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1 INTRODUCTION

This document will highlight on how to get registered and access LSE Supplier Portal. Below
is the checklist that needs to be followed.

If you are a new supplier (never registered with LSE), below is the path that you need to
follow:

1. One-Time Registration Submission.
2. Activation of Supplier Portal.
3. Access to Supplier Portal.

If you have already registered and previously have official business affairs with LSE, below
is the pathway that you need to follow:

1. Contact Supplier Administrator (via email/ call) for account activation.
2. Activation of Supplier Portal.
3. Access to Supplier Portal.

2 ONE-TIME SUPPLIER REGISTRATION

Supplier Registration page

Supplier will enter the link provided by procurement admin or from LSE website. A person
can register on behalf of the company. Supplier Registration Request should be initiated by
vendors.

Environment Link to register

TEST https://fa-etei-test-saasfaprodl.fa.ocs.oraclecloud.com/fscmUl/redwood/supplier-
registration/register-supplier/reqister-supplier-
verification?id=GJo4fhMYJd%2BCe75n9Aghulz5uZ0K44LbSbbiGuOfFV1xXFUXi
phLnbVhclsOnboDg

Table 1 - Link to access registration form

Once supplier clicks at the link, the registration will be prompt below screen.

Supplier Registration Enter your email

Get a one-time access code to start.

Figure 1 - Supplier email verification page
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Then the supplier will get a one-time code through the email after clicking the Access Code
button. Enter the code, then click Continue button.

Supplier Registration

Enter your code
Use the code we've sent to email

The code expires in 15 minutes.

Access Code
kogcQag

Get a new code

Figure 2 — Access code confirmation

There are 6 tabs that supplier can enter and view during supplier registration. Company
Details, Contact, Addresses, Business Classification, Bank Accounts, Product and Services.

Supplier Registration

Company Details
Company Details
Company Website Country -
Required Required
Contacts
Taxpayer ID Tax Registration Number D-U-N-S Number
Organization Type v Supplier Type h Business Classifications
Required
Bank Accounts
Note to Approver
Products and Services
Cancel Save ‘ Continue
Figure 3 — Supplier Registration
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Company Details

In this field, supplier need to enter company information for example Company name, Tax
Organization Type, Supplier Type and corporate website. After supplier fill up all the
information and submit the registration, Procurement admin will verify the request. Supplier
will receive email notification to reset password and link to the system after approved by
procurement admin.

No.

Steps

Navigate to link provided.

Fill in the fields for Company Details

Company Details

- Supplier Type -

Company Detalls

Contacts

Addresses

Status

1D No (Muhammad /801230035897) Business Classificatt

Enter Company, Tax Organization Type, Supplier Type.

In the Additional Information area supplier need to enter information as below:
Company Reg-Date = Date of Company Establishment.

Company Registration No. = unique identifier assigned to a company when it is incorporated or
registered with the relevant government authority.

Equity of Bumiputra%, Equity of Non Bumi%, Equity of Foreigner% = percentage of employee
ethnicity in the company.

Status = Designation related to the ownership and control of companies in Malaysia.

Owner of Company 1/New ID No and Owner of Company 2/New ID No = Details of the
company’s owner.

Type of Work = Free Text field. Supplier can enter services/ product name in this field.

For e-Invoice related supplier, you must indicate related information for TIN, MSIC Code, e-
Invoice Email and Self-billed Supplier.

Supplier can also provide Corporate Web Site, Attachments and Note to Approver if any.
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7. Click Next to continue to contact sections
8. The Save for Later functions allow vendor to continue the registration later. The link to
continue the registration process will be sent to the registered email at the first step.
Table 2 Company Details
Contacts

On the contacts tabs supplier can define the contacts. Supplier can use the contacts to

capture name, job title, email IDs.

No. | Steps

1. Contact detalils filled in Company Details will be auto populated.
Contacts
FonHias Lt Name @gmail.com ‘
i - || e |
,\%(?‘S‘T‘Edrlf's‘rl‘fiiefz?ft:‘? pemy 5 @Yes ONo
&% O

2. Suppliers need to enter First Name, Last name, Email and other contact information.

3. Attempt the option for Administrative Contact and user account. Tick Administrative Contact
to appoint the user as main point of contact for vendor registration matters. Tick Create user
account to request individual sign in for the user and assign specific system roles.

The roles for the contact supplier can choose related to the contact information. If else, just left
the default assigned roles.

4,

L —I— Add Another Contact | . .
Click button to create additional contact if any.
5. Click Next to continue to Address sections.

Table 3 Supplier Contact Details
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Addresses

Supplier can create Supplier Address in the Addresses tab, Tick on Ordering, Remit to and
RFQ or Bidding on the Address Purpose. Supplier can also capture the phone number, fax
number, email ID.

No. | Steps

1. Click on Addresses section

2 Addresses

Enter at least one address.

e Shang e e *Mesti sama dgn

3. Fill in the Address Name. Kindly use format e.g: Company initial — CityName (XXX-Subang)
Fill in the rest of the fields.

4, Tick the address purpose that related to the address.

5. Tick the contact information that is related to the address.

6. Click Next to continue to Business Classifications section.

Table 4 Supplier Address Details
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Business Classifications

Supplier can attach attachment and their certificate in this tab. Supplier need to choose
business classification from the drop-down list are applicable to the company. Start date and
expiration date for the attachment need to be entered to initiate the expiration date for the
certificate.

