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Vendor Management is sub module of Purchasing module. This sub module is used by

both Purchasing Department and vendor.

Screens for Vendor Management module are listed as followed:
1. WSF014 — Job Scope Setup

WSF032 — Vendor Portal Approval

W SF009 — Vendor Profile Registration

WSF022 — Vendor Activation

WSF030 — Vendor Setup for Kontrak Pusat

WSFO015 — Vendor Information Query

WSF016 - Vendor Profile Query

WSF017 — Vendor Query by Job Scope

WURO29F — Vendor Listing Report

10. WURO31F - Field Code Listing

11. WURO34F - Parameter Form for Vendor

12. WURO30F — Vendor Registration Certificate

13. WURO33F — Vendor ID Certificate

© 0N o gk~ DN
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To access Vendor Management menu, user needs to login to the system:

UIMS

UPSI INTEGRATED MANAGEMENT SYSTEM

Username : |

Password : |

Login

Figure 1-1: MyFIS Login Screen

Enter Username and Password and click on Login button. System will display User
Management Main Menu as displayed in Figure 1-2.

IElIe Setup Budgsting Burchasing AcctPavable Assetirventory Mot AcctReceivable Store Management General Ledger CashManagement Loan Mgt Payroll EIS Audit V_\fmdoml

Figure 1-2: MyFIS Main Menu
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Select Purchasing to access Vendor Maintenance sub menu as displayed in Figure 1-
3.

SRR Acct Pavable Asselinventory Mot Acct Receivable Storet

Job Scope Setup

[tetm Code Maintenance r Yendor Portal Approval
Yendor Profile Redistration
Yendor Activation

Procurement Document Registration #

Requisition Application ¥ “endor for Kontrak Pusat’
Purchase Order ¥ vendor Cluery k
Yendar Assessment L = :
Feports 3

Figure 1-3: Vendor Maintenance Sub Menu
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Setting Up Job Scope Setup

Admin has to setup job scope setup to be used in vendor management module. This
screen can be accessed by selecting Purchasing >> Vendor Maintenance >> Job
Scope Setup from the main menu.

FEVISF 014 - Job Scope Setup

License Type I License Level 1 | Licenze Level 2 | License Level 3

License Type Setup

License Categary Description

Class Code by License Category
Class Code dinirmum Limit hdaimum Limit

Figure 1-WSF014-1: Job Scope Setup — License Type Tab

User needs to add license type setup and class code by license category. Click on
License Type tab. Fill in License Type Setup field. Place cursor on the desired license
type and fill in the Class Code by License Category field. The selected license type will

be highlighted. Click on Save button to save the information. The fields are
explained, as followed:
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Field Name Description Required
License Category License category
Description License description
Class Code License category’s class code Only for PKK
and CIDB
Minimum Limit License category’s minimum limit Only for PKK
and CIDB
Maximum Limit License category’s maximum limit Only for PKK
and CIDB
Action Edit Query Block Record Field Help Window
&S P £ DR E A4 P A ?
HWSF014 - Job Sc p
License Type LIC 1] License Levelzl License Level!i]
Heading Code: Description Job Type Status
| =/ =
| =l
[ =l
[ =l
[ =l
[ =l
[ =l
[ =l
| | |
| x| -

Figure 1-WSF014-2: Job Scope Setup — License Level 1 Tab
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To add information for job scope’s parent ID, click on License Level 1 tab. Fill in the

provided fields and click on Save button. The fields are explained, as followed:

Field Name

Description

Required

Heading Code

Parent ID’s heading code

Description

Parent ID’s description

Job Type

Parent ID’s job type

Status

Parent ID’s status
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Action Edit Query Block Record Field Help Window
GG P D DFE A« > P | HeA @] ?
Y2 WSFO14 - Job Scope Setup

Job Code Description Status

Figure 1-WSF014-3: Job Scope Setup — License Level 2

To add information for job scope’s license, click on License Level 2 tab. Fill in the

provided fields and click on Save button. The fields are explained, as followed:

Field Name Description Required
Job Code License’s job code Y
Description License’s description Y
Status License’s status Y
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Action Edit Query Block Record Field Help Window
SGS P 0D BHE A4 4r p HeEd ?
$EWSF014 - Job Scope Setup

License Type ] License Level 1 ] License Level2 License Level 3

EE Lewvel 3

Job Code Description Status

Figure 1-WSF014-4: Job Scope Setup — License Level 3

To add information for job scope’s license KK level 3, click on License Level 3 tab. Fill

in the provided fields and click on Save button. The fields are explained, as followed:

Field Name Description Required
Job Code License’s job code Y
Description License’s description Y
Status License’s status Y
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Vendor Portal Approval

Admin able to query, view and approve vendor registration through portal. This screen

can be accessed by selecting Purchasing >> Vendor Maintenance >> Vendor Portal

Approval from the main menu.

—

&& v

Action Edit Query EBlock Record Field Help Window
S ERERR LR R A
’@WSFDSQ-VendurPnr‘[alApproval
User: HURAIHN.HASSAH
Vendor Registration (E-Community)

Date: 09-12-2015 18:25

“endor Code ||

Category Cortractor [~ Supplier [~ Government [~ “endor Status |7
Address Type
Bumi Status
Tel Mo |
LotFlaar o | Fax Mo |
Street Name | I GST Reg Status [
Region/Town |
Posteode | TowniCity |
State | Caurtry ’7
Contact Person | NRC |
Pasition |
Email Address |
Wendor Barlk | BT AR

Bank Eranch |

Authorize Capital |

Paid Up Capital |

Registration Mo |

PKK Regno |

PHK Civil Regna |

KK Regno |

CIDE Regno |

PEK Class
PHK Civil Class

CIDE Class

RegDate [ RegExplate [
PHK Expired Date |
PHK Civil Expoiate |
KK Expired Date |7
COBExpdate [

Figure 1-WSF032-1: Vendor Portal Approval

User can view vendor registration application by click on Execute Query button.
Use Next Record Ebutton or Previous Record E button to browse trough all

available records. To approve vendor portal, click on Vendor Portal Approval button.




MANUAL PENGGUNA PENGURUSAN | Muka surat :13/39

SREE PEMBEKAL
S]%wommw (VENDOR MANAGEMENT) Tarikh : 8 JANUARI 2014
ULTAN [_DN.SJ’
SSovcarion iR UPSI(1SO)/BEN/P02/MPO1 Pindaan  : 00

Registering Vendor Profile - MyFIS

User can also doing vendor registration through MyFIS. . This screen can be accessed
by selecting Purchasing >> Vendor Maintenance >> Vendor Profile Registration
from the main menu.

Action Edit Quety Block Record Eield Help \Window
S €| DD DR 4 p | HAW|?
@WSFDDB -vendor Profile Setup
Sendar Profile lLicense Informationl Cwwvner Information ] Eiank Account ] Portal Reaistration ] Motes ]Registration Rengwal History]

Vendor Details Information

Vendor Code | || | Status

Category Supplier | Contractor [ Government| | Hotel[ Others | ROC Ho

LotFloor Ho | | Full Address
Street Hame| |

Region/Town

Postcode Town.l‘Cit;d

state I ]
Country| || | | International Code (if any) l:l

Contact Person| | TelHo | | Fax Ho | | Email |

Hew IC | | 0Old IC l:l Police / Army ID ! Pagsport Ho l:l

Vendor Status

Bumi Status 2 |g| - Library Code*| | Library [

Bank Code ficct Ho
| I |

Bank Branch | |

Certification Details

PKK Elect. Class |:| PKK Elec. Reg Ho | | PKK(E) ExpiredDate | |
PKK Civil Class |:| PKK Civil Reg Ho | | PKK(C)ExpiredDate | |
KK. Reg No| | Kem Kew. Expired Date l:l

CIDR Ren Kol ] CIDE. Fxnired Nate

Figure 1- WSF009-1: Vendor Profile Registration - Vendor Profile Tab
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Click on Vendor Profile tab to add vendor profile. Fill in the provided fields and click on
Save button.

