2

Scroll down to see
more information

Meeting

Time Left To End
Days
323

Status: ACTIVE

Hours Minutes

8 50

Bill Of Quantity Messuges Submission

& Event Summary

Event Detail

Event Reference ID :

Event Complete Name :

RFQO303108

RFQ-Test Event

Event Reference Number :

Event Owner :

RFQ-1001

michael@procurehere.com
MICHAEL@PRIVASIA.COM
+01 23456789

N
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Finalize Submission

*Note : (RFI-Request for Information) (RFQ-Request for Quotation) (RFP-Request for Proposal) (RFT-Request for Tender)

Contact Details

Title

Commercial Information

Base Currency :

Payment Terms :

Business Unit:

Meeting

Name Designation Contact No. Mobile No. Email Address
michael@procurehere.com eam Member +01 23456789 +09 88766654 MICHAEL@PRIVASIA.COM
MYR-Malaysian Ringgit Decimal :

Mo terms as this is a test. Event Description : This is a test event.

In the submission section, scroll all
the way down and click the ‘Finish’

button to finalize your submission.
Once submitted, you can no longer \‘“

edit your submission.
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THE END
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