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Objectives

The purpose of this document is to provide an overview and step-by-step training to navigate through
Lapasar Vendor Portal for PETRONAS Catalogue as well as the capability to perform procurement
functions on the marketplace.

The contents curated in this document allows the suppliers to achieve the following:

To obtain an understanding on how to navigate through the new
B2B procurement platform and its functionalities.

N\
To be equipped with sufficient knowledge to use the system
based on the functions and features available.
\
N\
To recognise the high level benefits of the system and the new
ways of working around it.
\
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Introduction to E LAPASAR

Lapasar.com is a B2B Procurement Marketplace, integrated with a sophisticated procurement
system which simplifies and optimises procurement efficiency. Lapasar strive to bring together a
streamlined experience for corporate buyers and suppliers.

Increase sales by having immediate access to
registered corporate buyers.

Localized approach with buyers & suppliers
all over Malaysia.

Manage your orders from everywhere with a free Mobile
App for suppliers.

y Lapasar’s team provides dedicated support to suppliers
- : : | \
Fast and timely payment process for suppliers -
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New Ways of Working

Cross Functional Proactive Ownershig Embrace

Collaboration Technology

The online and integrated Suppliers are encouraged to
B2B procurement platform Suppliers are empowered to adopt an open mindset and
provides suppliers the manage their own accounts, actively utilise the new
opportunity to collaborate with including product, price, platform to drive procurement
PETRONAS more efficiently. shipping and other settings. activities and elevate ways of

working.




PETRONAS Supplier Eligibility & Verification

Supplying goods or products to PETRONAS are strictly restricted to suppliers that have a
valid registration and/or valid license issued by PETRONAS.

Suppliers are only allowed to supply products within the categories they have registered
for and listed under the relevant SWECs.

7
\

Suppliers must also be prepared to submit the proof of Registration or License
certificate with PETRONAS for verification purposes before onboarding Lapasar.com.

7
\
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Procurement in E

General Functions

Product Edit
& Manage

Account Product
Registration Upload

Product e Delivery Term @ Accepting

0 User Roles

Approval & Delivery & Managing

New suppliers
registration to
onboard
Lapasar as a
PETRONAS
supplier.

To activate
auto-invoicing
system that
simplifies
payment
processes.

To be able to
view, upload &
submit
products on
Lapasar with
the correct

product details.

Inventory

To be able to edit
uploaded
products details
upon submission
& approval.

Manage product
inventory on
Lapasar in order
to align with
supplier’s actual
product inventory.

Status

To monitor the
product(s)
approval status
upon
submission of
uploaded
products.

Location

Mandatory for
suppliers to

input both
delivery terms
& available
delivery
locations for
PETRONAS
Catalogue.

Orders

To accept and
manage orders
received more
effectively and
efficiently.

Suppliers are
able to create
unlimited user
roles with
varying levels
of access on
Lapasar
Vendor Portal.
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General Functions

The system general functions and features are covered in this section.

Suppliers will learn the basic system features and familiarise themselves with
the interface to capably navigate Lapasar Vendor Portal for PETRONAS

LEARNING
OBJECTIVES

Catalogue.
Landing Why Join Portal Contact

Page Us Guide Us
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Landing Page . w'hy O—0—0
Page Join Us Guide Us

This is the landing page of Lapasar Vendor Portal for PETRONAS Catalogue

Click on “Home” to visit this landing
page.

‘ fome A“ al Guide Contact Us

- -

P4

Welgg' oldpasars: ' do ' o ta for

Click on “Login” / “Register” to
login to your seller account or
register a seller account on this
portal.

atalogue

A Collaboration wﬂh PETRONAS Beshad '

Register

Scroll down to read the latest
announcement / updates related to
Lapasar Vendor Portal for
PETRONAS Catalogue.

@Join Us to Connect with PETRONAS Catalogue Today!

Lapasar.com is a B2B Procurement Marketplace, integrated with a sophisticated procurement system which simplifies and optimises procurement efficiency.

Lapasar strives to digitize and bring together a streamlined experience for corporate buyers and suppliers.
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Why Join Us O—0—0—0-0
Page Join Us Guide Us

The section contains an overview of Lapasar and our collaboration with
PETRONAS

' !.APASAB Why Join Us Portal Guide Contact Us (8 Visit this page to read more about:

e Lapasar-AB2B

Why Join Us Marketplace
Access to the centralised ° Releases to PETRONAS
mmnctir:r;::;:;rn;enntion o P U S
A‘:::::;:'of rel-ime f m(;’;to::i:i:u:wp:ré:. : ° Testimonial from
dashboard & reporting 03 nfmure PETRONAS User.
02 04

N\

Access to a wider Perform business
range of buyer transactions anywhere &
landscape anytime via mobile
How will the B2B ¥

01 Marketplace > 05
benefit you?




O—CE0—0—C—-0

|
Portal Guide
Page Join Us Guide Us

The section contains an overview of the supplier’s status.

