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Chapter 1: User Manual Overview

This manual aims to help SPH Suppliers to familiarize and provide step-by-step
instructions on how to access / navigate SPH Supplier Portal which is interfaced to SPH
Procurement to Payment (P2P) system.

This portal serves as a platform for suppliers to bid for products and services that is
published on SPH’s website. It also allows suppliers to accept Purchase Orders (PO)
from SPH and send delivery orders and invoices back to SPH electronically.

Chapter 2: Supplier Registration (has business transaction with SPH for past 5 years)

a) Please email to P2P Supplier Portal Support Team, sph _p2p supplier@sph.com.sg for
your User Name and Password.

b) Upon receipt of your User Name and Password,

1. Click on the link provided on the email or enter the Supplier Portal URL:
http://sph.bprocure.com/ (Please use Internet Explorer)

2. Enter User Name and Password

3. Click Login

Procurement-to-Payment (P2P) System

Supplier Portal

*) Login Business Opportunities

Show | 10 v | entries

User Name
Password (\‘W‘(—MM— Dor_Ref crwmm-
1 Description DD)

) 2024-02-24 RFQ7034318 Advertising Self-Service Portal - Digital 2024-03-1
15:0813 Signature 12:00:00
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4. Terms and Conditions will be displayed for first time login. Please click “I Accept” the
Terms and Conditions to proceed.

’ Terms Acceplance + Back
Tasks o do

3 Upants Protie

Term and Conditions (Rev. 207/2014) 1
Language + English-Amercan
Weitome 10 our She. Please Websee T4 ﬂ~mmumvwmmmmymmmwmnm Sefnec
m;wmmnmummmwmmmmm roldings Limbed reiated onthies. a¥tlistes and subsiciaries (incvidually and colectvely, “SPH")
By your (ce where Cuse 1.1.2(W) apches, your 2hATS o WBIT S} 32293 of this Site BNCUDN USe of The SErices. you Rereby 3gree 10 be legally bound by these Webdsite Condmans. If you 60 not acept these Weste
Condecos. piease lesve the Site anc discontoue Use of the Services immediately.

1. Agresmet
11 Y hereby reproseed and warmant that
111 you have read and agrne 1o those Websie Condition and ow Privecy Paliey.

1.1.2y0u ore at fesst 18 T pOwes B0 BUINGAty 10 agree 10 these Website CONCINCES 80T you Sre ether
0
() 32cessiog mis Ste, LG the Services and CONIrAChng on bERal of 8 Corrte Nty of
coniracting ep perend o Quercion ol s ¢hAd cr ward wh 8 leas hon 18 years ok gnd wh s ascessing (N Sis and uaing the Servees. o mhich rverd you sores o2 hisher bom n
|I1m,p:.‘w1uhlﬂlnﬂwd bound by inese mm:mnumummﬁ-um-x 803 OMIBSIONT While SCCessng the BN usng.
Websile CondBons
113 you a6 authorsed 15 bind the oniity Mum-muﬁl , these o
1.1, 438 of the information Droviced by you t SPH 0
12 3PH resarvos B righ 1o chongs. madéy, suspend or Gaconlinua tho whole oe any portion of the Services or Ste ol any e SPH rostrct your
< 20 eetire Serviees of S0 wehout nobice o Rabity
1.3 SFTime from e s me very or smend inese Webste Conciions by posing e amendes Wedshe Condions e s She. An ves of e Servces afer
Sasenad 15 Ba ALapIAACe OF the AMANSAT WaBARe CONSSANE by you 0h 50164 15 ha AMANIAT ABALA CORGRANG, you Pave the nght 15 Sobe yOU ALLOUAL AGION EAALE LADG T SATICAL
Detotices
90 Agrnement, the Sollowing denisons shall spoly umines the contet does not permit such applk e8cn
CACEOUNT MAANS 8 tagRiered accour of & Member wndes this See.
“ -mnwmmqm ‘Conaitions and the Privecy Policy. 30 In the case of 8 Member. by these Websie Conaitons. the Privacy Poicy and the Member CONGRONS.

i Amipldivpdri ek paldony Servonel Sotel sssstent ol cheme cr it slocboric device vsad o eccesa this S#o e the Sarvices

Means Malerais MIcrMASon News advertaements Lslings Cata Vot text Songs WISED. DRIUIes Draphics SIMware Dicps wel<asts DOOIasts DeOSOCAslS Medsages sofware
comments.. . I0eas 83 ohee Content
TLnked Sites” 1 60663 I Glouse & 1
“Member’ means a registered member of the Ste.

Sember Condmons mesns ;e serms eng condions ecos atle 1o Members ocessitis here.

‘Gnta, whether tros o not, aboul WertAmd # Panty an of I Bhely ks Rave Access
om, Trviems a0 SeNeIS RoAng. SHAALIG. MAASING. BISHING of LONTDULA t5 s Sr 80 e Sanices

%memunnmvmnmo
of oM. Vi this Ste or
‘YM pares & ol Bdverunod on Ste o webates inked hom the See
mmwcammn-u—wm-mzmn arAmle0, posted 0r vgioaded 0y
mmumwnuwﬂ Sie
22 The words “e¢103e" 800 NGRS

88 g sny
23 The bessings in this Agreemant 6o not have ony logal etezt nor shall they a¥ect the Eonstrushion of TN Agreement In any way.

