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Step 1 — Logon

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

Home Page @ Login = Contacts # Terms And Conditions

If you have query on the Member Login

system or need helps on how
to use the system, please o
click the Contacts to find out ﬁ,"
the contacts of the Support
Organisation.

dv e o 8
Shell.com - linking you
our activities world :-'

Company ID. |

User ID. |

Password |

Accept & Enter |

I have read, understood and accepted the
Terms and Conditions of Use, and the
Process and Procedures of Use (all
hyperlinks collectively known as the
Terms and Conditions") and by clicking the
"Accept & Enter" button, I accept and
agree to be bound to the Terms and
Conditions,

Key in your
valid
Company ID,
User ID and
password
and then
click Accept
& Enter
button to log
on.
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Step 2 — eProcurement Main Menu

Sahah Shell Petroleum Company Limited

AFQs

eProcurament
POs

Hacant Events Changea Praofle Log Out

Aecsipts

Payments Reports Help Lag in User:

RFOs=
'8 List RFos
| E Accept RFQ

' Modify RFQ
— Response

"B view RFQ

[E Submit RFO
_ Response

RFQs
POs
Receipts
Payments
Reports
Logout

eProcurement system alloves the entire procurement process to be conducted online. & user can raize & Purchase Requisition (PR)
online and submit it for online sppraval. An spproved PR will be converted into & Reguest for Guotation or RFG (if the PR contains non-
catalog or non-cortract tems) or & Purchase Order or PO (if | cortains cortract tems only). A buyer can send the RFQ to suppliers
electronically and notify them through emails. The suppliers will then decide to accept and respond to the RFG electronically o reject
the RFQ invitation. After the closing date of the RFG, the buyer will evaluate the RFQ responses and submit the evaluation resutts for
approval electronically. Once an RFQ is approved, it will be converted into a PO. The PO will be sent for approval electronically before
it can be sent to the supglier. PR, RFG and PO can be crested independently from each ather if & complete end-to-end sutomation is not
reguired.

A zupplier who receives a PO can accept or reject a PO If a supplier accepts a PO and delivers the goods, the buyer or the
warehouse staff can accept the goods and creste a Receipt for each delivery. Once a receipt is crested and sent, the payment
instruction for the receipt will be created automatically. The payment instruction will e sent to the bank to authorize the bank to pay the
supplier.

For bidders to receive and accept Request for Quotation, response to invitation to bid and submit bid response.
For bidders to receive and accept Purchase Order

For bidders to monitor the Goods Receipt Note (GRN)

For bidders to monitor their payments

For bidder to view the report

For log off the system

g in Time: Decermber 3, 1



Request for Quotation (RFQ)
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Step 3 — View invitation to bid

Receipta ~ Paymants

Raports Help

RFQs

_’ﬂ List RFOs

-
& Accept RFQ

& Modify RFQ
. Response
=

E view RFOQ
[E submit RFQ
. Response

RFQs POs
|
—

List RFQs

£

A

status |= | | Al

Log in User:

Mo

Sort By | RF2 Clozing Date

LI in IDescending Order

[

RFQx RFQ
RF{ Ho. RFQ Description Received Response
Date Date
. 09 DEC 2006 31 DEC 2006
1 |EEGO0T19193 testing RFG - 132 - 1500
2 | REQOm 9192 Purchasze of computer 09 DEC 2006 27 DEC 2006 |Pending Accept
= consumables . 13:02 . 15:00 Reply Reject
07 DEC 2006 |07 DEC 2006 07 DEC 2006 .
3 |REGO019197 test 2232 1047 10049 1053 Submitted
30 MO .
4|RFCO0I1E4  |supply of batteries - 27 MOV 2006 | 2006 Pending
15:40 1500 Reply

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
‘ AcceptReject RFQ l

RFQ Ho. RF@0019194 Status Pending Rephy

RFQ Description Testing RFG Closing Date/Time 31 DEC 2006 =t 15:00
Category MYY-35 : Merlin - COMPUTERAT (MIRI)

Quotation Validity Period 30 Days Buyer TEST BUYER

Buyer Office Phone Ho. Buyer Email Address tang@shel com

Ship-To Organization Saravesk Shell Berhad Heed By Date

Ship-To Location Code Lutang kain Office LLE Delivery Terms LDoP

Ship-To Address Saraveak Shell Berhad Lutong bir 98003 Sarawak

Package in Accordance to SPIE: Yes QAQC Required: Yeg

Document o
n e SR mmm

1 |PMB podf RFG Testing - Dravwing 31.78 | pdf a

oy vom

56k, CompatFlash Modem Part 1 lee

Mo, 1458308-001

1 Ry -72.61.59 MOD 1-35-2

3M - Gel'Wiist Rest for
MU T2 BT SOCVR 1351 Keyhosatd and Mouse, Black 2 e

2I

Remarks

Accept Reject Reset |

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

J

3

> Delivery location and terms (INCOTERM)

Any special instructions.