D)} LAPASAR

Why Join Us Portal Guide Contact Us N Visit this page to:

e View the full vendor portal
Portal Guide guide

e Other guidelines to follow
as a vendor for PETRONAS

@ @ @ Catalogue.

To obtain an understanding on how To be equipped with sufficient To recognise the high level benefits of
to navigate through the new B2B knowledge to use the system based the system and the new ways of
procurement platform and its on the functions and features working around it

functionalities available.
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Frequently Asked Questions (FAQ) = . oo »e o

The section contains the FAQ regarding Lapasar and B2B Marketplaces
for PETRONAS Catalogue

:> LAPASAR WhydoinUs Portal Guide e Bl V/isit this page to read through all
Frequently Asked Questions
(FAQs)

Frequently Asked Questions (FAQ)

Q: What's the difference between sellers [ vendors [ suppliers?

A: All 3 terms have the same definition.

¥4 Click here to view the full Lapasar
Q: What happens if the supplier’s stock is unavailable, after an order is accepted? FAQ for PETRONAS Catalogue

A: Please contact the Lapasar team immediately in order for us to cancel the order. Lapasar will then contact the buyer to suggest an alternative seller.

Q: Will the supplier’s expired PETRONAS licence affect their product listing for the other corporate buyers?
A: No. PETRONAS license is not required to sell to other corporate buyers as it is exclusive for PETRONAS Catalogue only. Suppliers are free to upload any

products they want to sell to other corporate buyers.

Q: Would the supplier's uploaded products be visible only to PETRONAS, or will they be listed for other corporate buyers as well?

A: Products uploaded for PETRONAS Catalogue will only be visible to PETRONAS users. Suppliers may choose to list or not to list the same products from

PETRONAS Catalogue to other corporate buyers. 3 Clle here to VleW the PETRONAS
Q: Will suppliers be able to see the other supplier’s listed products? FAQ on Bz B Marketplaces .

A: No. Only corporate users [ buyers will be able to see the listed products from vendors.

Click here to view the full Lapasar FAQ for PETRONAS Catalogue Click here to view the PETRONAS FAQ on B2B Marketplaces




O—0—C—C—©0
Contact Us
Page Join Us Guide Us

The section contains the information to contact Lapasar.com

.;»_J I.APASAB Why Join Us Portal Guide Contact Us 1 V|S|t th|S page tO SearCh fOf'

Lapasar’s contact information or
details.
Getintouch Contact Info 7J Live Chat Team will respond to any
Lastname (optional) of vendor’s question within minutes.
@ LiveChat Operation Hours! Open : 09:00am - 6:00pm . .
Lapasar Live Chat Feature is
Your e-mail Contact Number . . .
available once vendor is logged in to
© Address: Unit 16-3, 3rd Floor, Jalan LGSB 1/3, Pusat Komersial LGSE the Vendor Portal.
Subject (optional) Off Jalan Hospital, T6 light grey, 47000 Sungai Buloh, Selangor
QY Phone: (+603) 6158 6695
HEEge <] Email Enquiries & Support: welcome@lapasar.con
@ () WhatsApp Enquires & Support: +60 154-600 0054 3 Alternativelya VendorS may Choose tO
WhatsApp Lapasar for any
enquiries.
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Account Registration for PETRONAS Catalogue

Suppliers will receive a confirmation email from Lapasar upon registering to assign a new password
for the account.

Suppliers will be able to register an account on Lapasar Vendor Portal for
PETRONAS Catalogue and register for auto-invoicing for receiving payment
purposes.

O—0—0O

Create Update Auto
Account Password Invoicing
& Login Registration

LEARNING
OBJECTIVES
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Create Update Auto

Create Account pecoun posiuard s g
Click here (Registration Link) to register on Lapasar Vendor Portal for PETRONAS Catalogue.

Register Now (| Fill in the details required:
Please fill up the registration form below and make sure you upload the latest PETRONAS License Certificate (with New SWEC Code) to ensure a smooth sign up process. You will then receive a registration confirmation email J Com pany Name
from Lapasar, which you will be required to set your account password before logging in. o PIC Name
@ » PIC Mobile Number
Company Name Company Name * PIC Email
PIC Name Person Incharge Name
¥4 Upload supplier’s latest PETRONAS
Contact Number Contact Number i ifi i
License Certificate & input the
@Emoil Address E-mail License certificate Expiry Date
DD/MM/YYYY
PETRONAS License Certificate ‘ Choose File |No file chosen ( )
Please upload your latest PETRONAS License Certificate with the new SWEC codes
PETRONAS License Certificate dd/mm/yyyy (] . ¢ . . . y
Expiry Date Please input the expiration date as per your PETRONAS License Certificate here 3 C“Ck On Smelt RegIStratlon upon

ticking on the T&C checkbox.