The fields are explained, as followed:

Field Name Description Required
Vendor Code Vendor’'s company name Y
Category Vendor’s category Y

Reg. No Vendor’s registration number Y
Postcode Vendor’s Postcode Y
Town/City Vendor’s Town/City Y
State Vendor’s State Y
Country Vendor’s Country Y
International Code Vendor’s International Code If any
Contact person Vendor’s Contact person Y

Tel No Vendor’s Tel No Y

Fax No Vendor’s Fax No Y
Email Vendor’'s Email If any
Bumi Status Vendor’'s Bumi Status Y
Status Vendor’s Status Y
Bank Code Vendor’s Bank Code Y
Bank Branch Vendor’s Bank Branch Y
Authorized Capital Vendor’s Authorized Capital If any
Paid Up Capital Vendor’s Paid Up Capital If any
Account No Vendor’s Account No Y

Swift Code Vendor’s Swift Code If any
PKK Elect. Class PKK EE’s Class. Only for PKK
PKK Elect. Reg. No PKK EE registration number Only for PKK
PKK(E) Expired Date PKK EE license’s expired date Only for PKK
PKK Civil Class PKK Civil class Only for PKK
PKK Civil Reg. No PKK Civil registration number Only for PKK
PKK(C) Expired Date PKK Civil license’s expired date Only for PKK




MANUAL PENGGUNA PENGURUSAN

Muka surat :15/39

SRET PEMBEKAL
S]Lawommw (VENDOR MANAGEMENT) Tarikh - 8 JANUARI 2016
ULTAN [DRIS
e UPSI(1SO)/BEN/P02/MPO1 Pindaan  :00

KK Reg. No Kementerian Kewangan registration Only for KK
number
Kem Kew Expired Date Kementerian Kewangan expired date Y
CIDB Reg. No CIDB registration number Only for CIDB
CIDB Expired Date CIDB expired date Only for CIDB
ROC/FORM9 Expired Date | ROC/FORM9 expired date Y
Doc Received Date Vendor registration document’s Y
received date
Reg. Date Registration date Y
Reg. Expired Date Registration expired date Y
Print Date Print date Y
Cert Printed Printed certified will be marked with Y
“Y” whilst unprinted will be marked
with “N”
Blacklist Startdate Vendor blacklist’s start date Y
Blacklist Enddate Vendor blacklist’s end date Y
Remarks Remarks Y
Enter By Username of person entering vendor Y
registration info
Enter Date Date of entry Y
Approve By Username of person approving Y
vendor registration
Approve Date Date of approved Y
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Field Name Description Required
PKK(C) Expired Date PKK Civil license’s expired date Only for PKK
KK Reg. No Kementerian Kewangan registration Only for KK
number
Kem Kew Expired Date Kementerian Kewangan expired date Y
CIDB Reg. No CIDB registration number Only for CIDB
CIDB Expired Date CIDB expired date Only for CIDB
ROC/FORM9 Expired Date | ROC/FORM9 expired date Y
Doc Received Date Vendor registration document’s Y
received date
Reg. Date Registration date Y
Reg. Expired Date Registration expired date Y
Print Date Print date Y
Cert Printed Printed certified will be marked with Y
“Y” whilst unprinted will be marked
with “N”
Blacklist Startdate Vendor blacklist’s start date Y
Blacklist Enddate Vendor blacklist’'s end date Y
Remarks Remarks Y
Enter By Username of person entering vendor Y
registration info
Enter Date Date of entry Y
Approve By Username of person approving Y
vendor registration
Approve Date Date of approved Y
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Action Edit GQuery Block Record Field Help ‘Window