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

List of RFQ ltem and the quantity

=P To view more detailed information
for the item, click the ltem Code.
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Step 5 — Accept or decline the invitation
‘ AcceptReject RFQ l

RFQ Ho. RF@0019194 Status Pending Rephy

RFQ Description Testing RFG Closing Date/Time 31 DEC 2006 =t 15:00
Category MYY-35 : Merlin - COMPUTERAT (MIRI)

Quotation Validity Period 30 Days Buyer TEST BUYER

Buyer Office Phone Ho. Buyer Email Address tang@shel com

Ship-To Organization Saravesk Shell Berhad Heed By Date

Ship-To Location Code Lutang kain Office LLE Delivery Terms LDoP

Ship-To Address Saraveak Shell Berhad Lutong bir 98003 Sarawak

Package in Accordance to SPIE: Yes QAQC Required: Yeg

1 |PMB podf RFG Testing - Dravwing 31.78 | pdf a

Document o
n e SR mmm‘

56k, CompatFlash Modem Part
1 |WYY-F2 61 59 MO0 .1-35-2 Na. 148906-001

3M - Gel'Wiist Rest for
Keyhosatd and Mouse, Black

2 |MYY-T2 A58 GER 15351

Remarks

e

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.

Response for RFQ RFOQ0019194 was successfully accepted.
Click here to Modify RFG Responze

Click hetre to &ccept another RFG
Click here to Wiew Thiz RFG.

Microsoft Internet Explorer x|

@ Confirm to Accept RFQ: RFQO0191947

Cancel |

Microsoft Internet Explorer x|

@ Confirm to Reject RFQ: REQO0191947

>

Cancel |




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
Response for RFQ RFOQ0019194 was successfully accepted.

Option 1 - You can click Modify RFQ Response to proceed immediately

Llick here to Modify REGLRespons after you have accepted the invitation.

Click hetre to &ccept another RFG
Click here to Wiew Thiz RFG.

I—e £ List RFQs A
i List RFQs
.ﬁ Accept RFQ
Status [= ™| |&l - Sort RFG Closing Date * | in |Descending Order b
2 Modify RFO - =l = oy | ] -
— Response
H vi RFQ RFQ
MiEwREG RFQ Ho. RFQ Description Received Response
[E Submit RFQ ! Date Date
— Response N [ 09 DEC 2008 31 DEC 2006 |Pending | Accent
RS R 4 ) 15322 ) 15:00 Feeply Reject
htouclityy
2 |RFQO019184 | Testing RFQ - ?g.ggc Aalta sl 1315,35(: R EES! ':.r't”SE
Eedponse
Purchase of computer 03 DEC 2006 27 DEC 2006 | Pending Acgept
5 |BREITSE: conzumables . 1302 . 15:00 Regly Rejct

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

f Mty BFQ Bsponae )y Manuge B s

Sarwwcnic Srall Barhid
Lotaryg Mardiihos LLE

P —— &
il

Slatux Accrpind

laaing DT e 31 DB s e 15 00

Byt TEST BV ER:

Buyer Emall Address niEheloon
Hazezed By Dlat e

Dbty Terims Dol

Sarawoal Sredl Berhad Lol ong el 35005 Saraswaall

Suppler TG Rer Mo ”

AR (e Fcwpd of [0 "
Conbact Person ®

Conlet Pirson T hio *
Conbwct Person Fac bl

Fapadis ek

e ooy Faekd

orleet Perdin

Elﬂhﬂnﬁ
ﬁpﬂmﬁu

kil any 0 be endered here|

e bl

There will be three sections for you to enter your offer namely:
1 — Modify RFQ Response

2 — Manage RFQ ltems

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 ltems tab.



Step 8 — Enter your offer item

/Mudif_t,r RF( Response -\‘ Manage BRFQ Hems _A / Manage Documents \

RFQ Ho. RF20019194 Status Accepted
Supplier RFQ Ref. Ho.. My quatation Reference RFQ Description Testing RFQ
Category MYY-35 . Merlin - COMPUTERAT (MIRI)

T

1 |72E189mops | O CompetFlash Modem Part 100 |PC RMI 2022 RMI 2022
L2 Tag UL a1 48908-001
352
-

5 | easmenm 2N iR 200 |PC RM | 12.22 RM | 24 44
_—35_1 Keyboard and Mouse, Black
Total R I 44 BB

Save & Mext I Save | Cancel I

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)

/Mndify RFQ Response \/ Manage RFQ tems \ . Manage Documents

RFQ Ho. RF20019194 Status Accepted
Supplier RFO Ref. Ho.. My gquotation Reference RFGQ Description Testing RF
Category MYY-35 : Merlin - COMPUTERAT (MBI

File * I Browse... |

Description ;I

pload | Reset |

Nate  * Compnlsony Fleld

1 Suppn:nr‘t Log xlz Draweing 1 | 3950 |zl | Retnove

Continue I

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.