O 1 have read, understood and agreed to abide by Terms and Conditions.

Submit Registration

e g .-..'.'.-...'.'.0 ﬁ Visit PETRONAS Licensing Management System (PLMS) to download your latest .'.-..','.-' oy N
NI PETRONAS License Certificate. 00020000 00" :



https://petronas.lapasar.com/app/petronas/petronas_supplier_registration
https://licensing.petronas.com/login

. Create Update Auto
paaieé rasswor ogin Account  Password & Invoicing

Login  Registration

You will receive an email from welcome@lapasar.com with the title “Welcome to Lapasar.com”.
Click on the link in the email and you will be directed to this page to set your password.

(8 Enter a new password and confirm
that the password matches.

»: LAPASAR

.COM 74 Click on “Save Changes” to save

the new password for this Vendor
Portal Account for PETRONAS

Update Password Catalogue.
@N _— a Supplier will then be directed to the
New Passworc Login Page for Lapasar Vendor
Portal.
Confirm Password =

Save Changes



mailto:welcome@lapasar.com

[ | | | | | Create Update Auto
“ o- nvo.clng egls ra Ion Account Password & Invoicing

Login  Registration

Lapasar uses an auto-invoicing system, enabled through a one-time registration. On the Lapasar
platform, we do not require invoices from suppliers in order to release payments.

@ PETRONAS Vendor Portal = Home Goto Porta

(B Click on ‘Profile Settings’ on the
Q- My Profile Sy ot Left Navigation Bar.

My Account Update Password

1 Name Haven Koe

HovorKon —_— R ¥4 Click on ‘Company Profile’ under
haven@lapasar.com My PI'Of"e
Hotline/Phone 0169744900
& Date of Birth NA . .
& Gender O Male O Female Continue the steps on the next slide.
R Date of Birth Date Of Birth
o/ Mobile 0169744900 o — —
XU cts B Address NA

B Proc Status A Country v State City/Town
Company Profile

i Upload Photo Choose file Browse
Activity Log

Logout Save Changes




Auto-Invoicing Registration (B)

O——0

Create Update Auto
Account Password & Invoicing
Login  Registration

Suppliers will be able to activate auto-invoicing system on Lapasar by providing mandatory
company documents.

@ PETRONAS Vendor Portal

n Haven Koe

@ Dashboard
& Profile Settings

o Manage Location

ia Upload Products

ﬁ Product Approval Status

ﬁ Full Product List (View only)

Company Profile

Application Form Template

Lapasar.com
Signed Application Form

B Registration No.

Company Registration Type *

B Address
Unit 16-3,, Pusat Komersial LGSB, Off Jalan Hospital,

*
T6 Light Grey, Form 9
» Selangor, Choose file
Malaysia,

ize Limit: 10MB | Allowed Format: .pdf.
47000\,

Forma4*
[ Description
Choose file

ize Limit: 10MB | Allowed Format: .pdf.
& Contact Person

Haven Koe
Form 13
haven@lapasar.com

0169744900 Choose file

Size Limit: 10MB | Allowed Format: .pdf.

[ My Profile l

Activity Log

Choose file

Limit: 10MB | Allowed Format: .pdf.

Tax Settings Licence Certificate

Auto Invoice Application

Download X

Note: Please download and fill up the form. After that, please upload the scanned form at "Signed Application Form" upload field.

Choose file

Size Limit: 10MB | Allowed Format: .pdf.

Private Limited

Form Memorandum and Articles of Association

Browse

Browse

Browse

Browse

Form24*

Choose file

Size Limit: 10MB | Allowed Format: pdf.

Form49*

Choose file

Size Limit: 10MB | Allowed Format: .pdf.

Form 32A

Choose file

Size Limit: 10MB | Allowed Format: pdf.

Go to Portal

Browse

Browse
Browse

Browse

i Save Changes

.
oo "o

.
.A_..-, .

Click on ‘Auto Invoice Application’
under Company Profile

Click on the ‘Download’ Button
under Application Form Template.

Please fill in the form upon
downloading.

51 Upon filling up the form, please
Upload (click on ‘Browse’) the filled
form under Signed Application
Form.

Click on the dropdown menu under
Company Registration Type to
select between ‘Private Limited OR
Enterprise’

Kindly upload all the company
documents stated.