No. | Steps

1. Click on Business Classifications section

2. Select the ‘List of Value’ selection to add certification that related you the company

3. Select the business classification from the drop-down list.

Business Classifications

Enter at least one business clessification or select none applicable

Company Act - Form /1]

Company Act - Form 9/17
Company Act - Form 24/78

Company Act - Form 49/14

Company Act - Form D/E

Latest Carparate Information S5M

Latest Audited Financial Statement

Latest 3 Month Bank Statement (Sdn Bhd/Bhd)

Latest & Month Bank Statement (Enterprise)

Nesa snd Nvan

4, Fill in the rest of the fields.
Enter Start Date and Expiration Date.

Business Classifications

Enter atleast one business classification or select none appiicable.
Business cassification | @

Company Act - Form 9/T7
CADABENEE

Other

F T . Cortfcats End Dats =

Addresses

Aotach current certfcates and suppor ting docurments
Business Classifications

Drag and Drop

fect o deop s her
Bank Accounts

L Add URL
Products and Services

5. Drag and drop the file from your local computer file into the screen to attach the file.

6. . nother Business Classification e
Click Ikl bUtton to add more certificates

7. Click Next to continue to Bank Accounts section.

Table 5 Business Classification Details
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Example of Certification

No. Certificate

1. Suruhanjaya Syarikat Malaysia (SSM)

2. Certification of Sole Agency

3. Ministry of Finance Malaysia (MOF)

4, Bahagian Pembangunan Kontraktor & Usahawan (BPKU)

5. Lembaga Pembangunan Industri Pembinaan Malaysia
(CIDB)

6. Jabatan Keselamatan Dan Kesihatan Pekerjaan (JKKP)

7. Suruhanjaya Tenaga (ST)

8. Suruhanjaya Perkhidmatan Air Negara (SPAN)

9. Borang 9/17

10. Borang 24/78

11. Borang 49/14

12. Borang D/E

Table 6 Sample of Certificate

Example of Attachment

No. Attachment

1. Latest Audited Financial Statement
2. Bank Statement
3. Organization Chart

4. Company Profile

5. Registration Fee

Table 7 Sample of Attachment
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O

Tasks

Orders
Requiring Attention
« IManage Orders

« Manage Schedules
« Acknowledge Schedules in Spreadsheet

Agreements

« Manage Agreements
Channel Programs

« Manage Programs

Shipments

« Manage Shipments
« Create ASN

+ CresteASEN M Schedules Overdue or Due Today
« Upload ASN or ASBN M Business Classifications Expiring

« View Receipts

Figure 4 Business Classification Expiring at Requiring Attention

Requested By Yusur, Fanmi Change Description To chang

Last Change Request 5002
Request Status  Draft Request Date  10/17/23

Organization Defails ~ Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services

— None of the classifications are applicable

View w Format w Freeze [} Detach Wrap
Classification Subclassification  Status Certifying Agency mj’;'“ifying Certificate Start Date Expiration Date  Attachments Notes
CIDB Current None B
ssm Current Fees Attachment pdf

MOF Expired 10/4/23 1012123 MOF Sample.pdf

Figure 5 Business Classification Expiring Screen
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Bank Accounts

Suppliers need to enter Bank Account information. This information is required for invoice
and payment processes.

No. | Steps

1. Click on Bank Accounts section

2. Fill in info Country, Bank, Branch and Account Number.

St eien *Procurement & Finance have access on this details.

Bank Accounts

Bank account 1 ®

Malaysia

T ——

*Lepas supplier register, kalau mau tambah
_another bank acc, kena inform Supplier Adn

Click I . ® t0 add more bank account information

4, Click Next to continue to Product and Services section.

Table 8 Bank Account Information

Notes: If the supplier's registered bank is located outside of Malaysia, they may not be
able to select the bank name from the provided list of values. In this case, the supplier
should include their bank account details in the business classification tab and submit the
account information along with a 3 to 6-month bank statement.
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Product & Services

Kod Bidang is required information need to be fill up during supplier registration.
This is to identify which services the company offered.

No. | Steps

1. Click on Product and Services section

2. Click Select and Add to add a product or services that you offer.

Suppier Registration

*Notes: Please take note on the Category
initial.

A, B, C - category for Radicare
01, 02 - category for LSE

Products and Services
Enter atleast one roducts and services category.

ngineering (MEE) Services.

Business Classifications

Bank Accounts

Products and Services

3. Suppliers can choose based on Category Name and Description define.

Tick the line item you wish to add. You can review the selections by clicking ‘View Selected’
and ‘Clear Selected’ button.

Products and Services
Enter atleast one products and services category.

Q

Sselected | ViewSelected | Clear Selected

Category Description

* DA - Supplies & S Supphes & Services

¥ O air-Conditioner/Compressor A0
+ O Books/Magazine/Mewspaper A6
» O Chemical Supplies Al
¥ D Cold Room /Medical Freezer A1
» [ Computer Supplies & Services A9
¥ O Consumable a1

¥ [ Fire Extinguisher A8

¥ [ Kinchen Equipment Az

] 0O0@® OO0 @& 00

[T —

4, Click Submit to continue to submit the application.

5. Supplier will get application confirmation and application number after success submission.

Success

Your registration request 91002 was submitted.

Table 9 Product and Services Information
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After submission is completed, the supplier will get email notification whether the application
was approved or rejected.

1. Supplier Registration Request 88002 Was Approved Inbox x

etei-test.fa. .email. 1.0¢s. om

Radicare (M) Sdn Bhd (LSE BU)

Your Supplier Registration Request was Approved

88002
25 November 2024

@gmail.com

Company FL Cleaning Service

[$2An ImageUser account information wil be se

Supplier will receive email notification regarding registration approval status.

