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1. Register as a new Vendor

e If you have received an invitation link from a Buyer, click on their link to begin.

e Otherwise, go to the WeManage Homepage, and click Register. From the drop-down, select Vendor.

NOTE: If your organization already has an existing account, please do not follow the steps below.

Contact your admin to add you as a user under your organization’s account.
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Figure 1: Register as a new Vendor

e  Fill up all the mandatory fields (*) in the Vendor registration form.
NOTE: All fields do not allow the following special characters: <> { }

e If you are a Malaysian company, and you don’t remember your company’s 12-digit registration
number, use any search engine to search for “[your company name] registration number”

e Once all mandatory fields have been filled, tick the checkbox and click Register at the bottom of the
form.

* | have read and agreed to the Terms of Use and Privacy Policy

REGISTER

Figure 2: Acknowledge our Terms of Use and Privacy Policy before clicking on Register

e You will receive an email notification to activate your vendor account.
Please check your email’s junk/spam folder if you did not find it in your Inbox. The account activation
link is only valid for 14 days.

’ no-reply.notice@wemanage.cloud

WeManage Vendor Self-Service Portal - Login Activation

Pelea 2003 4005 [ 7 8 9 1001 1200 1300 14 15 ) 160 1 170 1 180 1 019 2 2 22 23 2 25
Dear Ken.Zie,

Your Username is: wmkenzie
Your Registration No. / Organisation No. is: 99890-T

You have received this email because you have created an account to access to Vendor Self-Service System. Please activate your account to login to the system for
the first time.

For security reasons, the link will expire at 10:50:51 AM, on 09-Aug-2019 or after you activate your account.
Thank you.

This is an automated email - please do not reply to this email.

Figure 3: Notification Email - Activate Account

e Click on the hyperlink in the email. You will be directed to a page to set your password.

Record: WM/RegisterAsAVendor/080224 v1.0 Page 2 of 4


https://wemanage.cloud/eProcurement/Home
https://wemanage.cloud/Account/Registration

WeManage Procurement — Register as a Vendor v1.0
Classification: Public

e Key in your Password and click on the SUBMIT button.

Set Password
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Figure 4: Set Password

e A message will appear once you have successfully set your password. Click LOGIN to begin using the
system.

e If you haven’t already done so, click on your Buyer’s invitation link. Then, click on the link at the top
to associate with the Buyer’s company.

Already Registered? Clico associate to the company #80 Sl e e

Register As a Vendor

* Registration Type

-Please select- v

Figure 5: Set Password

2. Complete Your Company Profile

e After logging in, click on Company Profile in your homepage. This is important because if your
company profile remains incomplete and unsubmitted, Buyers cannot invite you to participate in
their sourcing or award activities.
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Company Profile £

Get started by completing your
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Next = End tour

Figure 6: Company Profile
e Complete your company profile by filling up the mandatory fields on each tab. Once each tab is

completed and saved, a green tick will appear for that tab.

El N\ VeVanage COMPANY PROFILE
CORPORATE FINANCIAL TRACK RECORD DOCUMENT
BACKGROUND STRUCTURE  ~ INFORMATION RESOURCES  \ND REFERENCES * UPLOAD

Figure 7: Company Profile tabs

e Once all the tabs are completed, the Submit button will appear at the bottom of the Document
Upload tab. Click on the button to submit it to your Buyers for their review.

e Congratulations, you have completed your registration and company profile setup. Once your
company profile has been approved by your Buyers, you will become eligible to be invited to their

tenders, quotations, reverse auctions and more.
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