Click on ‘Save Changes’ to save all
mformatlon input / uploaded.

) . s .;‘; @ 4
] hg_J .. b_..'.. .. ..- .
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Product Upload

This section allows supplier to view, quote and submit products quoted for approval.

Suppliers will be able to view, upload and submit quoted products for

LEARNING
PETRONAS Catalogue through this Lapasar Vendor Portal.

OBJECTIVES

O—0—0O

View SWECs Upload Submit
Allowed Products Uploaded
Products




View SWECs Allowed to Quote M ioved " Frodusts Untoseed

Products

This section will display a list of SWECs allowed for supplier’s company to quote for
PETRONAS Catalogue. *Do find the full list of SWECs available for PETRONAS Catalogue Here (Link).

@ rereonssvendorrora U coerot SR Click on ‘Upload Products’ on the
@ oo Upload Products for Approval List of Approved SWEC Codes Left Navigation Bar.
@ Dashboard 3
2 ) gs No. SWEC Codes Total Material Number Total Approved Product Total Not-Submitted Product C:Action 2 V|eW the I|St of allowed SWEC
. 1 21311000 s65 . 0 Codes for supplier’s company for
PETRONAS Catalogue.
2 16160000P 189 0 0
3 28131600P i 0 0
4 28152400P 1 0 0
5 25171100P 13 0 0 2} Click the lcon under ‘Action’ to
¢ | asirisoe e . , view more or quote for the products
listed.
Upon clicking on the icon, find more
steps to quote for products on the
next slide.
e g N . . Ce. .
RN TS ool - o%o - Please contact Lapasar Live Chat Team or Lapasar \WhatsApp if there are any .‘.'.o Soq ..
i q q 0 q ® N
NPT missing / extra SWECSs available to be quoted on your list. 09300000, "



https://petronas.lapasar.com/app/petronas/
https://api.whatsapp.com/send?phone=601546000054

O—0——0
Upload Products (A) SN ek, S,

Products
This section allows suppliers to view product listing details & upload products accordingly.
Suppliers will be directed to this page upon clicking on the eye icon for a selected SWEC Code.
@ oo R coerost SR Click on the dropdown menu under
_ ‘ Material Number to view the

B Haven Koe U date PI’OdUCt fOI’A rova[ List Of Swec Code / 25171800P .

® i i Material Number (Products ID)

@ Dashboard Material Number allowed to be quoted under the

N Al . selected SWEC.
Q Search Reset
No. SWEC Material Characteristics Desc Base Product Details Total Alternative Actiol 2 C“Ck on ‘Add, to qUOte for prOdUCtS
cofis | M unit Products e e with exactly the same specification /
1 25171800P 51317156 SPORT AND RECREATIONAL EQUIPMENT EA Pending @ functionality stated under
Aine;zztedno ® ViewAl Product Characteristic Desc.

2 25171800P 51293061 TYPE : - EA Pending @ B Add < Alternative

X Upload Products POWER RATING : - Approved @ @ View All Product

. . e DIMENSION SIZE : 98 X 75 X 150 CM,174 X 86 X Reject @ . .
B Produet Approval Stats 161 CM UNFOLD X1 Click on ‘Alternative’ to quote for
B Fult Productis Viewonly) enc . A products with the same specification
MODEL NUMBER - T6385C / functionality stated under
. 1.75 HP/ 3.5 HPP MOTOR, SPEED 1-18KM/H, INCLINE 15 LEVEL, g
Logout RUNNING BELT Characteristic Desc - but may vary

il in other aspects such as brand

and manufacturing origins.




Upload Products (B)

O0—0—0

View SWECs Upload Submit
Allowed Products Uploaded
Products

This section allows suppliers to view product listing details & upload products accordingly.
Click on ‘Add’ and this window will pop up for supplier to input product details.

Add Product Details [25171800P - 51317156]

Alternative Item?

No Y.
~Alternative items are products that have the exact same function and specification as the products listad on PETRONAS catalogue but may

vary in other aspects such as brand and manufacturing origins.

Product Name

Additional Remarks / Description

Unit Price (Product Unit Price + 2% Commission + Delivery Charges®)
RM
~Please set your delivery charges according to your available delivery locations. Kindly refer to Manage Delivery Location Tab.

Minimum Order Quantity (MOQ)

Delivery Terms (Days)

From

Upload Image

Add Image

Size Limit: 2MB | Allowed Format: .gif, .jpg. -png, .jpeg | Maximum: &

Cancel

4

Input ‘Product Name’ & ‘Additional
Remarks / Description’ for the
product accordingly.

Input ‘Unit Price’ - must be
inclusive of Product Unit Price +
3% Commission + Delivery
Charges*

*Set the delivery charges
according to supplier’s available
delivery locations.Refer to the
slides for Manage Delivery Location.