2. Then, supplier will get another email that you will be assigned access to the supplier portal as

below:
Oracle Fusion Applications-Welcome E-Mail Inbox x a «
Y etei-test.fa.sender@workflow.mail.apl.cloud.oracle.com Thu, Oct 26,2023,1209PM ¢ @ €
@ tome~
Dear SITI,

Congratulations! Your Oracle Fusion Applications account has been successfully created

Please follow the link below to reset your password.

https://fa-etei-test-saasfaprod1.fa.ocs. oraclecloud.com:443/hcmUlfaces/ResetPassword?ase.gid=f196626a97394 18085b50c805097 cedf

For any issues, contact your system administrator.

Thank You,
Oracle Fusion Applications

Supplier needs to access the portal to reset the password for the first-time.

Sign In
Oracle Applications Cloud

Reset Password

3. Supplier will receive password reset confirmation.

Oracle Fusion Applications-Password Reset Confirmation Inbox x

[ etei-test.fa.sender@workflow.mail.ap1.cloud.oracle.com Thu, Oct 26, 2023, 1216 PM
@ vre-~
Dear  SITI,
The password for your Oracle Fusion Applications Account - \@gmail.com - was recently changed.

If you made this change, you da not need to do anything more.

If you did not make this change, contact your system administrator.

Thank You,
Oracle Fusion Applications

4. Supplier login and able to enter supplier portal.
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Things to Finish

Table 10 Supplier Portal Activation
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3 GETTING STARTED

This section provides start-up instructions for using the Oracle applications.

3.1 Sign-On to Cloud applications
To log into the application:

1. Open internet browser window.

2. Enter the below URL:

Environment | Link for Supplier Portal login

TEST https://login-etei-test-saasfaprodl.fa.ocs.oraclecloud.com/

PROD https://login-etei-saasfaprodl.fa.ocs.oraclecloud.com/

Table 11 Direct Login URL

3. The Sign In page appears. Enter your User ID and Password.

Sign In

Oracle Applications Cloud

User ID

Password

Forgot Password

| English ~

ORACLE

Figure 6 Oracle Cloud Sign-In Page

4. Your user ID and password are case sensitive. Passwords always appear as
asterisks in the display as you enter them.

Tab to or click the m button to sign in.

Personal Homepage dashboard screen appears with CLOUD privilege access.

3.2 Navigating from Personal Home Page to Applications

Confidential Page 15 of 41
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After you log in to Oracle Applications, your Oracle Procurement Cloud Home page is
displayed. All the functionality within the Oracle Cloud applications revolves around
homepage which you can personalize. From here you can:

1.Get a quick glance at your work-related conversations and announcements.

2.Use the Application Link icons to navigate to pages and dashboards to perform your day-
to-day activities.

3.Access the Navigator to access any additional applications that are not available in the
application section on the home page

4. Favourited list of quick actions to quickly perform some key tasks.

Note: The exact appearance of your windows may vary depending on your personalization
and roles that is assign to you.

Things to Finish

0 [ o | [ o |

Figure 7 Personal Home Page

Navigator

Home Watchlist

Settings
& Action

or

Logo

[

Favorites & recent item

Notification

Figure 8 Navigation tools in the global area of the home page

Once you have set your homepage as the Newsfeed Home Page, then it will come with

different sections.

1. Apps Section.

Confidential
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Click this to
personalize
springboard

Figure 9 Apps section

Within the Apps section, you have various icons that can be used to start navigating into
the different work areas of an application. For example, if you would like to navigate to
the Invoices work area within Payables, you will select your application as Payables. And
you will choose Invoices in the Apps section. When you select Invoices, the system
takes you to the Invoices work area, where you can perform various activities, such as
recording invoices, managing invoices, generating accounting for your invoices, etc.
Once your work has been completed, you can go back to the home page by using the
home icon.

You can also access the apps via the Navigator. =

Here, the access is granted to various work areas based on the roles that have been
given to your user account. You have the flexibility to personalize the App section. You
can decide what you want to show within these springboard icons and what you want to
hide. If you are an order regular visitor to the Payment work area, you mostly work with
Payable’s dashboard invoices, you can hide the payments by clicking on this icon. So, it
will not be shown in the apps icon but only accessible through the Navigator.

2. Things to Finish section.

1 week ago X 1 week ago X 1 week ago X 1week ago

FYl ACTION REQUIRED FYl FYI

Supplier Profile You Are Invited to Supplier Profile Supplier Profile
5 Change Request 2001 Negotiation Change Request 5 was Change Reques
was Approved by RFQ/RC00000012023 Canceled by Radicare Approved by Re
Radicare (M) Sdn Bhd (RFQ for HQ) (M) Sdn Bhd (M) Sdn Bhd
5 RUSNELY BT MOHD HANAPIAH
_ s o
e

Figure 10 Things to Finish section

The Things to Finish section provides you with a count of any pending notifications that are
assigned to you and may require an action from you. Account Link name created by me lists
the approval requests that you have created. You can click the link to navigate to a full list of
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notifications pertaining to that account. Then the items listed in the Things to Finish section
are same as the notifications that are listed in the global header.

The same information is available when you click on natifications icon. You can access the
same number of notifications from here, as well as from the Things to Finish section. The list
displays the latest notification first and allows you to scroll horizontally to view more
notifications.

You can clear a notification from the list by clicking the Close icon. When you clear a
notification, the count does not change, since no action is taken on that notification. If you
click on you will get a listing of all the notifications that are either FYI or the notifications that
require an action from you. When you click on the link it opens the notification, and you can
get the details of the notification. If you are satisfied, you can either approve it or you can
either reject it. Once the notification is read then the count will change.