3z !mm*wum-amu—qwnuuwmmwnam- a3 coectirely The “Seevcen’)
,.'usmnom«mﬁmm data, h‘ml‘“lm BUCI0 fles. HOCCOSIS. WECCENS. SORWEIE BOPIC TSNS ANd Uther Types Of works, NIINgG eny PAnt JigMsed or
7 ! electronic newspepen. magazines. Aops or SPH. whether 0oce o oeherwise,

3.2 8 0y etmer fostures, £ONMSNt or agpd:ations that SPH May oéler On Of thrsugh the She HOM time 1 Bme in &3 30ie BAd BRSO disretion
33 You 0nd 100 ING1 10 0E%S ANG USE Ceriam SErViEEs. YOu Wil D6 (BGUANed 10 regnler 0% A Member Ad AOISONARY Whall e Bound [0 ity Comply wih the Member Ganditins in 6338in 1o

34 Fm-.lam veys ol the Ste These are that availatie of the time ey pre run

4. Cootant Use Condcos.
4y Youmay mst reproduce. modfy, adagd. banslale, publsh. dagley. communcate, ¥nnsed, brosdcost podcnst webcast, distribule. sell ade or expkat for amy ccmmercial or ofher purpases. sny porson of o

any wecws o
4.1.1any Service.
412 Sae
413any SPH e e the prise oo permies in thess Wecsae Condtions
1 € any Thea Pacty Usee 1o errvpe o Maeman of e s6acie Usee Content |
17 Rights of Thieg Pardes
£ - Cluse 13 8 aho s not & of taem of e
(X Lt e bdd g i ol o sl Ly Sl gl bodom S DL oo DL g d L I
15. Force Majpure
18 4o pary e foraey sactom o cbkgasionsundar s Aossement ¢ e fse rsauk o a Frce Masure Cyert Sosstie e aacied party
pon o s .
0 Guae MM“N" 5mmm"- MMMIIW&‘N
!l:‘"’m mnmnnmmmwwumw—- Agreoment. Sic! 0F BBOUF SEpUIEY. T UnresL
gt o1 irodaten pavovis progpucipiiniot-egpd sy sor b sl g mgrrbons oo
18, Gm-mmlamm
These Sorvic s Shal bw govenad Inas of Sirgapore tmeatoe
19 ‘mmanmmouummmumm tmummmp ). A eiaw, "
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(1881 Upaates 04 2 Juy 2014)
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5. Next, Determine EULA/CLUF (Network User) will be displayed. Click the “I Accept”
the Terms and Conditions to proceed.

@ & —=0 ©

T ama Congoars Fin 3735040 Commen BUA CUS Mo chey Sne Fameer Lo Bt Lo o Agseere

@ 9

ot o Ausswn oy Pete

i®

6. You will be prompted to reset password if this is your first login.
Type in your new password twice and click Save.

*Password must be 8 characters long with at least any of the 3 criterions:
1 capital letter, 1 lowercase, 1 numeric and / or 1 special character.

o Password Change > Hazel

«" Generate Random Password

Connexion Parameters

Password + Confirmation  *

7. After resetting your password successfully, please proceed to Update Company
Profile (Chapter 5) & Profile Maintenance (authorized personnel in your company)
(Chapter 6) before you participate in all RFQs.
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Chapter 3: How to register as a New Supplier
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1. Using only google chrome m, enter SPH Supplier Portal URL :

http://sph.bprocure.com/

2. Under “Register as a New Supplier”, enter the following information:

a. Company Name

First Name

Email Address

=0 a0 o

Click Submit

%) Login

User Name

By logging-in to this portal, you have accepted
the Terms and Conditions.

¥ Register as a New Supplier
This is for company that does not have
any existing business relationship with
SPH.
Company Name
First Name
Last Name
Email Address
™
Im not 2 robot %
MTAPTTRA
Povazy-Tares

Last Name (surname)

Click “I’'m not a robot”

Business Opportunities

[¥] |entries

Show | 10

Doc._Ref.
No.
2018-08-17 RFQ RFQ7014361
09:38:10
2018-08-17 RFQ RFQ7014371
1515:59
2018-08-17 RFQ RFQ7014373
15:17:54
2018-08-17 RFQ RFQ7014370
1518:46
2018-08-17 RFQ RFQ7014372
15:30:08
2018-08-17 RFQ RFQ7014374
161719
2018-08-17 RFQ RFQ7014363
16:24:06
2018-08-17 RFQ RFQ7014365
16:2423
2018-08-17 RFQ RFQ7014364
16:24:55
2018-08-17 RFQ RFQ7014375
17:25:42