Input accordingly for item quoted:

e Minimum Order Quantity
e Delivery Terms (Days)
e Upload the exact image(s)

Kindly confirm the details inputted
and click on ‘Save’.

..‘... _ “ . . |
SSeo 0g " *o. "0p 0’ .'. ..
4




Submit Uploaded Products (A) "Rl Praucs Uowts

Products

This section allows suppliers to view product details uploaded & submit for approval.
Upon clicking on ‘Save’ from the last slide, supplier will be directed to this page.

@ rerovsiensorron ESEEEE fotororel (} Click on ‘Add New Products’ if you
wish to upload more products before

ﬂ Haven Koe Update Product for Approval List Of Swec Code / 25171800P O
submitting products uploaded for
@ Dashboard Material Number approval .
51317156 w
Q Search Reset
No.  SWEC Codes Material Number Characteristics Desc Base Unit Product Details Total Alternative Products Action 2 C | | Ck on ’ N eXt’ tO proceed W|th
1 25171800P 51317156 SPORT AND RECREATIONAL EQUIPMENT EA Product Title : Upload Test Pending @ [# Edit S Alternative @ View All Product SmeIttI ng prOdUCtS u ploaded for
Product Desc : Upload Test 2 Approved @ approva| .
MOoQ: 5 Reject @

Unit Price : RM200
Delivery terms : 7 - 14 Days

;'. Upload Products

Add New Products

ﬁ Product Approva

Ei Full Product Lis

Showing 1 to 1 of 1 entries

Logout




Submit Uploaded Products (B) "Rl Praucs Uowts

Products

This section allows suppliers to view product details uploaded & submit for approval.
Upon clicking on ‘Save’ from the last slide, supplier will then be directed to this page.

@ PETRONAS Vendor Portal = Home Go to Portal 3 Suppller may VleW the numberS Of
[1
Upload Products for Approval Listof Approved SWEC Codes products ql_Joted under ‘Total
4 Not-Submitted Product’
< submit Products Quoted
* Please click here to submit all products uploaded for approval
3
No. SWEC Codes Total Material Number Total Approved Product Qrotamot-Submiued Product Action 4 C||Ck on ‘Smelt Products Quoted’
L 2asio0p 565 s 0 button to submit all products quoted
for this round.

2, 16160000P 189 0 0

G : o 0 Supplier may quote & submit their

4 2s150400P 1 0 0 products quoted anytime - even if

PR = ] , |’F s just submitting 1 product at a
.?. Upload Products tlme
ﬁ Product Approval Status 3 26171800P 129 a .

ﬁ Full Product List (View only)




Submit Uploaded Products (C) Rl Posuce Ui

Products

This section allows suppliers to submit products uploaded for approval.
Upon clicking on ‘Submit Products Quoted’ from the last slide, a window will pop up.

51 Click on ‘Submit Now’ to confirm
Submit Product Lis the submission of the product(s)
uploaded this round.

Then, another window will pop up to
Submit Now dlspl_ay th_e product submission
confirmation & the total products

submitted for approval.

Once Submit product details cannot be edit.

Click on ‘OK’ to close the window.

Submitted!

Total Product submitted for review : 1
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Product Edit & Manage Inventory

This section allows suppliers to edit products details and manage product inventory through
Lapasar Vendor Portal for PETRONAS Catalogue.

Suppliers will be able edit products details uploaded, as well as manage
inventory on the platform so that it would be aligned to supplier’s actual product

inventory.

LEARNING
OBJECTIVES

O—O

Manage & Edit Manage
Products Details Inventory




. O,
Manage & Edit Product Details (A) AR

Details

This section allows suppliers to edit products details approved by Lapasar Admin.

@ PETRONAS Vendor Portal = Home Go to Porta

il Suppliers may click on the icons

3 H 3
0 Haven Koe Products & Inventory Management ManaceBoduch under Actlop for_eaCh PrOdUCtS to
perform certain actions - in order to

Refine Search Q manage and edit products approved.
{ 1 ‘ —

o (T A =5 i . Mleriatiitmber Unit Price Inventory Status Last Updated Product Image Action Please flnd the ICOh deSCI'I ptIOI"IS on
the next slide.

List of Products

“&% Manage Users 1 Cooling Product 11 24131100P 51283545 RM 56.00 100 Disabled 17/02/2021

2 333 24131100P 51283544 RM 33.00 100 Enabled

22/01/2021

E Product Approval Status 4 Cooling Product 22 24131100P 51277498 RM 55.00 100 Enabled 22/01/2021

3 1111 24131100P 51277496 RM 55.00 100 17/02/2021

B Full Product List (View only

5 Cooling Product 22 NA NA RM 55.00 100 Enabled 22/01/2021

i

VB BIBE

o..'-,
0 g ' * .

e LI LI

.......:...‘...'-.. .
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. O,
Manage & Edit Product Details (B) AR

Details

This section allows suppliers to understand each icon descriptions under Manage Products.

