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Step 1 – Logon

Key in your 
valid 
Company ID, 
User ID and 
password 
and then 
click Accept 
& Enter 
button to log 
on.

URL - https://ep.marketroot.com.my/eprocurement/ssb/main.html

If you have query on the 
system or need helps on how 
to use the system, please 
click the Contacts to find out 
the contacts of the Support 
Organisation.
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Step 2 – eProcurement Main Menu

RFQs – For bidders to receive and accept Request for Quotation, response to  invitation to bid and submit bid response.
POs – For bidders to receive and accept Purchase Order
Receipts – For bidders to monitor the Goods Receipt Note (GRN)
Payments – For bidders to monitor their payments
Reports – For bidder to view the report
Logout – For log off the system
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Request for Quotation (RFQ)
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Step 3 – View invitation to bid

To view the list of invitation to bid, click List RFQs and the list of invited RFQ will be shown.  

To view a particular RFQ, click the Accept button.
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Step 4 – Preview the invitation to bid

This is a sample of the RFQ.    Please pay attention to all 
the information and conditions stated in the RFQ.

General information such as RFQ No.,  Closing Date, 
the Buyer whom you can contact in case of query, 
the RFQ Bid Validity period given by the Buyer

Delivery location and terms (INCOTERM)

Any special instructions.

Click here to view or download  the attachment, if any.

List of RFQ Item and the quantity

To view more detailed information
for the item, click the Item Code.
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Step 5 – Accept or decline the invitation

To accept the invitation to quote, click Accept button.

If you wish to decline, please enter your reason in the 
Remarks column and then click Reject button to confirm.
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Step 6 – Prepare your bid response

After you have accepted the RFQ and assuming you have your bid responses ready to be key into the system, there are two common options for 
you to enter your offer.

Option 1 – You can click Modify RFQ Response to proceed immediately
after you have accepted the invitation.

Option 1

Option 2

Option 2 – Via List RFQ, click the Modify Response button to proceed
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Step 7 – Enter your offer general information

There will be three sections for you to enter your offer namely:
1 – Modify RFQ Response
2 – Manage RFQ Items
3 – Manage Documents

Under the Modify RFQ Response tab, please enter the following

•Your quotation reference under Supplier RFQ Ref. No. column
•ARO in weeks 
•Contact Person, Tel. And Fax No. if there is any change
•Response remarks if any.

Click Save & Next button to go to Manage RFQ Items tab.
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Step 8 – Enter your offer item

Key in your item Unit Price.  Enter Unit Price zero (0.00) if you cannot offer that item.   Click Save & Next to move on.
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Step 9 – Upload attachment(s)

If you have additional information to be included, click the Browse button to retrieve your file and then click Upload 
button to upload your attachments.   Click the Continue button to end.
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Step 10 – Submit your bid response

After you have successfully key in your offer and assuming you are ready to submit your bid responses, there are two common options for you 
to submit your offer.

Option 1 – You can clickSubmit RFQ Response to proceed immediately
after you have successful modified your RFQ.

Option 1

Option 2

Option 2 – Via List RFQ, click the Submit Response button to proceed
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Step 11 – Preview your quotation prior to submission
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Before the system validate and accept your submission, it will 
be shown in preview mode for you to check before confirm to 

submit.

Please note you can only submit your quotation once.

Click this Submit button to proceed and 
OK button to confirm, when prompted



Step 12 – View RFQ status
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Your RFQ will be changed to Submitted after you have submitted your quotation.



Purchase Order (PO)
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Step 13 – View a new PO
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To view the PO before 
you accept the PO, go 
to List PO and then click 

Accept button.

If you wish to view the 
full PO content before 

accept or reject the PO, 
click the PO No.



Step 13 – View a new PO
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Click Accept button to accept.

To decline, click Reject button to 
complete..



Receipt (GRN)
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Step 14 – List Receipts
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If you wish to view the 
content of the receipt, 
click the Receipt No.

The View Receipt will 
show the breakdown of 
items accepted or 

rejected for a particular 
PO.

If you have query on the 
PO, please contact the 
Buyer of that PO.

This screen shows an overview of the list of goods receipt note processed.



Payment (GRN)
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Step 15 – List Payment

This screen shows an overview of the list of payment instructions transmitted to Public Bank for 
payment, for the goods have been duly received as per the agreed PO.

If you wish to view the 
content of the receipt, 
click the Payment No.

The View Payment will 
show the status of the 
payment, amount and 

date and time.

Please note the payment status

1 – Captured
Public Bank has accepted the payment instruction and 
will remit as per the agreed payment terms 

2 – Transmission Failure or Pending Capture or 
Created 
This indicates there is possible transmission error and 
system will automatically alert the System 
Administrator for further investigations and 
rectifications.

3 – Paid 
This shows Shell has paid Public Bank.
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Thank You
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