- N ax - = P
GO P DD R H A «r P | HH@|?
@WSFDDQ - Wendor Profile Setup

‘endatr Profile License Information I Oyt Infarmation ] Bank Account l Portal Registration ] Motes Redistration Renewal History

Query License Category

Type of Licenze Description
CIDE GRED Gred Berdaftar
CIDE KATEGOR! Hategori Pengkelasan Bidang Pembinaan
Kk Kementerian Kewangan
CIDE CIDE

Job Scope Description

Jok Scope Description CIDE Class

Figure 1- WSF009-2: — Vendor Profile Registration - License Information Tab

Click on License Information tab to add license information. Place cursor on the
desired type of license to enter job scope description.
Fill in Job Scope Description field and click Save button. The fields are explained,

as followed:

Field Name Description Required
Type of License License’s type If any
Description License’s type description If any
Job Scope License’s job scope If any
Description License’s job scope description If any
CIDB Class License’s CIDB Class If any
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Job Scope (Pending for Approval) field contained job scope information entered by

vendor during registration and yet to be approved by admin. To approve pending job

scope, check the Select check box then click on Approve Job Scope button.

o ® XD

Owner Information

Action Edit Query Block Record Eield Help Window

ML LR N N 1

'@WSFDUQ -Yendor Profile Setup

Wendar Profile lLicense Information  Owener Information Bank Account ] Portal Registration l

Seq Crwvnier Mame Position IC Mo

Maotes Registration Renewsal History

Citizen

Figure 1- WSF009-3: — Vendor Profile Registration - Owner Information Tab

Click on Owner Information tab to add owner information. Fill in Owner Information field

Click on Save button. The fields are explained, as followed:

Field Name Description Required
Owner Name Owner’s name Y
Position Owner’s Position Y
IC No Owner’s IC No Y
Citizen Owner’s Citizen Y
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Action Edit Query Block Record Field Help ‘Window

G P RDD| 2R 4 « > §|?
VSR 008 - Vendar Prafile Setup
“Yendor Profile l License Informaﬁonl Oyvvner Information Bank Account Portal Registration l Motes Registration Renewal History]

Vendor Bank Account
Seq Bank Acct Bank Code Status

|»

b fe Qe fhe g fle el fle dle heflefle e

[+]

Update By| || | Date |

|

Update Account Ho

Figure 1- WSF009-4: — Vendor Profile Registration — Bank Account Tab

Click on Bank Account tab to add Bank Account Information. Fill in Vendor Bank

Account field and click on Update Account No button. The fields are explained, as

followed:

Field Name Description Required
Bank Acct Vendor’s Bank Acct Y
Position Vendor’s Position Y

IC No Vendor’s IC No Y
Citizen Vendor’s Citizen Y
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Action Edit Query Block Eecord Field Help Window
S B A DD R E | « 4> b | Heg | ?
'@WSFDDQ - Wendor Profile Setup

“endar Prafile l Licenze Infurmation] Oseemer Informatian l Bank Account P Motes Registration Renewsl History
Vendor I Registration
Username |
Passwurd|

Hew Password |

Assign ID ‘ Run Report Reset Password

Figure 1- WSF009-5: — Vendor Profile Registration — Portal Registration Tab

Click on Portal Registration tab to assign vendor ID. Click on Assign ID button. System

will auto generate Username and Password.

To generate registration letter, click on Surat Akuan Pendaftaran button to generate

report in PDF format.

User can reset vendor’s login password. Enter New Password and click on Reset
Password button.
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Action Edit Query Block Becord Eield Help Window
S B 0D DRD 44 r P HERE?
@WSFDDQ - Wendor Profile Setup

YWendar Profile ]License Information] Crvner Information] Biank Accourt ] Partal Registration Motes

Registration Renevwal Histary

Date Remarks

1 | |
|| |
|| |
|| |
| |
|
|
|
|
|

||
|
||
||
|

Run Report

Figure 1- WSF009-6: — Vendor Profile Registration — Notes Tab

Click on Notes tab to add notes. Fill in the provided fields and click on Save button.