YA Find the descriptions of each icons
(under ‘Action’) for Manage

@ Products as stated.
Click on this icon to Edit Product Details.

Click on this icon to Manage Inventory & Edit Product Unit Price.

(Hide item temporarily from PETRONAS Catalogue).

Click on this icon to Enable Products that has been disabled earlier on.

]
JERA
B Click on this icon to Disable Products that are not sellable / unavailable




Manage Inventory

This section allows suppliers update inventory, as well as price adjustment for each product.

Click on this icon to Manage Inventory & Edit Product Unit Price.

Inventory Management

Inventory Management

No. Product Name

i Cooling Product 11

3 4

Manage Products / Manage Inventory

e Update Inventory &

Unit Price Inventory Update Inventory

PETRO16244 o B 100 160

Last Updated

22-01-2021

O—O

Manage & Manage
Edit Product Inventory
Details

On the same page (from previous
slide), click on this icon under
‘Action’. The icon description is as
stated on the left.

Supplier will be directed to the
‘Inventory Management’ page.

Edit the unit price of the product
under ‘Unit Price’.

Edit the Inventory for the product
under ‘Update Inventory’.

Click on ‘Update Inventory' to save
the changes made.
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Product Approval Status

This section allows supplier to monitor their product approval status upon submitting their
uploaded products for PETRONAS Catalogue.

LEARNING

OBJECTIVES Suppliers will be able to monitor & edit their products submitted (with 3 status).

®

Product
Approval
Status

. o, %0, %0,y "o * e
. LIS ®e .. .. L) L
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o
Product Approval Status

This section allows supplier to monitor their product approval status upon submitting their
uploaded products for PETRONAS Catalogue.

=l = coererst SR Click on ‘Product Approval Status’

@ roenroe Product Approval Status on the Left Navigation Bar

@ Dashboard Submitted Date

¥4 Suppliers may monitor the approval
status under ‘Status’

Q Search Reset

» Manage Users

0

EIY

!i M 1S @ < 3 F
o REEE L] ks No.  Submitted Date/Time Total Submitted Product Response Date/Time -7 Status Download Product List Action

] Click on ‘Edit’ to make changes or

FEATURES 1 17 Feb 2021 10:16 AM 1 17 Feb 2021 04:14 PM Approved Download 2 Edit . .
view the product submitted.
& 2 09 Feb 2021 02:21 PM 1 17 Feb 2021 04:14 PM Approved Download Z Edit
Manag;
N e Approved
L. Upload Products 3 09 Feb 2021 10:24 AM 1 17 Feb 2021 04:15 PM Rejected Download [ Edit Ed |t prod UCtS on |y th roug h

B Product Approval Status (Reason :Unclear description)

Manage Products

B Full Product List (View only) 4 04 Feb 2021 06:21 PM ] 30 Nov -0001 12:00 AM Pending Download # Edit

e Pending
Unable to edit products (view
only)

e Rejected
Edit & view products by
e e R _ clicking on ‘Edit’
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Delivery Term & Delivery Location

This section allows supplier set their general delivery term and delivery location for
PETRONAS Catalogue (Both are mandatory to input).

Suppliers will be able to set and edit their general delivery term and delivery
location exclusively for PETRONAS Catalogue.

LEARNING
OBJECTIVES

O—O

General Delivery
Delivery Location

Term
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General Delivery Term by et

This section allows suppliers to set and edit the general delivery term that covers all products
uploaded for PETRONAS Catalogue - serves as a reference for PETRONAS Buyers.

@ reronssiencorrors R corrors YR Click on ‘Manage Delivery Term’ on

@ oo Manage Delivery Terms the Left Navigation Bar

@ Dashboard This is a general delivery term that covers all products uploaded for PETRONAS Catalogue and serves as a reference for PETRONAS buyers.
This section is mandatory for PETRONAS vendors to fill in. Failing to do so, your account will be hidden from the marketplace. 2 Input your Dellvery Term (Days)

Default Delivery Term From 5 To 14 Day/s
Please note that this general delivery
term settings should cover all
products uploaded for PETRONAS
Catalogue.

X1 Click on ‘Save Changes’ to save
once you have input the delivery
term.

