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1. Supplier Portal Access

Supplier Portal is available at URL:
https://[site.domain.com]/portal/

Supplier contact email address is the username for login. System will email you your
password when your supplier portal account is created (check Spam folder) after your
registration is processed.

2. Onboarding

After logging in to Supplier Portal, fill out the prequalification questionnaire in Onboarding menu
and submit for approval. Once your registration is approved, you can use all supplier portal features.
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3. Open Tenders and Submitting Bids

In the “RFx Requests” section, Supplier will see all the open Tenders that it has been
invited for.
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© PROCUMAN
SUPPLIER PORTAL
RFx Requests
28 Home
All =
RFx Requests Q
RFQ BIDs
Supplier Questions
Suppl
Hppliers RFX00010 Electric motor15 kw Bidding Open RFQ
RFX Electric motor 2.2 kw Bidding Open RFQ
RFX00008 Rechargeable battery 1...  Today 00:00 31 Mar 00:00 Bidding Open RFQ
RFX00006 Office Coffee Bidding Open RFQ

Supplier can enter their Bid by clicking the “+” sign on the Bidding subpanel.
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Home
Today 00:00 31 Mar 00:00
RFx Requests
RFQ BIDs RFx Lines
Supplier Questions

suppliers 1 Rechargeable battery 100A 1.000 Pieces

Create

BID00029 RFEX00008 BATS67 Edeka Grocery  $367.00 Did Not Win

® Requiremen jestion

TQO0002 How much is the battery weight Rechargeable batter...
Supplier Questions *

First, a Bid header will be created and saved as Draft. Also any Bidding documents
can be attached here.
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Create RFQ BID

m Full Form | Cancel

Keep As Draft Draft, Mot Submitted
5PLE8B26 259.02.2024 O
Offer for lapto |:|s|
@

No Data

After saving the Bid header, the Bid line items will be copied from the RFX
lines and the offered quantity and price can be entered. Additional product
details fields can be found the Bid line item edit page.

BID Header
BID00022 Keep As Draft Draft, Not Submitted
Amazon Online Jeff bid 1 Company PC Tender
[m] test
$0.00 usD Jeff Bezos
& 09 Feb 13:51
BID Lines
Lenavo Screen 20.000 12,342,152.00  USD None Pieces This is very good product with
very long desa %
fills this space ew
Edit
docking stations 20.000 usD None Pieces
X1 Lenovo Laptop 20.000 usD None Pieces

BB R ADOOR = SO

Additional fields are visible (Item number, Product docs, Product URL) if line item is
edited.
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Edit- BID Line

m Full Form | Cancel

Lenovo Screen 20.000

Lenovo Screen
12,342,152.00 usD

Pieces This is very good product with
very long description text that
fills this space

@ None

Lenovo Screen

RFX can contain questions about the provided solution and supplier will need to
answer these in the “Requirements Q&A” subpanel.
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BIDO0O033

Submit to Customer

Amazon Online 777
Today MNone
$500.00 UsD
None 23 Feb 16:44
BID Lines
Electric motor 2.2 kw 5... 5.000
Requirements Q&A
AQO.. Canyou send us the technical
characteristics?
Notes
e fadit (AR AR AT 18R I TN T
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Did Mot Win

Electric motor 2,2 kw

MNone

|eff Bezos

$100.00 $500.00 Pieces

View

Edit

Additional Notes can be added to the Bid at any time, even after the closing of the

Bidding time.

4. Supplier questions and answers

Supplier can ask clarification questions for RFQs in the ,,Supplier

Questions“-page.
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O PROCUMAN
SUPPLIER PORTAL i i

Su Ppher QUQStIOI‘IS + Create Supplier Questions

22 Home
All =
RFx Requests Q
RFQ BIDs o
Supplier Questions
suppliers 3 Printers New Normal
2 PC offer New Normal

Supplier questions are saved in Procuman Tenders-> ,,Supplier
Questions“-module and an email notifications are sent when any
information is added to the questions.

5. Document Share

Documents can be shared with the supplier on the Suppliers section in the “Shared
Documents” subpanel. Same subpanel is available in the e-Procurement side in
Suppliers module.

©O PROCUMAN

SUPPLIER PORTAL

=& Home Overview

RFx Requests

Amazon Online Approved

RFQ BIDs

Supplier Questions None None

Suppliers
None None
None Cash on Delivery
None
Shared Documents (Public)
PO_246.pdf & None Active 12 Feb 13:23 Admin
procuman.pdf & Mone Active 10 Feb 10:54 Admin
PO_252 (5).pdf @& MNone Active 09 Feb 16:15 Jeff Bezos
TEST PO DOC @ MNone Active 09 Feb 16:02 J|eff Bezos

ProcuMan - The Open Source Procurement Software



6. Purchase Orders
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You can see all Purchase Order issued for your company. In PO line items, you can edit the line and

enter the Status, Delivery Date and Remarks information.
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B8 Home
PO Header
Onboarding
RFx Reguests P0O000076 New employee PC and screens
RFQ BIDs
None None
Supplier Questions
Purchase Orders Procuman Software Cash On Delivery
B sentinvoices
EXW Ground
B Documents
= Tasks Local PO None
£E  supplier Profile
None
User Manual
Purchase Order Lines
PO000076-3 TEST PRODUCT 22.000
PQ000076-2 Screens 2.000
PO000076-1 PC or laptop 1.000
Edit- Purchase Order Line
m Full Form | Cancel
PO000076-3
None 22.000
TEST PRODUCT None
None $22.00
$484.00 Pieces
Open

7. Invoices

Ordered Manually

None

None

None

$2,408.00

None

$22.00
$345.00

$1,234.00

$484.00 ~

$690.00 View

—_—
s1za00 Ot

Unlink

You can submit your invoices to customer in the “Sent Invoices” menu. Select the linked purchase
order and enter the Invoice Total Value and upload the invoice PDF document and click Save.
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Invoices » create
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Final
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The Invoice Status will indicate when the invoice has been paid.

8. Tasks
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In Tasks section, you can create tasks for your customer, for example a Goods Inspection Task. Also

your customer may create tasks for you, for example, request for a Document Upload.
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Not Started

Not Started

Not Started

Not Started

Not Started

Not started

Nt Starter

Normal

Normal

Normal

Normal

Normal

Normal

Nearmal

Jeff Bezos
Jeff Bezos
Jeff Bezos
Jeff Bezos
Jeff Bezos
Jeff Bezos

Jeff Bezos

Admin

+ Create Task

Document Upload Task
Document Upload Task
Document Upload Task
Document Upload Task
Document Upload Task
Other

Document Upload Task

Insnertinn Remast
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