3. Analytics section

Analytics

Cash Management Infolets General Accounting Infolets Service Infolets Source to Settle Infolets Order to Cash Infolets

Invoices on Hold Payments

RM43.9K

Due: 1 Week
No data available

Analytics

Click on this icon to either
hide or display a particular

Service Infolets Source to Settle Infolets Innovate to Commercialize Infolets Plan to Produce Infolets Orde

Requisition Lines Open Orders Overdue Schedules Negotiations

Days Unprocessed
1 Draft
M 0to 3 Days

M 4107 Days X
81014 Days 0 Active
W Over 14 Days

3 Pending Award

Supply Base
Supplier Type w

Agreements
Consumption at Risk

M Over 100%
M Over-released
Under-relea

Infolets

Sourcing Programs
Negotiated Savings

No data available

M FEMSE Other Supplier B Employee
M BEMS M FEMSC Other

Figure 11 Analytics section

As far as procurement is concerned, there are currently few choices of analytics
display. And they are source to settle infolet, service infolet, innovate to
commercialize infolet, plan to produce and order to cash infolets. You can
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personalize the Analytics section and decide which infolet should be visible, which
should not be visible.

3.3 Creating Favorites and Setting Preferences

Creating Favorites

Each user has their own favorites and adding favorites is easy in cloud: just go to your
favorite work area or task page. Click on the favorite icon and click Add to Favorites. By this
you get to your favorite pages directly and easily when you click the favorite icon. You can
remove unwanted pages by clicking Manage Favorites.

= ORACLE

Favorites and Recent Items

GOOd afternoon, OT Favorites Recent ltems

My Client Groups Receivables

Billing Accounts Revenue
Receivable

Figure 12 Creating and Managing Favorites

Set Preferences

Select Preferences to set personal options such as regional, language, accessibility setting,
watchlist, etc as shown in the list in Figure 8. You can also reset your password from the
Preferences page. To get into set preferences, click on setting and action dropdown menu
click on Set Preferences.
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= ORACLE i S O : ‘I

Settings and Actions Siga it

Personalization

Good afternoon, OT users!

My Client Groups Receivables Payables General Accounting

Administration

X< & X ’
Billing Accounts Revenue
Receivable

Troubleshooting

Things to Finish

Figure 13 Setting Preference

3.4 Overview of Using Work Areas to Streamline Business Processes

Use work areas to gain instant insight into your business and identify potential problems with
processing transactions.

Work areas can include the following:

Infolets

Content area

Action toolbar

Tasks panel tab

Process Warnings and Errors
Bank Statement Reconciliation
Process Monitor

Budgetary Control Dashboard

Process Monitor

4 Budget Monitor
vewr T ol F Demch  Budget Account Group Expenses Balance * BudgetPeriod | 1-2022 +| * Balance Feriodtodate ~| )
Budget (RM) c“'“(;"',"r“" Funds Available
Legal Entity Intercompany  Cost Center  Project Account Reserve
Total Total Amount (RM) Budget (%)

AllLegal Entity V... Al Intercompany... Al Gost Genter V... AlProject Vakies  All Account Values  All Reserve Values 5,000.00 3,160.00 1,840.00

Requiring My Atention  Requested by Me CO nte nt area
Vieww 58 [F (o) Detach  DayRange | Lastweek ~
. Transaction " ificati Requested & W View
Transaction Type Override Justification Dats RequestedBy oo

Ho data to display.

Figure 14 Budgetary Control Work Area
Infotiles

Summarize a high volume of transactional information. You can quickly identify potential
problems and prioritize your daily activities by scanning the infotiles and accessing
transaction details.
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For example, select an infotile to display corresponding transactional information in the
content area. You can also click links in the infotile to filter the records in greater detail in the
content area.

Content Area

The content area displays transactional information related to the infotile you select. You can
review the detailed information and take the necessary action.

For example, click the item link in the table to drill down to transaction-level information. You
can perform multiple actions on the transaction, such as editing, approving, or rejecting the
transaction, and posting the transaction to the ledger.

Actions Toolbar

Use the actions toolbar to perform a range of activities on one or more rows you select in the
content area.

For example, select a transaction row and use the View menu to view the transaction in
more detail. You can export the data to an Excel worksheet, detach the pane, approve, or
reject one or more transactions, as well as apply additional filters.

Tasks Panel Tab

The Tasks panel includes tasks that are related to the work area and that you have access
to perform.

For example, create an invoice, review journal entries, create mass additions, and manage
accounting periods within a task panel.

Process Warnings and Errors

The process warnings and errors keep previous processes history that has been run for
bank statement loader. This area contains purge function which is available to delete error
files.

For example, select on the file then click on X button to purge and completely terminate
the files.

Bank Statement Reconciliation

The bank statement reconciliation will provide an information of bank statement and its
status on reconciliation. There will be two tabs which are Incomplete and Complete.

For example, Incomplete tab listed all bank statement that consists of statement lines which
have not yet to reconcile while Complete tab listed bank statement which have been
completed reconciled.
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Process Monitor

The Process Monitor is to monitor schedule process.

For example, instead of navigating to Scheduled Processes Task, you may use the refresh
button to keep update on the process item. It will provide you the same info as in Scheduled
Processes Page.

3.5 Scheduled process

Scheduled processes do tasks that are too complex or time-consuming to do manually, for
example importing data or updating many records. You can run scheduled processes on a
recurring schedule and send notifications based on how the process ends. Some scheduled
processes give you printable output. Those processes might have Report in their name.

Jobs

Each scheduled process that you run is based on a job. The job is the executable that
controls what the process can do and what parameters and other options you have for the
process. A job set contains multiple jobs.

Job definitions can be set on Oracle Business Intelligence Publisher reports so that people
can run the reports as scheduled processes.