Logout

9 This is mandatory for PETRONAS Vendors to input. Failing to do so will result in your ° ]
¥  e-store being hidden from PETRONAS Catalogue. \




Delivery Location oty Lot

This section allows suppliers to set the supplier’s available delivery location(s). The total
product unit price inclusive of delivery charges must cover all the locations selected.

@ PETRONAS Vendor Portal = Home Go to Portal 1 C“Ck on ‘Manage Delivery
' . Location” on the Left Navigation
@ v Manage Delivery Locations Bar

@ Dashboard Please check the available delivery location(s) from your company to the buyer’s location. The total product unit price inclusive of delivery charges must cover all the locations selected below.

° g
aa Profile Settings . . < .
Please note that the delivery location settings apply to all products quoted & uploaded in your Lapasar Seller’s account for PETRONAS Catalogue.

(] Manage Location o 2 TiCk on the CheCkboxeS for the
s states that are within the supplier’s

2% Manage Users

Johor available delivery location.
a Manage Delivery Terms Kedah
o Note: only tick on the checkboxes
B Manoce Orders that are applicable to supplier’s
8 oo st delivery locations (states).
Manage icts g Labuan
X uplo .
5 ’ u! Melaka This should apply to all products
Product Approval Status
- § . uploaded for PETRONAS
B Full Product List (View only) ] Negeri Sembilan
Catalogue.
(] Pahang
O Perak
‘e * e N ’ . . a o ®» C
celed ..'.o .'.' s - Please note that the delivery location settings apply to all products quoted & uploaded .‘.'.o Sel ey
= B : ) ® »
NPT ¥  in your Lapasar Seller’s account for PETRONAS Catalogue. 209500 %0, "
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Accepting & Managing Orders

This section allows suppliers to accept (fulfilment) and manage orders from PETRONAS
buyers.

LEARNING
OBJECTIVES

Suppliers will be able to accept orders received from PETRONAS as well as
managing them.

®

Accepting &
Managing
Orders




Accepting &

Accepting & Managing Orders b

This section allows suppliers to accept (fulfilment) and manage orders from PETRONAS

buyers.
@ PETRONAS Vendor Portal = Home Go to Portal 1 C“Ck on sProduct Approval Status!
Q ZEREILEE Manage Orders Manage Orders On the Left NaVigation Bar
@ Dashboard List of Orders Refine Search Q
& Profile gs . ¢ . .
® Manage Location No. PO Date GR Date POID Buyers Tracking No. Postcode Total PO Value PO Status Payment Action 2 CIICk on Pendlng Order, to view the
order pending for supplier to accept.
No Order Found
. The number states the number of
o Ma .
Showing 0to 0 of 0 entries orders pending to be accepted.
ﬁ Product Approval Status
ﬁ Full Product List (View only)
..‘o. S . L. ."..'._
crelsed ool - I Please contact Lapasar Live Chat Team or Lapasar \WhatsApp for any enquiries .'.-.. celtel
A ] . ® . -
NPT regarding accepting order(s) from PETRONAS. 0092005000 00,



https://api.whatsapp.com/send?phone=601546000054
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User Roles

This section allows suppliers to create unlimited user roles with varying levels of access on
Lapasar Vendor Portal for PETRONAS Catalogue.

Suppliers will be able to create user roles & view list of users with different level
of access on Lapasar Vendor Portal.

LEARNING
OBJECTIVES

O—O

User Roles List of
Users
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User Roles (A)

This section allows suppliers to create user roles and the different levels of access on
Lapasar Vendor Portal.

@ PETRONAS Vendor Portal = Home Go to Porta 1 C“Ck on ‘Manage Users, on the Left
User Role Manage Users / User Role NaVigation Bar
List of Users Role Refine Search Q,
74 Click on ‘User Roles’ from Manage
O rome=oction Users Dropdown Menu.
< -'-'-'-ManageUsers No. Role Status Action
e O UserRoles e [ = | = I3 1 Click on ‘Add User Role’ to add
Ottt 5 | | = | - new user roles on Lapasar Vendor
- Portal.
3 Finance [ Enabled l E =
i e | — l = ¥ A ‘User Role’ window will pop up:
+ Showing 1 to 4 of 4 entries < 4 > o User R0|e Name .
s Add Role e Status (Enable / Disable)
Product Approval Status
B Full Product Lis ) Role * .
5] Click on ‘Save’ once completed.
Status * |
Enabled v




User Roles (B)

This section allows suppliers to create user roles and the different levels of access on

Lapasar Vendor Portal.