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

RFQ RFQ0019194 Please Choose the following action to continue

I Click here ta continue to Submit this RFGQ Response. afer you have successful modified your RFQ.

Click here to Yiew Thiz RFG.

o

Option 1 = You can clickSubmit RFQ Response to proceed immediately

I—e £ List RFQs A
i List RFQs
.ﬁ Accept RFQ
Status [= ™| |&l - Sort RFG Closing Date * | in |Descending Order b
2 Modify RFO - =l = oy | ] -
— Response
B vi RFQ RFQ )
MiEwREG RFQ Ho. RFQ Description Received Response in
[E Submit RFQ ! Date Date ;
Response —r 1 /"~ " "TJrarecam: | =4 mEe onne Ibaedicoe | aooeer
o ) 09 DEC 2008 3 DEC 2006 |Pending Acce
1 |RF20019193 testing RFQ - 1599 - 1500 Reply Feiect
Pty
2 |RFQOD19194  |Testing RFG ; ?g.ggc 2006 | 1315,35(: 2008 | 5 ccepted g—p—ﬁim?tnse
Respanze
Purchase of computer 03 DEC 2006 27 DEC 2006 | Pending Acitept
5 |BREITSE: conzumables . 1302 . 15:00 Regly Reipct

Option 2 - Via List RFQ, click the Submit Response button to proceed
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Step 11 — Preview your quotation prior to submission

‘ Submit RFQ ;

RFQ Ho. RFEO019194 RFQ Description Testing RFG

Status Accepted

Closing Date/Time 31 DEC 2006 &t 15:00 Category MYY-35 : Merlin - COMPUTERAT
Quotation Validity Period 30 Days Buyer F[’:‘;E_:_J BUYER

Buyer Office Phone Ho. Buyer Email Address ttan@@shel com

Ship-To Organization Sarawak Shell Berhad Heed By Date
Ship-To Location Code Lutong Main Office LLE Delivery Terms oop
Ship-To Address Sarawak Shell Berhad Lutong Miri 95009 Sarawak

Package in Accordance to SPI: Yes QAQC Required: Yes

Supplier RFQ Ref. Ho. Iy quotation Reference Response Date/Time

Response Submission ARO (After Receipt of PO) 2 wweek

Date/Time

Contact Person Contact Person Contact Person Tel Ho. BEEGES

Contact Person Fax Ho. BEGEEE Remarks Remarks if any to be entered here

[ Ho. | Dacument Hame Document hescrigtion  Sice® Format | Action |
1 | Support Log xls Drawing 1 3850 |xls a

o Jromore—Jromtone oy Jiow | unarres | Tores

WY
1| 726159 MOD 1 S6H CompatFlash Modem Part 100 |PC R 022 | R 022
COLAMEL o, 145908-001
352
WY~

3M - GelWrist Rest for
2 ?325811 .59 R Keybosrd end Mouse, Black 200\ PC FM 1222 M 24 44

Total | RM 44.66

Submit | 4

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.

Response for RFQ RFQ0019194 was successfully submitted.

Click here to Submit ancther RFG
Click here to Wiew Thiz RFQ.

Microsoft Internet Explorer x|

@ Confirm ko Submit RFQO0191 94
Cancel |

Click this Submit button to proceed and
OK button to confirm, when prompted
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Step 12 - View RFQ status

R ‘ List RFOs ;

e
B List RFOs
e
E pccept RFQ
Status |= ™| | A A Sort RF Clozing Date - | in | Descending Crder -
6 Modify RFQ = = [ By | >lin] [
__ Response
= RFQ RFQ RFQ
Miew RO RFQ Ho. RFGQ Description Received Response Closing
[ Submit RFQ h Date Date Date
— BESPODSE 1 |rrcooiatas  ltesting REG 08 DEC 2006 31 DEC 2006 |Pending | Accept
e 4 ) 13:22 ) 1500 Reply Eeject
. My quotation |09 DEC 2006 |09 DEC 2006 a1 DEC 2086 .
2 |REQOM 194 | Testing RFQ Reference  |1333 19:12 1500 | Stbmitted |
Purchasze of computer 09 DEC 2006 27 DEC 2006 | Pendlng ACCe
3 |ERe0015152 consumables ) 13:02 ) 1500 Rep{ Eeject

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

List POs

= =

: : PO
PO Description Supplier PO FORECEIEd Response PO Amount Actions
Ref. Ho. Date
Date
0an 272004 Pendi Accept
‘ PoO0014475 Stationery ‘ASSEI.I‘EENMETE ‘1? A4 ‘ ‘ 1,500.00 ‘ E e

ll IF'ending Fegply Sort By I PO Mo, ;I in I.ﬂ.scending Order

Status I =

A

If you wish to view the
full PO content before
accept or reject the PO,
click the PO No.