The fields are explained, as followed:

Field Name Description Required
No Sequence number

Date Date of notes/remark

Remarks Remarks
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User can query vendor registration info to view or update info. To query vendor

. . . 5
registration info, place cursor on Vendor Code frame and click on Execute Query '

button to view vendor profile information. Use Next Record IE' button or Previous

Record E button to browse trough all available records.

User can edit info to make any changes to the data and click on Save button to get

the updated data. The fields are explained, as followed:
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Vendor Activation

This screen is to query, view and activate/black list/reactivate vendor and can be
accessed by selecting Purchasing >> Vendor Maintenance >> Vendor Activation

from the main menu.

Action Edit Query Block Record FEield Help Window

GO B A DD BT« > p | HR@?

'@WSFDEE-VendnrActivatiun

User : Date :
Yendor Infomation

Wendor Code Wendor Mame Wendor Status Reqg. Date  Sajact
| | | T e

| | | | et
| | | | ot
| | | | el
| | | | ot
| | | | ot
| | | | et
| | | | ot
| | | ™ et
| | | | ot
| | | | o=t
| | | | el
| | | | o]
| | | | e

| | I ™ et
Unselect All Select All Activate In Active | Black List | Reactivate |

Figure 1- WSF022-1: — Vendor Activation — Vendor Information

Select the desired vendor and click on Detl button to view vendor details info. System wil

navigate to “WSF009 — Vendor Profile Registration” screen. Click on Exit P utton

to return to previous screen.
Click on Select All button to select all vendors or check checkbox for the desired

vendor.
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To Activate Vendor (Vendor Status = ENTRY), click on Activate button.

To Deactivate Vendor (Vendor Status = ACTIVE/UPDATE), click on Deactivate button.

To Blacklist Vendor, click on Blacklist button. System will display Blacklist Start Date

and End Date pop-up window as displayed in Figure 1-WSF022-2.

Save ‘ ‘ Cancel

Blacklist Start Date [PREBILE (dd-mmaa)

Blacklist End Date  [12-12-1012 {dd-mm-yyan)

Figure 1- WSF022-2: — Vendor Activation — Blacklist Start Date and End Date

Fill in Blacklist Start Date & End Date pop-up window and click on Save button.

To Reactivate Vendor (Vendor Status = BLACKLIST/INACTIVE), click on Reactivate

button.
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and then click on Save

Setting up Vendor Kontrak Pusat

User can setup vendor for kontrak pusat. This screen can be accessed by selecting
Purchasing >> Vendor Maintenance >> Vendor for “Kontrak Pusat " from the main

menu.

Action Edit Query Block Becord Field Help Window
GO P DD WRE 4 > »|HeR @ ?
@WSFMD—VendurSetupfurknntrakpusat

User : HURAIN.HASSAN Date : 10-12-2015 09:28

“endaor Information] ttetmn Information ]

Yendor 'Kontrak Pusat’

“endar Wendar Mame Start Date End Date Status

|+

(K| | B K | KN | KN { N | K KN | K| B | KN K

A

Figure 1- WSF030-1: — Vendor Setup for Kontrak Pusat — Vendor Information Tab

Click on Vendor Inforriation tab to add vendor. Fill in Vendor ‘Kontrak Pusat’ field,

button.
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The fields are explained, as followed:

Field Name Description Required

Vendor Vendor’s code. Click on F9 button to select Y

vendor from list of value pop-up

Vendor Name Vendor’'s name Y
Start Date “Kontrak Pusat” start date Y
End Date “Kontrak Pusat” end date Y
Status Select Status = ACTIVE for active vendor Y

Place cursor on the desired vendor to setup item. Selected vendor will be highlighted.
Click on Item Information tab as displayed in Figure 1-WSF030-2.