@ PETRONAS Vendor Portal

0 Haven Koe

@ Das

o Manage
8% Manage Users
O User Roles

O List

= Upload Products
Product Approval Status

B Full Product Lis

= Home

User Role

List of Users Role

Go to Porta

Manage Users / User Role

PYGIVEOICM + B Refine Search Q

-

-

No. Role Status Action o
1 Business Intelligence [ Enabled l E =
2 Sales l Enabled l =
3 Finance [ Enabled l E =
4 Super Admin l Enabled l =
Showing 1 to 4 of 4 entries
®
E': Click on this icon to Edit Roles created.
& | Click on this icon to Edit Page Access for the roles created.
=]
eSS ea o e . e ediee e . : ....,';.-.- FITTITE:
S o."o.'.'.o.'.'.-."o Soglegleg oo, . o , ool

00—

User Roles List of
Users

] Upon saving the role created, a
green bar stating a new user role
has been added will appear.

74 There are 2 actions can be made
under Action:

e Edit Roles
e Page Access

] Find the descriptions of each icons

(under ‘Action’) for User Roles as
stated.
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User Roles (C)

This section allows suppliers to create user roles and the different levels of access on
Lapasar Vendor Portal.

9

On the same page (from previous
slide), click on this icon under
‘Action’. The icon description is
as stated on the left.

& | Click on this icon to Edit Page Access for the roles created.
[==]

@ PETRONAS Vendor Portal = Home Go to Portal
ﬂ Haven Koe Page Access Manage Users / Users Role / Page Access
' Note: T Pge il AutosavewhenCheckUncheck B (IO Supplier will be directed to ‘Page

@ Dashboard

CheckAll & | Uncheckall O
; Profile Settings (1 o‘

(~] Manage Location

Access’ and able to allow varying
access to different roles created.

No. Page Access Permission Action

43% Manage Users

S woles
O ListofUsers 2 Auditlogs [ View Audit Logs checkAll B | unchecka O

ry Locations
- ) 3 Shipping Settings [ shipping Settings List [JAdd Shipping Settings [JEdit Shipping Settings
8 Manage Delivery Terms
4 Company Profile [OView Company Profile [JEdit Company Profile
FEATURES
5 Manage Orders [OView Order Type OvView Order Oview PO Oview DO O View Invoice O List of order UncheckAll O

6 Manage Products O view Product [ Edit Product [JManage Inventory [JADD Products
o X Upload Products
B Product Approval Status I User Profile [View Profile [JEdit Profile [JUpdate Password
Bi Full Product List (View only) 8  Manage Location OJEdit Location OlList of Location O Add Location CheckAll 3 ] uncheckall O

- l..l. v. .
'.... ’.....'...'-..
. @
P




List of Roles

This section allows suppliers to create and view list of users created on Lapasar Vendor
Portal.

@ PETRONAS Vendor Portal = Home corrorat Bl Click on ‘Manage Users’ on the Left
'_‘;::' Haven Koe Llst Of User Manage User / List of User Nav'gatlon Bar
List of User Refine Search Q . .
74 Click on ‘List of User’ from Manage
No.  User Name Role Email Mobile Status Action Users Dropdown Menu'
#&} Manage Users il Haven Koe Admin haven@lapasar.com 0169744900 Active E
O User Roles ¥} Click on ‘Add User Role’ to add
O istof Users . ‘ new user on Lapasar Vendor Portal.
Showing 1 to 1 of 1 entries
m Mana; S
o Manage Delivery Terms 4 ‘ , . :
e (st Z3 An ‘Add New User’ window will pop
up:
User Name * Email *
e User Name
e Role - added in ‘User Roles’
Role * Office/Mobile No* ° Gende r
ﬁ Full Proc i L] Emall
Gender * L] Ofﬁce / MOblle NO
Logout Copyright ©2021 All rights eated by Lapasar.com v Version 2.0

: 5] Click on ‘Save’ once completed.
Close




Petronas-Lapasar DO’S & DON’TS

9 DO’S

Have a designated Person in Charge that will take
care of the onboarding and the fulfillment of the
first few orders.

Leverage on our team to help you set up. Product
uploads, account setting and more.

Download the respective marketplace App to be
notified on your incoming orders & manage them
easily.

€ DON'TS

Do not set prices that are above reasonable market
price average.

Do not be hesitant to reach out for help! You can
reach Lapasar via the Live Chat function, via Call or
via Email!

Do not forget to update your product inventory and
prices if there are any changes.
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Support Contact

Should you require any support, please reach out to us via the following channels:

welcome@lapasar.com

03-6144 6686

% LIVE CHAT : https://petronas.lapasar.com/app/
petronas/ (Upon Login)

@ WHATSAPP : +60 154-600 0054
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mailto:welcome@lapasar.com
https://petronas.lapasar.com/app/petronas/
https://petronas.lapasar.com/app/petronas/
https://api.whatsapp.com/send?phone=601546000054

THANK YOU