Showing 1to 10 of 22 entries

Tutorial

Video Guides
* Register as Existing Supplier
* Register as New Supplier
* Manage PO / DO / Invoice

Q Search
Qosing
Date
YYYY-MM-
Description DD)
Installation of Air/Water piping 2018-08-22
17:00:00
iPhone & accessories 2018-08-21
23:50:00
Promise Sanlink, Sennheizer Mic, Neutrik ~ 2018-08-21
connector 23:50:00
Audio Video Equipment / Accessories 2018-08-21
23:50:00
Sales Kit Booklet for 2019 2018-08-21
23:50:00
Sticker w/ LED light, program sequence 2018-08-21
on graphics (16Sep after 10pm) 23:50:00
Paint 2018-08-21
12:00:00
Hardware 2018-08-22
12:00:00
Thermoplastic Road Marking 2018-08-21
12:00:00
Supply & install 4 x 400w arm light, up to ~ 2018-08-24
H7m at Bugis Junction 12:00:00

Previous n 2 3 Next

Supplier Portal Manual (Update in Progress)
* Register as New / Existing Supplier
* Manage PO / DO / Invoice
* Respond to RFI / RFP / RFQ
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3. Password will be sent to your email

Registration completed:

A password creation notification has been
sent to Quek Linda
(sphsupplier24@gmail.com) - (Network
User)

Company Name

First Name

Last Name

Email Address

I'm not a robot

4. Login to your email to retrieve password

SPH Supplier Portal <sph.noreply@b-pack.com:=

N tome ~

Dear SirfMadam

Welcome to SPH Procurement-to-Payment (P2P) Supplier Portal.

A new temporary password has been generated to let you connect to P2P Portal

- Password: FK#r8!z2

Please use the link (httos://eudemo5 determine.com/olsph s/) to access to the Portal and update your company profile.

For Singapore-registered company, please select "Singapore” at the Identification Section, Legal Form figld. to enter your company's UEN and GST No.

Should you require any assistance, please contact us at SPH P2P Supplier@sph.com sg or +65 6218 8482.

5. Click on the link provided in the email to launch the Supplier Portal

6. Enter the login credentials stated in the email and click Login

Login Business Opportunities Seach

Show 1w |v| ecatnes

User Name

Published
Date Closing Date

splsupplies
(YYYY MM (YYYY
nD) ; MM DD)

Password

sereeseessnned

No marchmng records found

=7 Showmg 0 to 0 of 0 entries (filtered from | total emtries)

By logging-in to this portal, you have accepted the

Terme and Conditians
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7. Upon logging in, Terms and Conditions will be displayed, please click “I Accept” the
Terms and Conditions to proceed.

© 7erms and conditions > Terms and Conditions (Rev. 207/2014)

Terms and Condtions {Rew 2107/2014) Determine EULA CLUF (Network User) Change Password  Update Profile  Letter of Appointment Cthers Gentificate of Residence  Gompany Profile

Language » Englah.ameccan

Welcome 10 cur Ste. Mwnmmtmnw:mmmwMymmmmcmmmmmsumn Servces (bot Safiosd
below) 50 that you are aware of your lepal rights and cbigations with respect 32 Singapore Press Holsings Limed andior 23 related entties, a'tiales . "SPH")

By your for where Clause 1.1 208) apphes, your chi's or ward's) access of ths Ste andior use of Pe Services. you hereby agree 1 te legally bound by Mese Webste Condions. ¥ you €0 not sccept these Wedsite
Conanans, pinsse leave the 528 G Siconaue Use of e eIy Imaciately

1 Agreement
11 You Detedy Mpiesant 300 wamart that
1.1.1y0u have sead and ajroe 10 Mese Wedase Condtions med our Prvacy Polcy,
112500 o8 ot leost 15 yeary ol 8nd have Be necessary legal capsly, Might power 800 8ctharty 10 85ree 15 Bese Widste Corotons 800 you are eher
{0 sccessing this Ste. using e Senvices 80d conraciing n yout own parsonal capacity:
() Bccessng s Ste uing Do Services MG CATICING 00 DeRaY of 3 Lorpirate eatty, of
cmnumwmd-w«mw-mmwmouwwnum:gu 800 438G the Serrices, in Ak evert you 85108 38 bt , Both i
() your personal capetly 8nd 0n baha of youf thidinees 3 be Bound Webate Cordiioes 850 o be lable 43¢ your thITs or wind's 8218 802 omissions while sccessing the Sie andiee usn)
he Serdces, and you also agree 93 ensure That your chid or sard observes hese Webste Condiions:

1 |smnmnmnmmumzmmmmwmmmmmnm.m«nnmummm os
tomglete

19,498 of the Informaion provided By you 19 SPH jmiusing oume and
12 SPH resecves the right 3 change, mocdy. mummnmummunsmmusuumm SPH may Al Fr00ee B2y 0N Cenan IRatres OF 1B yOur S0e88 10 DAty o0
= e eatie Services o S wilhout natie o kadilty
" SPH may from Bme 1o time vary of amend hess Webste Conciicns by nmmwuusﬁ Ay use of e Services a%er he anendment of these Wiebsse Condticos wil be
Goemad 1o be scceplance of e amended Webste Condtions by you. If you o e omended YO have the right 90 ciose your Acount andior cease using the Senices.
2 DeSnscns

n N Agreement. Me DI0wNg defntions shall apply Lnless B COrtesd GOeS 00t PEME Such appicescn
'M:aurm-wmmduwmm this Ske.
Dy these Websle Concitions and the Privecy Folcy and in !he tase of a Member, by these Webste Constons, the Privacy Policy and me Member Conditions
“agp” Mnymawmd’sﬂn

your computer moblle ptoos of wmmomnnwuhau&mu
Wmmmnmmmwmmmwmmmm software biogs, webcasts podcasts broedcasts, messages, software,
ommerts, sugpestions. Geas and oiher content
WSM 13 Gefined ie Clause 8 ¢
21 Member mases quusu
7 "Member Consions” means 303 conamcns applcadie 1

Membary .cessRie bare
WD‘M‘MJE mmumxmmwmmummumamummmmnmummu-mnmm
“SRNvOIy” masns e COmOuter SORRIE, 7IIen B0 SAVNS ROSING, CONBIOG, MANSHNG, SUVAIG O CosRtieg 1 The 526 8nd Be Services
‘Sarvices’ s Sefeed in Clavse 32
"Sae’ rresns De SOm websie containieg the Iek 1o hese Terms § Condtions
“SPH Content” mesns o Coneat of SPH that s mode svalatie o o via this S2e o 8 SPH wets2s
"Third Party Products’ means products 8nd services of third pardes, iInciuding ofer users, sdverised on or avalsble 3t The S22 or webstes Inked from Pe Ste
NMWWMI Uner Content ahich 18 50k Created, rasamitied, posted ot 19i0eded by you
means o Contert on this Ste which is craated, iarsmitiad, posted «Mn-uunsu
TNMW 800 Sg” 1Rl NOtBe SOMVEd 89 haviag any kvitng eflect
The hasdings in is Agreemart 63 20t have 3y legel efiact ror S2al ey #ect e CONINCION of thes Agreement 1 any wey

See p02 Senvies
1 The Ste is cared sod maintsred by SO
2 SPH may offer oo of mare of e folowing senvices O o theaugh the Ste (each 8 "Service” aad colectively e “Senvices”)
324 %0098 10 0 coBes5on of informancn. bres, data, um GIChCY, images, ViSeos. 9.0 fles, Mnum WoRane BopRa%one 850 Ger lypes of works. nckideg any cant Gptned of
* " electroni: Sewspapers. MagaINes. ADCS of Ofter content of SPH. wheter thaough an orling 5120e OF Dheratse:
32 2search engines o 30is.
3239 platfoom 1 creale. LOI0NT 820 DBl make avadatie perionaised conteet
32 &0 advertisng and branding pstioers,
32 Smessage boands, forums, Blogs, communication tools,
3268 5008 natworking platiorm,
32 Temal slerts, and
3.2 Bany other festires. content o appications hat SPH may offer 00 O Trough e Ste om time 12 ime in B3 sole and sbeoiute discoetion
33 &umwwbmuwummu o0 Wil B 10QuITEd 0 tegntel 95 8 Mecnber aad asctiorally shall Be bound 10 STy comply wih the Member Condaioes in aocicn )

34 From e 2 me SPr will fus compatiions. (romoticns 303 surveys athe S, These are nudiect 15 addSonsl 1 80 ConS008 hat wil be made svaitatie ot the Sme they are fun

& Centent Use Consiions
4y You may oot repeoduce, macHy, edest. transiate, pobish. Giaglay, Communiate, TanemE BIOSGIASE SOCKRS!, webIat Cistibute, Sell Y308 or expiol for any commertial or OB PLIPONeS, 3y HOON Of, of
any sicess o
4.1 tany Servce
4.12%e Ste.
4.1 320y SPH Condent exzept, 1o the extent permited, with the price actien consent of SO or unless expressly permitied In these Websde Condtions, o
4.1 &30y Thes Pacty User Content 22601 10 1 #1300 Sommiied. s the Soor selien onant of SPH 402 e Cweer & Ienses of e 1086 User Conteat
17, Rights of Thed Pares
Eazept 38 proviced far s Clause 13, 3 person or enty aho is 1ot 8 pary 10 s shall have 02 mouvnc«-un of Thing Pares) Azt (Cap. 535 1o eeforce sery term of this
"'dewmammwwumuow"'::twuumm » panculer (W i