Action Edit Query Block Record Field Help Window
S B DD DRFEH « 4> | Hegld ?
@WSFDSD-VendDrsetupfnrkontrakpusat

User ! HURAIN.HASSAH Date : 10-12-2015 11:00

|

“endor Information

ltem for Kontrak Pusat

Seq Mo ftem Code tem Cescription

Figure 1- WSF030-2: — Vendor Setup for Kontrak Pusat — Item Information
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Fill in ltem for Kontrak Pusat field and Click on Save button. The fields are

explained, as followed:

Field Name Description Required
Seq No Sequence number Y
Item Code & Item Item’s code and description is selected from
Description list of value, displayed when clicking on F9

button
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Viewing Vendor Information

User can query and view vendor info. This screen can be accessed by selecting

Purchasing >> Vendor Maintenance >> Vendor Query >> Vendor Details from the

main menu.

Action Edit Query Block Becord Eield Help Window
GO | ADD DR 4y v AR ?
@WSFM 4 -Yendaor Information Query
User : HURAIN.HASSAI Date : 10-12-2015 11:07
Vendor Information Query
Yendor Code Mame Statusz Reg. Date  Bumi?  Exp. Date
[CLOSED) KEMUDI BEKAL SDN.EHD MecTvE  [oi-ot2ms | [o-o1-2018 Detl | =]
Adldress MO-29 JALAN RAJAWALI 3 Account Mo
BAMDAR PUCHONG Jay &, Tel Mo |03-60757687 /01 9Fax [13-78469102
BATU &
NO0N30929 AINAN BIN BHE AHMAD ACTIVE || || Detl
Acldress MO-5, LORONG IMPLAN INDAH 14, Account No |0714041000046722
TAMAR IMPIAM INDAH ALMA, Tel No [Fax |
14000 BUKIT MERT &AM, =
N0 7773 EEMDAHARI UMNERSITI MALAY & ACTIVE || || Detl
iddress [PAHAGIAN PELABURAN Account Mo (5001279993
JABATAN BENDAHARI TelMo |03-79575567  [Fae [03-79677637
UNIVERSITI MALSY L,
V0014284 CIK SITINOR BINTI CHE YUSOFF ACTIVE ] Detl |
cldress [ SEKSYEN 27, Accourt Mo D506E020134224
27127 JBLAMN SELAY ANG, Tel Mo |03-51921493/01 JFa [03-51916273 |
40400 SHAH ALAM,
NO001 4357 HOTEL ISTANA ACTIVE anotamo || Detl |
odress [ HOTEL ISTANA KL Accourt Mo (014054325742
MO T3, JALAR Rl CHULAM Tel Mo [03-21419558 ExFax |
50200 KUALA LUMPUR

Figure 1-WSF015-1: Vendor Information Query
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To begin, click on Execute Query button. Click on Detl button to view

vendor details. System will navigate to “WSF016 — Vendor Profile Query” screen.

Click on Exit [If' button to return to previous screen.

Action Edit Query Block Record Field Help ‘Window
GO  ADD DRE 4 «» b ARW@|?
B WSFO16 - Vendor Profile
User: HURAIN.HASSAI Date : 10-12-2015 11:54

Wendor Profile l kKementerian Kewangan Joh Scope l Pusat Khidmat Kontraktor Jobscope

Vendor Code |vrO001 3547

Address

VYendor Type
Status |aCTIVE

MO 29 JALAN RAJSWALL 3
EAMDAR PUCHORG JAN A

Le dl» |

Contact Person | TelHo [03-50757657/019-3345015
State | | FaxHo |03-75459102
Country | [ BumiStatus? | 000
Posteode | Co Registration Ho Email |
Bank Code | | Acct Ho |
Authorize Capital | PaidUp Capital |
PKKChss |  +|
PKKRegHo | PKK ExpiredDate |
Kem Kew. Reg Ho | Kem Kew. Expired Date ’7
GST Reg Status |N— GST Reg Ho |7
Registration Date |01.01.2015 Expired Date [o1.g1-2015 CertPrinted? [
Enter By |wo1sm1 0 Enter Date [11.pg2011 PrintDate |