To view the PO before
you accept the PO, go
to List PO and then click
Accept button.
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Step 13 - View a new PO

‘_ Accept PO _'l

PO Ho. POO01 4473 PO Description tStationery

Status Pending Rephy Remarks Supplier pls pravide sample befare
final delivery.

Buyer wong bin Choo Ship-To Organization Sarawvwak Shell Berhad

Deliver-To wong bin Choo Deliver-To Department EP&-T-EF

Ship-To Location Code Lutong Main Office LLB Ship-To Address Saravvak Shell Berhad Lutong Miri

93009 Saraveak

oo ose—Jmtene e Joon || T

[ .
1 |7251.59.6WR. 3M - Gel Wirist Rest for 1500 |PC R 100.00 R 1 ,500.00
3517 Heyboard and Mouse, Black '

Total | RM 1,500.00

Supplier PO Ref. Mo. I
ARC (After Receipt of PO * 3 weeks
Contact Person * MUl &b Al Rezak
Contact Person Tel Mo, * IUBS-BBSS?E
Contact Person Fax Ma. IDBS-BBS?2B
Remarks :I
=
Accept Reject Reset I

Purchase Order PO001 4473 was successfully Accepted.

Click here to Accept another PO,
Click here to Wiew This PO,

Microsoft Internet Explorer x|

@ Confirm ko Accept PO POOO1 44737
Cancel |

f

Click Accept button to accept.

To decline, click Reject button to
complete..



Receipt (GRN)
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Step 14 — List Receipts

GRMOO1E8E5  |PO0016064

: Llst Ret:mpts

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

Sort By I Receipt Mo. j in IDescending Order ;I

29 Apr 2005 - 1537 |Received

]

GRMOO16325  |PO00171:359

EPA-S-HSE-SU 25 Apr 2003 - 1413 |Received

3 |GEMOOETIT  |POO016392 T EPH.-h03

A

25 Apr 2005 - 1411 |Received

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.
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View Receipt

PO Ho. PCO003985 Receipt Ho. GRNODD37E3
Receipt Date 17 Sep 2003 - 16:33 Remarks tem delivered in good condition.

Ship-To Organization Sarawak Shell Berhad Ship-To-Address Saravwak Shell Berhad Lutong Mir,
93009 Saraweak Malaysia

Requester S5E Requester Ref. Ho. EPt

Buyer Lil Final Delivery Destination LLB3-177

Ouantlly
tem Code Hem Description Purchased Ou'tstandlng
Accepted Relen:ted Total
1 Elulb for PLUS UP-300L LCD e
9 BUB.1-35-2 | Projector




Payment (GRN)

Page 20



Page 21

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.

‘ List Payments ‘;
Status |= ;I I.ﬂ-.ll ;I Sort By I Payment Mo. ;I in I Azcending Crder j
Payment Payment Payment
Payment Ho. PO Amount | Recipient Department Creation Authorised Captured
Date Date Date
1 |PAYO003409 |POOOO3E3E | RM 123400 (M~ EPapM.LOSRY |DF 58P 2003 - |04 Sep 2005 - 104 Sep 2003 - |, G
11:37 11:40 11:40
2 |PAYOO03601  |PODOOZSTY | M 138800 M EPT-IT-AM Ui st etitgls il st antele |5 SsEaihe s | o
. 11:47 11:51 11:51
17 Sep 2003 - 17 Sep 2003 - |17 Sep 20035 - .
3 |PAYO003E06  (POO00407 Rt 465.00 |Fe EPA-T-ECH 1524 1596 1596 Paid
Please note the payment status
' ' PO Ho. POO003E35 [ IR
If you wish to view the bli kh dih . . d
et e Fea Receipt Ho P Public Bank has accepted the payment instruction an
dlick the Payment No. . e will remit as per the agreed payment terms
Payment Ho. P&NO003409 .. . .
The View Payment will ———— 2 - Transmission Failure or Pending Capture or
. Created
show the status of the Status Paid his indi here i ol . d
avment. amount and This indicates there is possible transmission error an
pay date and fime Fayment Amount RM 1,234.00 system will automatically alert the System
' Creation Date 04 Sep 2003 - 1:37 Administrator for further investigations and
rectifications.
Authorized Date 04 Sep 2003 -11:40
3 - Paid
Captured Date 04 Sep 2003 - 11:40 c o o
pt " This shows Shell has paid Public Bank.

Remarks



Thank You
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