"
)

e

18 Force Majewse
‘B‘»apwuuwuunmmwumummumtnwmm:rmam&m Peoniced Nasys Possdie. Do afecied party
umuwnnfwomimmmuw:m«

Iumd Agreament a ‘Force Majeure Evert” mmnmummnnmumanu
152 %0mR0. umnmnnmmmﬁh»m«mmmnmmmm S«Mnmmunuu Inciyde Indusinal acton of sbour Ssputes, Chdl

war o reat of war, crminal O¢ leraaist o2ts, Of reguiston, OF Uity faltres, mhwmw M‘mmm

a3 penersl tadure of pubdic ¥ansont
® mmlmm

Wetsts Conations 03 o matiers reiaseq 1o mm»umuusuunwwlum 80 COMAVEC IN P220058rC0 W The laas of Snjacces nThuSng wihout bmtyson

1 crnlons s Segagare EvoMee ALt CRoGY 7) 40 4 Echns At (Cog: £3), 11 oy oecen ot o o

192 You Beveby apiee b submE 10 Be noo-extiusive risdichion of the Snjagore tourts.
{Last spdaned o8 2 July 2014)

> | accept the Terms and cond

X | reject the Terms and conditions
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8. Next, Determine EULA/CLUF (Network User) will be displayed. Click the “I Accept”
the Terms and Conditions to proceed.

9 conations > Datarmine EUEAT CLUF (Netwerk Usec)

—0—0 —0

£pmmn i Cavetuset  eimtnte Lewdimeen  Chen  Sevamolfmdea v Pte

SCTTASCNE LOPLICATIN SRVICES 1N SR LITNR ASRtTIENT

Oetewe 210 Petratis Dutmmin’) e
Ll 1 o
Arer (7 T, Cormre aoiom U © o Aon Sevcm #u S sfmion et Paion
R 1. Bt e sy 3 e et y e e w50 L 5
e B b e

15139 1€ 1 L OO T B L 0 8 KT 1 WA § B Dt e o e AROBN
o

0 s o #0114 o s 5t Sy A o e 1 M s

St o ke i Vo gt Tk e Dt v

1ty i b bl 1 e e Aiction s g e e o s 0 B A s
.

e
Vicmman S (e s U & b, e, i, Wbabontis v, it S 8
e P et

e 4 ¢ et s ™0
o vt e S B2 et i B Lo S f 4 0 7 e o 54 B4 3 1

6 . (e ot D iy B Scacers i o B H
VAP, P AN JOVESS e SN Bt P 1A 0 o, U 5 013 S0 6 S0

S oy et
T, e « ks vy ./ 2oy s guls o4 B oy it ¢
=
nm"n”mn-ﬂnﬁ__:.—u«mn
R s Svwmee 4 8 S 0 by P g . 00 s
Tt o o, et S Mol iy S i, oo el bbad, St
o S o by .y B B . S, e, O
e« i, wlled e s e o i e st v & el
= oo, o, 7 5w .
-.-w.-u;..m.-g-.r.-—nmum.n.s--—.
et et e o s civtmed i B i TN s o o 1 P
P05 Py 7 & ot 8 SN & 1 e VS 1 R B ¢ U B VR o,
-

= pcas v, sy
S i o kach e Iy e i e, My wsiod v of wy e Cutaved &
[

A7 I S T (L 8 SO S PR 1 X M Y M P
o —

Cttontatty reen oy et A 4 v,
[, G he Bk P I 4 ok, @ 5 o B O 4 f B0
RO SR, RO, B N BE KON W, ST O, N WO, AL S0,

QIR T e, K S . P 0 e, Facr, ¥ g, pSey
e Py ottt v,

2 | accept the Terms and conditions
X I reject the Terms and conditions
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9. System will prompt you to change password. Please enter your new password twice
on each box and click Save.

Password must be 8 characters long with at least any of the 3 criterions:
1 capital letter, 1 lowercase, 1 numeric and / or 1 special character.

Information

For sacurity reasons, please change and confirm your personal password

L4 o © 7 0

Terms and Conditions (Rev. 2/07/2014) Determine EULA! CLUF (Network User) Changs Password  Update Frofile  Letter of Appoiniment Others. Centificate of Residence  Company Profile

@ Password Change > Fa Fa.

«# Generate Random Password
Connexion Parameters

Password + Confirmation  «

After resetting the password successfully, please proceed to update company profile.

SPH Supplier Portal Manual Page 10 of 26
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The system will prompt you to provide supporting documents of your company and accounting
information

Chapter 4: Certifications

Note: System does not allow reversing the steps to amend or reattach the supporting
documents.

1. ACRA Biz Profile (Mandatory for Singapore registered company. If not applicable,
click “Submit” to skip) — Please have your document ready for upload as you are
not allow to reverse the steps

i.  Click Choose file to upload file
ii.  Click Submit

G Settings > My Company > Zoe Tradingltd > ACRA Biz profile

7Zoe Trading Ltd

1. Skip if nct apglicable

2 Save file name 2= acra o (replace oo with your compamy’s name)
2. Cfick "Choase file” to upload {only ONE fie is allowed)

4. Click "S=wve" and “Submit Answer

Template Document to Download acra_xoo: pdf

Flename * | i

2. Others (not applicable, click Submit to skip)

e Settings > My Company > Zoe Tradingltd > Others

"Zoe Trading Ltd

1. Skip if not applicable

2 Save file name as: others oo (replace 1o with your company’s name)
3. Click "Choase file” to upload (only ONE file is allawed)