Process Sets

A process set is a scheduled process that is based on a job set. So, when you submit a
process set, you are running more than one job.

Note: When you submit certain scheduled processes, the job logic causes other processes
to automatically run. But in this case, you are not submitting a process set that includes
those other processes.

Submission

When you submit a scheduled process, you can use its parameters to control which records
are processed and how. Some scheduled processes do not have parameters.

As part of the submission, you can also set up a schedule for the process, for example to run
once a week for two months. Every time a process runs, there is a unique process ID.

OQutput

Some scheduled processes provide output in PDF, HTML, and other formats. For example,
a process can import records and produce output with details about those records. There are
many types of output, for example a tax document or a list of transactions.

Process Sets
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A process set is a type of scheduled process that is based on a job set and contains at least
two processes. So, you can run many processes in one go, for a specific purpose. These
processes run in a certain order, in serial or parallel, or by some other logic.

Process sets can have any number of individual scheduled processes and even other
process sets.

To Submit Scheduled Processes

Click Navigator > Tools > Scheduled Processes.

Overview (@

¥ Search Saved Search | Last 24 hours v
Search Results (7)
View (@) Flstlist () Hiararchy

fotins ey | Sehedule New Process
Process ID Name Status Scheduled Time
21-Jul-2021 10:18 AM HKT

21Jul-2021 10:18 AM HKT

1. Onthe Scheduled Processes Overview page, click Schedule New Process.
Leave the type as Job, enter the process that you want to submit, and click OK.
3. Inthe Process Details dialog box, enter at least the required parameters, if any.

A

Some processes have no parameters at all. Some parameters depend on other
parameters. For example, date range parameters might appear only after you select
By Date for another parameter.

4. Click the Advanced button if you want to define the schedule, notifications, or
output. Continue to the next steps. Or just skip to the steps for
5. Click Submit, to run the process once as soon as possible with the default output.

Define the Schedule

Set up a schedule to run the process on a recurring basis or at a specific time. Use the
Process Details dialog box in Advanced mode.

1. Open the Schedule tab and select Using a schedule for the Run option.

Select a frequency.

3. Select User-Defined if you want to enter the exact dates and times to run the
process.

4. You can select Use a Saved Schedule to use an existing schedule if there are any.

5. Depending on the frequency, define when the process should run.

N

Define the Output
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You can choose the layout, format, and destination for your output. Use the Process Details
dialog box in Advanced mode.

N e

Open the Output tab, if available.

Click Add Output Document.

Change the name if you want. The name identifies this output document when you
go to view output later.

Select a layout if you have more than one to choose from.

Select a format, for example one of these:

PDF: Is the best option if you want to print the output.

Excel: Supports embedded images, such as charts and logos, but can be opened
only in Excel 2003 or higher.

Data: Gives you report data in an XML file, which is used mainly for editing the report
layout.

Click Add Destination to send the output somewhere, for example to a printer or
email address. You can add many destinations and send the output to all of them at
the same time.

Tip: You can also print the output as part of the steps for finishing the submission,
instead of adding a printer destination here.

To add more output documents, repeat steps 2 to 6.

Set Up Notifications

You can have notifications sent out depending on how the process ends. Use the Process
Details dialog box in Advanced mode to set that up.

N

Open the Notification tab.

Click Create Notification.

In the Recipient field, enter the user ID of the person you want to send the
notification to.

In the Condition list, select when to send the natification, for example when the
process ends in error.

Click OK.

To send notifications to more people, repeat steps 2 to 5.

Finish the Submission

Follow these steps in the Process Details dialog box:

1.

Click the Process Options button if you want to define settings that affect the data to
be processed.
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2. If the process gives you output and you want to print it, select the Print output check
box and a printer.

3. Select the Notify me when this process ends check box if you want to get an email
notification.

4. Enter submission notes to capture any information you want to associate with this
submission. You can use your notes to find this submission later.

5. Click Submit.

6. Click OK to confirm.

Tip: Note down the process ID for your submission so you can easily find it later. For
example, let's say you set the process to run once a week. If you later want to cancel all runs
on this schedule, you need to cancel this original submission with this process ID.

To Submit Process Sets

To submit a process set from the Scheduled Processes Overview page:

1. Proceed with the steps that you would follow to submit any scheduled process, but
select Job Set for the Type option.

2. In the Process details dialog box, set parameters for individual processes in the set.
A process set itself does not have parameters.
a. Select a process on the Processes tab.
b. Enter parameters for that process, if any.
c. Repeat for other processes in the set.

3. Define the schedule, output, and natifications for the process set, as you would do for
any scheduled process.

4. Set any other options and click Submit.

To Check Status

1. Click Navigator > Tools > Scheduled Processes.
The Search Results table shows processes that match the default saved
search, Last 24 hours.
e The table might be blank if nothing was submitted.

e If submission notes were entered when submitting the process, you can use
the Submission Notes column to help identify the process.

2. If you don't see the process, click the Refresh icon or use the Search section.
3. Do any of these tasks to check on the progress of the process:

e For more details about the status, click the status link. For example, if a process
is in the Ready status, you can click the Ready link in the Status column to see
where the process is in the submission queue.
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o Check the Start Time column to see if the process has started running yet.

e In the Search Results table, find the This Job's Items Processed / Errors /
Total column. For some scheduled processes, this column shows what's getting
processed and how things are going.

o Click the View Log button, especially if your process has a blank This Job's
Items Processed / Errors / Total column. The type of information in the log
varies, depending on the process. You can open the log from here only for if the
process is currently running. When the process is done, you might want to also
take a look at the final log, if any, from the Details section.

