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Tutorial: Self-Service Procurement Manual
(Supplier Self Registration User Guide)

¥ HongLeongBank

In this tutorial pack, you will receive step by step quidance on your self-registration in our
e-Procurement Portal (PtoP@HLB).

All Prospective Supplier will need to log in to www.hlb.com.my/procurement
& Click “Start Supplier Online Registration”

Step 1: Supplier Self Reqistration - Company Registration
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Additional Information

« Supplier registration request should be initiated by Vendors.

« Company Details, Contacts and Address Information are a must to complete the supplier registration
request.

« Access the supplier registration URL and fill in the following information in the “Company Details” tab

- Company as Supplier Name, Tax Organization Type as
Corporation/Government/Individual/Organization” etc.

- Tax Country (mandatory field) decides where the supplier is primarily registered.
é - Business Registration Number is to be entered after Tax Country entry.
- Specify the notes to approver (Optional) for the registration request.
- All the supporting documents to be attached with the registration request.
©:0

- Additional Information required to evaluate Supplier Financial position.

é - Supplier primary contact information to be entered. First Name, Last Name, Email, and Confirm
Email Address.
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« Click the “Save for Later” button if the registration request cannot be submitted for approval at one
time. An email will be sent to the email address given to continue with the registration process.
+ Click “Next” button to enter other supplier information needed for the registration.

Step 2: Supplier Self Reqistration - Contacts
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Back  Next  Saveforlater Register  Cancel

Efler ot learst ane contact

Actons w View w Format v o Create  J/ Edit ) Delete Detach

Administrative  Request User

i Job Title Email Contact Account

Edit Delete

Yuan, Mr. Chuan chuan yuan@adancede v v / X

« Contact will be created from the details entered in “Company Details” tab.

« If more contacts to be registered, click on “+ Create” to proceed with additional supplier contact
creation.

Important!
For receipt of payment advice via email, please provide the contact name and email of one person only and

name it as “Payment Advice” in the “job title” field.

« (lick “Next” button once the information is filled.

Step 3: Supplier Self Reqistration - Addresses
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Back  Next Save forLater  Register  Cancel

Enter at least one address.

Atons v View v Fomatw o Create 0 Detach

Address Name Phone Address Purpose Edit Delete

No data to display

Columns Hidden 3

« C(lick on “+ Create” to enter Supplier Address information
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Create Address

® Address Name Malaysis |o * Address | Crdarning

Furpose ' Remit to

" Country Malaysin -
| RFQ or Bigding
* Address Line 1 Mo 118
Phone 80 -
Address Line 2 Zna Flacr
Fax 80 -
Address Ling 3 Jalan S5 154G

Email
* Post Code  4TS00
“ City | Subang Jaya o

" State Salangor

4 Address Contacts

ESalect tha contacts that are associated with this address

Agtions W View ¥ Formatl w e o Detach

Administrative
Name o Job Title Email Contact User Account

No dats to display.
Columns Hidden 4

Create Another O  Cancel

- Always use convention as CITY NAME or COUNTRY NAME based on the supplier address provided
é for the “Address Name”.

- E.g.: SINGAPORE, KUALA LUMPUR, JAKARTA, BANGKOK, HCMC, BEIJING, BANGALORE etc. for
different countries depending on the address information

é - Fill'in Supplier Address Information.

- Check the address purpose check boxes as below.
= To issue purchase order, “Ordering” checkbox must be checked
é = To process Invoice, “Remit to” checkbox must be checked
] = To participate in Sourcing-Bidding Process, “RFQ or Bidding” checkbox must be checked
- Phone, Fax, Email information for this address can be filled here.

- Contacts created in the previous step must be assigned to this supplier address.

@ 1 o- Click on “Actions -> Select and Add” in the Address Contacts section or the E icon.
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Select and Add: Contacts

4 Search

Mame

View w Format w Wrap

Hame Job Title

Job Title

Search

Email Phone

Reset

Yuan, Mr. Chuan

| chuan.yuani@ad...

Rows Selected 1

Columns Hidden

1

Apply OK

Cancel

« Select the contact created in “Contacts” tab and click on “Apply/OK” buttons.

¥ HongLeong Bank

Create Address

* Address Name Malaysis
* Country  Malaysin -
" Address Line 1 Mo 118

Address Line 2 2nd Floor

Address Line 3 Jalan S2 1845

® Post Code 47500
* City Subang Jays
® State Selengor

4 Address Contacts
Select the contacts thet are sssocisted with this sddress

Actions w  View w Format w »x N

Hame

Yumn, Mr. Shusn

Columns Hidden 4

* Address «F Cedaning

Purposs « Rsmit to

" RFQ or Bidding

Fax 80 -

Job Title Email

chusn yusng@ed

Administrative
Contact

-~

Creats Ansther

-

User Account

Cancel

+ (Click on “OK” button. If more addresses need to be entered repeat the same steps.
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@O—) o @ 6 6 7)
Compary  Contacts  Addresses  Bark  Products andQuestonna = Review
Detais Accounts  Sesvicss

ME SaveforLater  Register  Cancel

Enter atleast one address.

Atonsw Vieww Fomatw < Create / Edit X Delete Froaze 'y Detach
Address Name Address Phone Address Purpose Edit Delets
Malaysa No 118.2nd Floge Jalan SS 154G 47500 SUBANG JAYA SELANGOR MALAYSIA Ordenng. Remd %o, RFQ or Bidding 7 b 4

Columns Hidden 3

* (lick on “Next” button once all Address details are entered.