4. Click "Save” and “Submit Answer’

Template Document to Dovwnload others_oot pof

SPH Supplier Portal Manual Page 11 of 26
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3. Certificate of Residence (not applicable, click Submit to skip)

a' Settings > My Company > Zoe TradingLltd > Certificate of Residence
B Submit

@ Zoe Trading Ltd

1. Skip if not applicabie
2 Save file name 2= cert_res_oo: [replace oo with your company's name)
2 Click "Choase file” to upload {only ONE file is lowed)

4 Click "Save’ and “Submit Answer”

Template Document to Download oart_res_ooudoox

e | Y

4. Company Profile (Mandatory)
i. Download the company profile form under “Template Document to
Download”
ii. Fillin the company profile form
iii. Click Choose file to upload the completed form (pls rename your file as
“yourcompanyname.doc”
iv. Click Submit

o Settings > My Company > Zoe TradingLltd > Company Profile
P Subemit

#Zoe Trading Ltd

1. Davmloed and save the template file

2 Complets the details

2. Save fils name as: co_profile o (raplacs cocwith your company's name]
4 Click "Choaose file” to upload {only ONE fie is aliowed)

5. Click "Save” and “Submit Angwer™

Template Document to Download fiche_incident.doox

SPH Supplier Portal Manual Page 12 of 26



5. Letter of Appointment
eg. Appointed as a distributor for a specific brand

i.  Click Choose file to upload file & click Submit to submit

ii.  Ifnot applicable, click Submit to skip

G Settings > My Company > Zoe TradingLtd > Letter of Appointment

B Submit

&PZoe Trading Ltd

1. SKipif not apglicable

2 Save file name 2 Ietter_appt oo (replace soocwith your company's name)

3 Click *Choase fils to upload {only ONE e is slowed)
4. Cfick “Save and “Subrmit Anzwer”

Template Document to Dowaload

File name

e Settings = Certifications

Enter bewt to search

Seatus Certification Label

| Coriied TSI R
Processsd Company Profile
Proceszed Certificabe of Residence
Processed Others
Processsd Letter of Appaintment

Ietter_appt_oocpdf

8'*1 media

Al

File name:
B company_prafilie_mar_2020 (1).pdf

B company_prafilie_mar_2020 (1).pdf

6. Click the Submit for Registration

© settings > MyCompany > ZoeTradingLtd 4

2 SUPPLIER UPDATE

b

B Custom filt=rs

Document Exparation Date

Identification

Name and coding

Supplier Name 1
Supplies Name 2

Web Site (URL)
Phone
Emsil

Identification

Legel Form
ACRA Number

SPH Supplier Portal Manual

Zoe Trading Ltd

Printing Job

& bttt hvrvrw testing com
68000000

6P
Sngapere
S36583ZH12

T Clear filters

Certification Lewvel

Actrvation status
Enabled
Enabled
Enabled
Enabled

Enabled

GST Nusmber ~ wwssms

Page 13 of 26



7. Certification is Completed

G Settings > Certifications

Entber text to search

Seatus

Proce ssed

Proce ssed

Certification Label
ACRA Biz profile
Company Profile
Certificate of Residence
Others

Letter of Apmaintment

SPH Supplier Portal Manual

Al w

File name
§ company_prafile_mar 3020 (1} pdf

& company_prafilie_mar 2020 (1} pdf

8'*1 media

B Custom filters T Clear fitters

Document Exparation Date Certification Lewvel

Actrestion status

Enabled

Enabled

Enabled

Enabled

Enabled
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Chapter 5: Update of Company Profile (Existing/New Supplier)

1. Click Edit
a Settings > My Company -

I Edit

IENTIFICATION ~ ADDRESSES Emr.m:‘rsa [(E) eank accounTs [

Mame and coding
Supplier Name 1 Zo= Trading Ltd
Supplier Name 2
D iption Printing Job

2. Enter the below fields and Click Save

Supplier Name 1

Description (Provide a brief description of your company profile)
Website

Phone

Email — Note: All SPH notifications will be sent to this official email address
Fax

Country

GST Number (only applicable for Singapore entity)

ACRA/UEN Number (only applicable for Singapore entity)

Street (Address)

ZIP code

City

o

AT TSm0 o0T

[ © © O © © \ 4 0

Tems an 2073014 Determing BULA/ CU - Updie Prafie Certficate of Residence  Company Prafie

© Settings > MyCompany > Zoe Trading Ltd

nnnnnnn
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Idenification

Cowry *

ACRANumber %

Management Rules

Product Ciszsification

Addresses
Mailing Address

Street

Addrezza

2P Code

Region

3. After clicking save, Scroll down to Contacts to input contact personnel
information. (This will be the point-of-contact between your company and

SPH.)