To view output from scheduled process

1. Click Navigator > Tools > Scheduled Process.

2. Find your scheduled process and, if you need to, refresh the search results to see
the latest status.

3. Select the scheduled process.
Go to the Output subsection in the Details section.

Click the link in the Output Name column to view or download the output, which you
can then print.

6. To view or export the output in a different format:
a. Click the Republish button.
b. Click the Actions icon.
c. Select Export, and then select a format.
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4 MANAGE VENDOR PROFILE

No.

Work Area Navigation

Supplier Portal Supplier Portal

Table 12 Navigation

Good morning, Fahmi Yusuf

Things to Finish

Figure 15 Supplier Portal Screen

No.

Steps

Go to Task.
Click Manage Profile.

Supplier able to view the company information, requiring attention, recent activity and
transaction reports.

In this page, supplier also can view Supplier News publish by LSE Team.
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Supplier Portal

Requiring Attention Recent Activity Transaction Reports

PO Purcn

1% MR

200 MYR

mount MR

Supplier News

Reminder: Notification to All Vendors on Updating / Profile
Changes Request (PCR) and Submission of Mandatory
ansactions § Supporting Documents in Oracle Systems

Negotiations

Company Profile

o Profie

2. Click Edit button.

Company Profile

Organization Details  Tax identifiers  Addresses  Contacts Payments  Business Classificaions  Products and Services

4 General

Company  FL Solution Sdn Bhd Tax Organization Type Corporation

Supplier Number 10481 Staws  Active

Supplier Type  Suppl
upplier Type  Suppher Attachments None

4 |dentification

D-U-N-5 Number National Insurance Number

Customer Number Corporate Web Site  info@solution com

sic

3. Click Yes to submit a change request for your profile.

Warning x
POZ-2130390Making edits will create a change request for the profile. Do you want to continue?

s e

4. Fill in the Change Description field.
(Example: Adding category as there are additional certificate)

Edit Profile Change Request: 5002 | Detets Change Request || Review Changes | || save || Save and Close || Cancel

Change Description | To change Corporate Web Site
Organization Detalls  Tax identifiers Addiesses Contacts Payments Business Classifications  Products and Services
4 General
* Supplier Name | FL Solution Sdn Bhd Tax Organization Type | Corporatorn v
Supplier Number 10481 Status  Active
Supplier Type | Supplier v Attachments None

4 |dentification
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5. Click the relevant tabs to update the information (Example: Contact, Addresses or Products
and Services)

Edit Profile Change Request: 5002 Delete Change Request || Review Changes || | Save || Save and Close || Cancel |

Change Description | To change supphier information

4

Organization Details  Tax Identifiers Addresses Contacts Payments Business Classifications  Products and Services
Actions v View v Formatw X B Freezo u Detach
Category Name Description
A- Supphes & Services > Consumable At
A- Supplies & Services > Office Equipment A4
B - Maintenance & Engineering (M&E) Services > Audio Visual B4

6. Click Select and Add or ‘+’ button to add item.

7. Example of inputs.

Tick the line item you wish to add.

Click Apply to add the selected category and search another product.
Once all the categories are added, click OK.

Select and Add: Products and Services Categories

4 Search

Category Name Description

| search || Reset

View v Format w Freeze [ Detach Wrap

Select Category Name Description

[] 4 fm A-Supplies & Services Supplies & Services
» [ Consumable Al
» mm Office Equipment Ad
» [ Office Stationary A3
» [ Spare Parts A2

» [ B - Maintenance & Engineering (M&E) Services Maintenance & Engineering (M&E) Services

Columns Hidden 1

‘ Apply ‘E‘ Cancel ‘

8. Click Review Changes to see the changes made.

Edit Profile Change Request: 5002 Delete Change Request || Review Changes | | | Save || Save and Close || Cancel

———

Change Description | To change supplier information

Organization Details ~ Tax Idenifiers ~Addresses Contacts Payments  Business Classfications  Products and Services
Actions w View v Formatw ¥ [ oz + Detach
Category Name Description
Al
A4
Al

s > Audio Visual B4
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Supplier can Delete Change Request if don’t want to proceed the changes.

| Delete Change Request ‘

10.

Supplier can review the details before submit.

Click Submit to send the change request for approval.

Review Changes Edit || submit || Cancel

4 Products and Services
View v Format v Detach
Category Name Description

+ A- Supplies & Services > Office Stationary A3

11.

A pop-up window will appear to notify that the change request has been submitted for
approval.

Click OK to close the window.

& Confirmation x
Your profile change request 3 was submitied for approval

| oK

12.

Once Procurement Admin has reviewed the request, you will receive a notification on the
change request outcome.

1 week ago

FYI
Supplier Profile

5 Change Request 2001
was Approved by
Radicare (M) Sdn Bhd

5

Table 13 Edit Supplier Information
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5 VIEW PURCHASE ORDER

No. | Work Area Navigation

1. Supplier Portal Supplier Portal

Table 14 Navigation

Good morning, Fahmi Yusuf

Supplier Portal

Things to Finish

Figure 16 Supplier Portal Screen (Purchase Order)

No. | Steps

1. Go to Task.
Under Orders section, click on Manage Orders to view Purchase Orders

Supplier Portal

Requiring Attention Recent Activity Transaction Reports

I Soracues Overove o Due Todzy

Supplier News

Reminder: Notification to All Vendors on Updating / Profile
Changes Request (PCR) and Submission of Mandatory
7 Supporting Documents in Oracle Systems
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2. Fill in the fields to search for a particular Purchase Order.

Click Search button.