Step 4: Supplier Self Registration - Bank Contact

)§ HongLeongBank Sgnl

~ ~ ~ ~ ~ ~
v (v) (v} ° (v) (6) (7)
\/ \_/ \_/ \_/ \_/ s
Company  Contacts  Addresses Bank  Products and Questonna Rewew
Detais Accounts  Seraces
Back  Next  SaveforLater Register  Camcel
Actons v View v Format v Freeze . Detach
Account Number IBAN Currency Bank Edit Delete
No data to display
Columns Hidden &

« (Click on “+ Create” to enter Supplier Bank Account information

Create Bank Account
* Coumtry Malaysia
Bank  Mong Lecrg fank
Branch Kusala Lumpus Man Beanch
* Account Number 765645000016
Additional Information
Account Name  Advanced Engoeering Pows Bid  Agency Location Code
Aleenate Account Name Acceunt Type
Account Suffix Description

Check Dights

Comments

Note 10 Approver  Please erawen 10 msske all the compay paymeets 10 this garp sccount

o e [5Gt

 Enter Supplier Bank Account information and Click on “OK”.
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« Reminder :
a. Suppliers are required to maintain a Current or Savings Account by Hong Leong Bank or
Hong Leong Islamic Bank for payment purposes.

"won

b. Fill in the Country, Account number (without
Bank Branch, and Account name.

, spacing or any special character), Bank Name,

>§ HonglLeongBank ) Sl

Actons v View v Format v Create  / Edit X Delete @ u Detxch
Account Number IBAN Currency Bank Edit Delete
| X00000X0016 MYR Hong Leong Bank / X

Columns Hidden &

« (lick on “Next” once Bank Account information is entered.

Step 5: Supplier Self Registration - Product & Services

)§ HongLeongBank ‘ Sani
>0—0—0—@ ®
par Addresses  Bank Products Cuessonna
1a: AC and Services

Back  Next Save forLater  Register  Cancel

Enter at least one products and senvices category.

Actiors v View v Format w | [ Selectand Add * Detach

Category Name Description Remove

No data fo display

+  Click on “Select and Add” to specify the product & services to be provided by Supplier.
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0000 0 0

Company  Confacts Addresses  Bank  Products Questonnaire Review

Dels Accoun's and Services
Register Supplier: Products and Services Back Saveforlater Registr  Cancel
Enter at least one products and services category.
Acions v Vieww Fomatv [ SelectandAdd ) Remove Freeze ) Detach ) Wrap
Category Name Description Remove
Non T > Non T - Sock > Stock Loose Staonery Stock Loose Siationery X

« Click on “Next” to move to Questionnaire section after selecting Product and Services.

Step 6: Supplier Self Registration - Questionnaire

3¥ HongleongBank

Dack  Wext  Sewetorister  Fegmter  Cascel

Questions
Sutoorting Docements (Secton § of 1)

B CarMicane of Mot | Mogaien Coribiates
D 1 Segvorieg Decumwees . Yo
"

+ In the Questionnaire section, respond to all mandatory questions and attach requested documents.
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« If response to question is ‘Yes’, please attach mandatory document as requested.

*10. DECLARATION STATEMENT
+ a I/We - (a) confirm that all information provided herein is true and complete; (b) authorize and consent to Hong Leong Bank Group (*HLB Group®) to verify the information from whatever sources and manners that is

deems appropriate; (c) authorize and consent to HLB Group obtaining any other information from any sources including but not limited to the CTOS, RAMCI, NORKOM, or any credit reference agency. or any authorities as

HLB Group may in its absolute lion deem ny ary or in 1 with this i (d) agree that my/our application may be declined without any reason given; () agree to maintain a HLB account for

any payment transaction in connection with the distribution and provision of products and services;

Comments

%

/| a. /We - (1) have read and understood HLBG's Personal Data Personal Statement ("PDPS”) from HLB's website (www.hib.com my/procurement) and agree that all Personal Data provided to the HLBG andfor acquired
by the Group from the public domain will be subject to such PDPS; (g) have read and understood HLBG Sustainable Practices from HLB website and agree to uphold these practices together; (h) have read and understood
HLBG’s Code of Conduct & Ethics for Business Partners and HLBG's Anti-Bribery and Corruption Policy and (i) have read and completed the Anti-Bribery and Corruption self-training module from HLB website and agree to
adhere to a high standard of professionalism and ethics in the conduct of my/our business.

Comments

*12. Please download the templates and upload the completed files
Attachments Combined VDD Questionaire (6Ma

(@) a.Yes
* Response Attachments B00K2.xisx =
() b No

Comments

End of Section 10f 1

« In Questionnaire 10 & 11, please tick the Checkbox as self-declaration

+ In Questionnaire 12, please click on the attachment “Combined VDD Questionnaire” and download. Fill
in the required fields and attach the completed questionnaire.

« (Click on “Next” to move to Review section. Please review all your entries for all sections (Company
Details - Questionnaire) and click on ‘Register’ to complete the registration.

>§ HongLeongBank Sani

v Confirmation x

Your me¥aon roquest was SLbmed Yoo Wil MRCHYE 30 0-T1al 384 yout TRgRYALn SRt 1 Feviewed

oK

» Confirmation of successful submission of Supplier Registration.
* (lick on “OK” to submit for approval.
* You will receive an email after your registration request is reviewed.
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