SiNeaPoRe

 Singepore

sasezziz

Fleaze srter WA your company

* 123a805mem

*| 1238

Click New

H Contacts

Mectivation stabus

+ Hewr

Contact Type

ST Number %

addre=s2

hliddle name Last Name

4. Enter the below contact details and click save

Last Name (Surname)

First Name

Phone

Fax
f. Email

a

b.

c. Contact Type
d

e

B New Contact

|:| xConcel || @bl

Mentification

Supplier

Cantact Type

Contact Information

SPH Supplier Portal

Zoe Trading Lid
® Other

) Sales Person

O Azcaurting Clade

*

Manual

Title M=
First Name % | ZToe
Middle name

Last Name * | Tan

Email * | testingfpocccam

3'*1 media

GETiZas

Please emter /A i your campary = st GST Registered

* | Singapore

Phaone Ernail

Page 16 of 26



5. Click Submit for Registration

Infarmatian

[rere—r———

o o o——o—0—0—o

2072014 Desermine EULA/ CLL Upduis Profie

Company Frofie

@ Ssenings > MyCompany > ZoeTradinglud

[PV— m JERS—

1w 2 suPrLIER UPDATE
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Chapter 6: Profile Maintenance — Settings

q*‘ media

Supplier’s profile can be maintained and amended by the supplier where applicable. This

can be maintained under the “Settings” tab.

Steps and Procedures:

1. Click Settings

2. Click “My Company”. You can maintain the basic information of the company

& e Settings > My Company -

2 Edit

2.T0 EEMD

IDENTIFICATION  ADDRESSES Emnuc‘rsn

M o

a
=4
il
&
2

SETTINGS
Wiy Company
Contacts
Bank Accounts
Catalog ems
Metweork Lisers

Certifications

SPH Supplier Portal Manual

Management Rules

Supplier Hame 1
Suppiier Name 2

Wieh Site (URL)
Phone:
Email

Gountry
Legal Form
ACRA Number

Product Classification

[E)EANK ACCOUNTS

Zoe Trading Ltd

Brinting Job

& itz v besting.com
iSooooon

Singapore
S36583THI2
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3. Update Identification/Addresses
i.  Click Edit to update
ii.  Once completed the update, click Save

e Settings = My Company

m th
N BUF 3. TO SEND 5. ACTIVE
€ @—
IDENTIFICATION — ADDAESSES Eoormam‘sn [B) BANK ACCOUNTS
Mame and coding
Supplier Hame 1 Zae Trading Lid
Supplier Hame 2
Descrigti Priinting Job
Contact
Web Site (URL) & hetpe fwnwwtesting com
Phone 6iBanonooo:
Email Fax fifwononon
Identification
Country  SINGAPORE
LegalForm  Singepore GST Mumber s
ACRA Numbsr  S363837HIZ
Management Rules
Product Classification
ADOCUMENTS  [JmMoTES
e Settings > My Company > Zoe Trading Ltd (TP10)
o
P 3 3.70 8END g 5. ACTIVE
P P
& (2

Joenmeicamion] | boresses |

Mailing Address
Street ¥ | 123 ABC Street Address 2
Address 3
ZIP Code % | 12345 City * Singepore
Region
Processing Information
Yearly Turmover (local
Yearly Tumoves $$0.00 ) 8$0.00
Spentthe last 12 months 5§ 0.00 Spentthe fast 80 days  S$0.00
Spent the last 3 years 850.00 Running Spent over 1 year 0%
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4, Contacts

i.  Click the contact record to update

e Settings > My Company > Zoe Trading Lwd (TP10)

1. NE 2. BUPPLIER UPDATE 2. TO BEMD & IN APPRO'
~ © o~

IDENTIFICATION  ADDRESSES EMNTN.‘.‘T‘S n [0 B ACCOUNTS

Artivation stabus Contact Type First Mame Mlicldle name Last Mame Phone Email
B S e — — =
Enabled Caher Zoe Tan 6 o0 B8 testingBwoucom

ii.  Click Edit to amend or delete the existing contact

m Orer e

Identification
Supplier Zoe Trading Ltd Title M=
Contact Type Other First Name Zoe
Middle name

Last Name Tan

iii.  Click Save once done

¥ cen=e o“‘!h

iv.  To add new contact, click New
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a Settings = My Company > Zoe Trading Ltd (TP10) A

1. NEW 2. BUPFLIER UPDATE 3. TOBEMD

& ®

IDENTIFICATION ~ ADDRESSES EIIINTM!T‘S n [0 BANE ACCOUNTS

Activation status Cantact Type First Name hiddle name Last Mame Phane Ernail

Enabled Cither Zoe Tan i Sonoooo @ testingEwoccom

5. Bank Account

i. Click New to add bank account

e Settings = My Company = Zoe Trading Ltd (TP10)