Figure 1-WSF016-1: Vendor Profile Query — Vendor Profile Tab
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Action Edit GQuery EBlock Record Field Help Wiindow
" L A [ e
GO | DD T €« 4> P R ?
YEWSF 016 - Yendor Profile
User : HURAIN.HASSAI

Vendar Profile

Job Code Job Description

| Kementerian Kewangan Jab Scope l Pusat Khidrmat Kontraktar Jobscaope

Date: 10-12-2015 12:00

Figure 1-WSF016-2: Vendor Profile Query — Kementerian Kewangan Job Scope Tab
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Action Edit Query Block Record Field Help indow

3 L A I = R
GO DD R« > p | Rl ?
EWSFD16 - Vendor Profile

User : HURAIH.HASSAI Date : 10-12-2015 12:00

Yendor Profile

] Kementerian kewangan Job Scope Pusat Khidmat Kontrak‘torJobscnpeé

Jobscope Code Job Description

Figure 1-WSF016-1: Vendor Profile Query — Pusat Khidmat Kontraktor Jobscope Tab
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Viewing Vendor by Job Scope

User can query vendor listing by job scope. This screen can be accessed by selecting
Purchasing >> Vendor Maintenance >> Vendor Query >> Listing by Job Scope

from the main menu.

Action Edit Query Block Record Field Help Window

- N ax P P i
S| G| DD YT« R B ?
’@WSFM T -Vendar Query By Jab Scope

User : HURAIH.HASSA| Date : 10-12-2015 12:11
Job Scope Information
Category Job Scope Deszcription Level gh Type =elect
CIDBE E Pembinaan Banguran [l [ -
CIDE E-BE01 bangunan dan logi perindustrian pasang siap 1 B
CIDBE B-B02 Bangunan dan Laoji Perindustrian Perangka Keluli 1 N
CIDE E-B03 Pemulinan dan Pemuliharaan 1 u
CIDE B-BE04 bangunan am dan penyelenggarasn 1 [ j
Vendor Listing Relates to Above Job Scope
Yendor Code Yendor Mame Class Select
=
-
-
-
-
=
Select All Print

Figure 1-WSF017-1: Vendor Query by Job Scope

To begin, click on Execute Query button. Place cursor on the desired job scope to
view Vendor Listing Relates to Above Job Scope information. The selected job scope
will be highlighted.

To print vendor listing report, click on Select All button or check checkbox to select

vendor manually. Click on Print button to generate report in PDF format.
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Generating Vendor Listing Report

This screen can be accessed by selecting Purchasing >> Vendor Maintenance >>

Reports >> Vendor Report Listing from the main menu.

@WURDEBF_F‘arameteanrm for Yendaor = o) ﬂ
Yendor Listing ‘ Yendar Listing By Activation Date
Vendor Listing by Status

Status j

| Contractor |  GovernmentStatutory | Hotel | Supplier | Others

.....................................

RunReport i|  Exit

.....................................

Figure 1-WURO029F-1: Report Vendor Listing — Vendor Listing Tab

Begin by click on Vendor Listing tab as displayed in Figure 1-WURO029F-1. Select
Status from dropdown list. Check checkbox to select vendor type, then click on Run

Report button to generate report in PDF format.
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'@WUHDZQF_Parameter Form for Yendor
Yendor Listing Yendor Listing By Activation Dateé

VYendor Listing by Registration Date

Status | j

Date From |

(dd-mm-yyyy)
Date To | (dd-mm-nay)

I Contractor | Government/Statutory | Hotel | Supplier | Others

Run Report ‘ Exit ‘

Figure 1-WURO029F-2: Report Vendor Listing — Vendor Listing by Activation Date Tab

To generate vendor listing by activation date report, click on Vendor Listing by
Activation Date tab as displayed in Figure 1-WURO029F-2.