Headers  Schedules

4 Search Agvanced | Manage Watchlist  Saved Search | Al Ordsrs

Sold4o Legal Entity - order
Billto BU - status ~
Supplier Site v Include Closed Documents | o +
Search || Reset| | Save..
Search Results
Actons v Veww Fomaty §1 [§ 0 Fresse [ Detash o w
Ordler Order Date Description Supplier Site Buyer Ordered Currency Status C"y"':. Crmton B
,

Columns Hiddan 27

3. Refer to Status field for PO status.
Check the PO details, click on the Purchase Order Number hyperlink.

Headers  Schedules

¥ Search Agvanced | Manage Watchiist | Saved Search | Al Diers

Search Results

Acons v Vieww Fomaty  F2 F | Frees
Grder i Life Creation

Order b4 Description Supplier Site Buyer Ordered Currency Swtus Oy b
POLSEDOO00212024  1W27I24 LSEHQ JUDY TINGGAL 15381 MYR Closed for Recening £33 1027124
LSEHQ DY TINGGAL 300000 MYR Closed for Recening £33 1027124

12724

4, Click View Details to view Ordered, Received, Delivered and Invoiced.

Order Life Cycle

[ Acknowteage | [ view por | Amons"‘ﬁevmsn [ 0o

4 General

Sokcto Legal Entty  LABUAN SHIPYARD & ENGINEERING SON suppler OLVESTOUCH TECHNOLOGIES SON S
Billto BU Supplier Site  LSE HQ s o 0 120 a0
Order Supplier Contact MOHD NOR IRMAN BIN SULAIMAN Source Agresment W Amoust 4YR)
Supplier Order
View Details

status  C Bill-to Location L.

Buyer Ship-to Location

Creation Date 11127724

Terms  Notes and Attachments

5. Refer to Received column to view the amount GRN by requester.

L =
Sold-to Legal Entity LABUAN Order Life Cycle Ordernd 15381 MYR
180
Order POLSEO00002
Shipped 000 MYR
Supplier  OLIVESTOUCH TECHNOLOGIES SDN BHD 150
Supplier Site LSE HQ 0 Recaies 15381 MVR
Supplier Contact  MOHD NOR IRMAN BIN SULAIMAN 2w Defivered 15381 MYR
Ordered 15381 MYR
0 Invoiced 15181 MYR

4 In-Transit Shipments

Detach

Adons v Vewv Fomastv 71 7
Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier Bill of Lading
o resuls found
Columns Hidden 2
4 Receipts
Actons v Vieww Fomatw 51 0§ < Detach
Receipt ReceiptDate  Shipment Ship Date  Packing Siip Retumed  Received  Delivered Invoiced Open to Invoice
000 15381 15381 15381 000

10100000023 127724 110

Colums Hidden 3

Table 15 Manage Order Screen
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6 SUBMIT INVOICE IN SUPPLIER PORTAL

No. | Work Area Navigation

1. Supplier Portal Supplier Portal

Table 16 Navigation

Good morning, Fahmi Yusuf

Figure 17 Supplier Portal Screen (Invoice)

No. | Steps

1. Go to Task.

Under Invoices and Payments section, click Create Invoice

Supplier Portal

Requiring Attention Recent Activity

Supplier News

Reminder: Notification to All Vendors on Updating / Profile
Changes Request (PCR) and Submission of Mandatory
5 Supporting Documents in Oracle Systems

Dear Ver
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2. Select Identifying PO.

Choose your desired Bank Account in the Remit to Bank Account field.
Fill in the Invoice number in the Number field.

Select the date of invoice. Invoice number cannot be backdated.

Click the “+’ button to attach the Invoice and GRN document.

Group of Companies

Create Invoice (O Invoice Actions w | Save

* dentifying PO v Remit-to Bank Account | XX000(6699 - * Number | INV1234

lier  FY G i - <
Supplie Unique Remittance (dentifier Bate | 1011723 °

Taxpayer ID
Unique Remittance Identifier Check Digit * Type | Invoe -
* Supplier Site

-
G LAUTAN SAMUDERAS Description
o Attachments  None o

Invoice Currency  MYR - Malaysian Ringgit

Address Payment Currency MYR - Malaysian Ringgi

Supplier Tax Registration Number v Tax Contral Amount

Gustomer

* ADIBEMS SDN BHD
Customer Taxpayer ID | SYS11568 £ Hame  RADIREMS Son

Lines

3. To upload a document, click Choose File.
Fill in the Title and Description fields.
Click OK.

Attachments b

Actions w View w o=

Type Category * File Name or URL Title Description Attached By
| File ~ | ‘ From Supplier «+ | Choose File | No file chosen ‘ | Fatimah Nasn

3

Rows Selected 1

|o_5| | Caneal ‘

Under Lines section, click the & select and add button to add purchase order line.

Matching the invoice to the purchase order line is important to ensure smooth payment
process.

5. Purchase Order number will be automatically display.
If no lines appeared, the PR requester has yet to perform GRN.

Highlight the relevant purchase order line. If multiple PO lines appear, select the lines based on
your invoice.

Click Apply.
Click OK.
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Select and Add: Purchase Orders x

4 Search |Agvanced‘ Saved Search | v|

** At least one is required
** Purchase 0rder| PO/RB0O0072502023 v | > Ccnsumpt\onAdwce‘ |

** Creation Date | midiyy h:mm a fe |

‘ Search || Reset || Save... ‘
Search Results

View v lw Detach | Select All |

z| IC | || | | || |

Purchase Order Consumption Advice Supplier ltem
Nuﬁfber Item Description Ship-to Location Ordered
Number Line Schedule Number Line
PO/RB0O007... 1 1 | Onetime Plan Preve Radibems Kuala Krai 1

»

| Apply ||?|| Cancel ‘

Invoice Actions w | Save H Save and Close ‘ ‘ ‘ Cancel |

Click Save.