1. HEW 2. BUFFLIER UPDATE 2. TO BEND
o =) @
IDENTIFICATION  ADDRESSES Emmm B | (5] zank ACCOUNTS
Activation stabus Account ¥ Country Bank Account Type Currency Bamk Default Bank Accownt
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q*‘ media

ii. Click Save once done
[@EINew Bank Account

g @re

-
Company
SINGAPORE
* wr
Account # 54177458 oty e courtiy's sclectian determings which coriral vl be
= 1BAN
Supglier  &Zoe Trading Ltd Cumrency 6D (S8
Bank Account
Bank Account Type ~ 0 Bank * | 7144, Standard Charbered Bank
Account information
1BAN Default Barik Account m}
Barik Account Barik Key
Bl 1 Chegque
i [ 2 Demand Draft

[ 3 Barik Transfer
O 4em0

o |

6. Catalog Items — Not applicable

m e Settings

» Direct Access

[# Tenms & Conditions

w £ Settings

24 by Company

SETTINGS —

@
=1
i)
&
g

kdy Company
Contacts

Bank Accounts
Hitwork Users

Certifications
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3'*1 media

O o Settings = Catalog ltems

Eber t=xt to search B Custom filtars T Clear filers

Irternal part rumber Chaort Desoraption Mlanuf. Flef EAN/UBL Commodity am

= P o U 2o

7. Network Users — Users who are authorised to access and transact in the Supplier
Portal. Each company is only entitled up to maximum 4 accounts. Log-in user name
(email) must be unique in order to access the portal

E e Settings

¥ Direct Access
@ [ Terms & Conditions
=1

ﬂ w B Settings
@1 2% My Company

& sETTINGS

iy Company
Contacts

Bank Aocournts
Catalog Hems

Certifications

i Double-click on the existing contact to edit
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q*‘ media

o Settings > Network Users

Enter tet to searth

B Custam fiters T Cleas filters
Contact Cau ntry nternal manager Farst nasme Middle name Last Name Position Phone/Fax email Activation status
| SINGAPORE Zoe Tan | sphsuppler2@gmai.com Enatled |
o Settings > Metwork Users = Zoe Tan
B Craate the assocated cortacs m
@ semings > NetworkUsers > ZoeTan
User
Contact ~ o Tit
Country  SINGAPDRE Frstname * | 7o
Imtermal manager
Middle name:
LastName * T:
Thtle
Entter the job title of the network uoer
Pasition
Erter a shart deseription of the user's job duties
Contact Information
Phone/Fax Mchile
Fax email % sphmuppierZ8ggmail.com
Authorizations
cations ) ActimUs=r [ Appraver Access to supplisr dat & POManagement [ Catalog Misnagament Bid/RFQ Answering [ Recsipt!
Auto-imvoicing [0 Payments Certification User, i = [ Mabik licati

(Connection Parameters

Note:

o Under Authorizations: User Administrator is the person who receives
the SPH on-boarding email ( to administer the account(s) in your
company

[ ]

To change the User Administrator, select “User Administration” check box

iv. To add new Network User to access supplier portal, Click New
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© Ssemings > Network Users
Emer et 10 search

B Custom fihers Y Cleas fihers

SINGAPORE

= Oter i || MBport

V. Fill in all the relevant information (marked asterisk *)

Login Identifier = email address

Password must be 8 characters long with at least any of the 3 criterions:
1 capital letter, 1 lowercase, 1 numeric and / or 1 special character.

Vi. Click Add once done

@) Semings > MetworkUsers > Network Users

Contact v Q T
Country  SINGAPCRE Frstrome % | B
Intermal mznager
Middle name:
LastMame * | Wong
Tale
Enter the job fite of the petwork 2
Bosition
Erter a short desiption of th 5
Contact Information
PhoneiFax Mokile
Fax email # | testing2 o com
Authorizations
thoriestions. % 1 Actie Uses [ sppraver Aeess to suppher data 7] PO Manegement [ Catalog Msnagement 9 Bia/meq snswering [ Recept Ganers
s— O Paym Cantfstion mansgement User dcministeation [ Miebie appicstion

Connection Parameters
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8”1 media

Authorizations: To maintain the access rights of authorised personnel to the SPH
Supplier portal.

a. Active User — Active account to the Supplier Portal

b. Access To Supplier Data — Allow authorization to maintain its own company
data

c. PO Management — Allow authorization to maintain and process purchase
order received

d. Catalog Management — Allow authorization to maintain catalogue
items

e. Bid/RFQ Answering — Allow authorization to access bidding and RFQ

f. Receipt Generation — Allow authorization to generate delivery order /

good receipts to SPH

Auto Invoicing — Allow authorization to generate invoice to SPH.

Payment — Function not used in Supplier Portal. *Do not select!

i. User Administration — Allow authorization to maintain network user accounts
for your own company. Having this authorization allow user to add, maintain
and delete accounts accessing SPH supplier portal.

7@

vii. To suspend, delete or deactivate user account, click on the network
user, click Other Actions and select the respective action

@ semings > NetworkUsers > RayWong

Coursry  SNGPORE Firstrame  Ray
Imterms manager Middle rme
Lasibame  Wong
Tite

Position

For assistance, please email to P2P Supplier Portal Support Team :
sph p2p supplier@sph.com.sg.
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