Select Status from dropdown list. Enter Date From and Date To in DD-MM-YYYY
format. Check checkbox to select vendor type, then click on Run Report button to

generate report in PDF format.
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Generating Field Code Listing Report

This screen can be accessed by selecting Purchasing >> Vendor Maintenance >>

Reports >> Field Code Listing from the main menu.

@WURDM F - Senarai Kod Bidang

=10/ x|

— Senarai Kod Bidang

Kod Bidang Lama Kod Bidang Baru

Exit

Figure 1-WURO31F-1: Field Code Listing

Click on Kod Bidang Lama or Kod Bidang Baru button to generate report in PDF format.
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Generating Library Vendor Listing Report

This screen can be accessed by selecting Purchasing >> Vendor Maintenance >>

Reports >> Library Vendor Listing (ILMU) from the main menu.

‘@WURU%F - Parameter Form for Yendor

=10l x|

— Library VYendor Listing

......................................

: RunReport ;|  Exit

......................................

Figure 1-WURO034F-1: Parameter Form for Vendor

Click on Run Report button to generate report in PDF format.
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Generating Vendor Registration Certificate

This screen can be accessed by selecting Purchasing >> Vendor Maintenance >>

Reports >> Vendor Registration Certificate from the main menu.

Action Edit Query Block Record FEield Help ‘Window

S| 0| 200 | BE @ > »[ER@|?
YEWURDZ0F - Report for Yendor
Akuan Pendaftaran Syarikst l Motis Memperbaharui Pendaftaran l

Vendor Code || |J

Akuan Pendaftaran | Akuan Pembaharuan Pendaftaran |

Figure 1-WURO30F-1: Vendor Registration Certificate — Akuan Pendaftaran Syarikat Tab

To generate Akuan Pendaftaran Syarikat, click on Akuan Pendaftaran Syarikat tab as
displayed in Figure 1-WURO30F-1.

Click on LOV D button to select Vendor Code. Enter Registration Date in DD-MM-
YYYY format.

Click on Akuan Pendaftaran button to generate report in PDF format.

Click on Akuan Pembaharuan Pendaftaran button to generate report in PDF format.
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Action Edit Query Block Becord Eield Help Window
S P DD HFGH 4 > » | HAB|?
{EWURD30F - Repart for Vendar

Akuan Pendaftaran Syarikat Matis Memperbahatui Pendaftaran l

Vendor Code : | || |J

Date From : | |

Date To : | |

KK | CIDB | PKKIE) PKK(C)

Figure 1-WURO30F-2: Vendor Registration Certificate — Notis Memperbaharui Pendaftaran Tab

To generate Notis Memperbaharui Pendaftaran, click on Notis Memperbaharui
Pendaftaran tab as displayed in Figure 1-WURO30F-2.

Click on LOV D button to select Vendor Code. Enter Date From and Date To in DD-
MM-YYYY format.

Click on KK button to generate report in PDF format.
Click on CIDB button to generate report in PDF format.
Click on PKK(E) button to generate report in PDF format.

Click on PKK(C) button to generate report in PDF format.
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Generating Vendor ID Certificate Report

This screen can be accessed by selecting Purchasing >> Vendor Maintenance >>

Reports >> Vendor ID Certificate from the main menu.

Action Edit Query Block Eecord Field Help Window

@S BRI ADD T « € » P
'@WURDSSF - Surat Akuan Pendattaran D Pembekal
Akuan Pendaftaran I Pembekal l

Ed R | ?

Vendor Code | ||

Sats[ | _|

Run Report

Figure 1-WURO33F-1: Vendor ID Certificate

Click on LOV D button to select Vendor Code and Status. Click on Run Report button

to generate report in PDF format.