To submit the invoice, click Submit.

7. Click OK to close the pop-up window.

8. Click Printable page if you would like to download a copy of this invoice for your reference.

9. Click Create Another to submit another invoice.

10. | Click Done to exit the page.

Table 17 Create Invoice
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7 VIEW INVOICE AND PAYMENT IN SUPPLIER PORTAL

No.

Work Area Navigation

Supplier Portal Supplier Portal

Table 18 Navigation

Good morning, Fahmi Yusuf

Figure 18 Supplier Portal Screen (Invoice & Payment)

No. | Steps
1. Go to Task.
Under Invoices and Payments section, click View Invoice
e s e 5 ™
2. Fill up relevant information at parameter screen.

Click Search button.
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Supplier can refer to Invoice Status .
The Payment Number will appear once invoice payment has been made.

View Invoices

Unpaid  Invoice Inwoice Paymant
Amount Amount Swtus  Number

10223 Stancerd  PORCOOUSS . FY Geomati Solution Ha 120000MYR 320060 MYR

Table 19 View Invoice & Payment

8 CREATE RESPONSE IN SUPPLIER PORTAL

No.

Work Area Navigation

Supplier Portal Supplier Portal

Table 20 Navigation

Good morning, Fahmi Yusuf

Figure 19 Supplier Portal Screen (Create Response)
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No | Steps

1. Go to Task.

Supplier Portal

Supplier News

Reminder: Notification to All Vendors on Updating / Profile
Changes Request (PCR) and Submission of Mandatory
7 Supporting Documents in Oracle Systems

Under Negotiations section, click Manage Responses.

2. | Fill up relevant information at parameter screen.
Click Search button.
Open the Negotiation number.

Manage Responses

4 Search

= Negotiation Title | RFQ

** Negotiaton

** Response
Search Results
Revising a drafl responsa automatically locks it
Actions w View v Format w Detach
Response N 5
Respanse P iy Negotiation Negotiation Title

Advanced | Manage Walchiist | Saved Search | Active or Draft Respon: v

™" Response Status -

Line Deseription

soaren | respe | save..

Negotiation  Time Unread y
Type Remaining Messages Monitor

3. | Click Create Response.

Group of Companiss

RFQ: RFQ/RC00000012023

4. | Enter Create Response Information

Confidential

Page 38 of 41



Olivestouch Technologies Sdn Bhd

User Manual- Supplier Portal Module

Create Response (Quote 3001): Overview

General

Supplier ¢

Supplier Site HQ
Negotiation Currency  MYR
Response Currency  MYR

Price Precision 2 Decimals Maximum

Response Valid Until fo

1-90-0-0

OvervievRequiren Lines  Review

Messages H [ ——— H Actions ¥ Noxt ||| save | ¥ || submit || cancel ‘

Last Saved 914122 2:48 AM

Time Zone Coordinated Universal Time

Supplier OLIVESTOUCH TECHNOLOGIES SON BHD - HQ
5, b g

Time Remaining  22:38:47

Reference Number Response Entered By ”SCM Us

Supplier Contact  "FATIMAH NASROKF
Note to Buyer

* Response Received On |9

Attachments None o
Method of Response | E-Mail v

Click Next Button

Go to the section field

Create Response (Quote 3001): Requirement:
Time Remaining 22:28:50

Section 1. Company

* 1 Please provide your company CIDB Number?

Saved 9/4/22 2:59 AM
ne Coordinated Universal Time
TECHNOLOGIES SDN BHD - HQ

Close Date  9/5/22 1.30 AM

Section 1. Company v | )

13446889

Section 2. Experience

* 1 How many years experience dos

pany have in providing services

Section 1. Compgny v

4 | Section 2. Experierge

[

4 | Section 2. Experience v

Click Next Button

Enter Response Price

Create Response (Quote 3001): Lines

Currency = Malaysian Ringgit

Time Remaining  22:26:16

Actions w View v Formatw 4 < »_ Detach
* Alternate Line

Lice Description

Description

1 Laptop Dell for HQ

Rows Selected 1 Columns Hidden 7

Time Zone Coordinated Universal Time
Supplier OLIVESTOUCH TECHNOLOGIES SDIN BHD - HQ
7 A "

e KT

Close Date 2 1:30 AM
Create Alternate  REUIed  coion oy Name Start Price Response Price Response |4, Line Amount Fromised
Details Quantity Delivery Date
+ IT EQUIPMENT 1 uNIT 40000 |ow22 [ [

Click Next Button

10. | Review Response and Submit
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000

Requiren Lines Review
Actions ¥ || Back

| Messaj ‘ Respond by Spreadsheet

Review Response: Quote 300
T e Cool ated Universal Time
Suppher OLIVESTOUCH TECHNOLOGIES SDMN BHD - HQ

3 R R, %

Ly KL

Title Provision of Deskiop Maintenance for HKL Time Remaining  22:24:5%

Close Date  9/5/22 1.30 AM

Overview Reguirements  Lines

General
M U
Supplier OLIVESTOUCH TECHNOLOGIES SDN BHD Reference Number Response Entered By "SCM User
Note to Buyer
MAH H
Supplier Site HQ Supplier Contact "FATIMAH NASROK]
p 2 48 A
Negotiation Currency MYR Response Received On  9/4122 246 AM
Atachments None Method of Response E-Mail

Response Currency  MYR
Price Precision 2 Decimals Maximum

Response Valid Until

11. | A Warning X

You can submit only one response far this negotiation. Do you want to continue? (PON-2085228)

e

Click Yes Button

Table 21 Create Respond
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End of Document
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