Manual for Supplier



Manual for Supplier

Table of Content
Table Of CONtENt.......cooo i 1
Terms and DefinitioNS. ... ... .. s 2
1.0 Sign up for a new account or log in to the existing account...........cccccceriiiiiiiiiinnecinnnns 3
2 IRST UT'o o [T g o o 11 o= 1 £ o o 7
3.0 Browsing the Request for Quotation (RFQS).........ccccirimmminnnmn e 10
3.1 RFQs List on the Main Page..........ccooiiiiiiiiiiie e 10
3.2 Submitting Supplier QUOAtION...........oooii s 12
3.2.1 Click on the OMC Supplier Workspace tab.............ccuuvvvrvimiiiiiiiiiiiiieeeieeeeeeeeeeeeeeee 12
3.2.2 Click Request for QUOLAtION..........cooiiiiiiiiieee e 12
3.2.3 Click the RFQ ID in the Open RFQ list........cooiieeiiiiiieeeeee e 13
3.2.4 Create Supplier QUOALION.........cooiiiiieee e 14
3.3 Add Supplier QUOLALION. .......eeiiiieeeeeeeeeeeeeee e 15
3.3.1 Click on Buying > Navigate to Supplier Quotation and click on the draft................ 15
3.3.2 Fill in the Valid Till date and Quotation Number............ccoooiiiiiiiiii e 15
3.3.3 Set the item prices and upload the quotation................cooooiiiiiiiiiiii, 16
3.3.4 Click Submit to confirm your QUOtatioN............ccoiiiiiiiii e 16
3.3.5 The Supplier Quotation is now submitted for approval...............coooeeiiiiiiiiciiicces 17
3.4 View List of Supplier QUOtation...........cccovvviiiiii e, 18
4.0 Supplier Delivery Order (DO)........ccccciiiirriiriisssssssssssssssssssssssssssssssssssssssssnsssmsssmnssmsssnmnsnnnsnne 19
4.1 AccesSING PUrChAse OFdEr.........uuuiiiiiiiiiiiiiieeeeeeeeeeeeee ettt 19
4.2 List Of PUFChASE OFUEIS........eiiiiiiiiiiieiie ettt e e e e e e e e e e e reeeeaaeeaann 19
4.3 Creating and Finalising Delivery Order (DO)........couiiiiiiiiieieeeeeeeieeee e 20
4.3.1 Create new delivery order (DO)........oocuiiiiiiieeieeee e 20
4.3.2 Finalising Delivery Order (DO)...........uuuuuiiiuiiiiiiiiiiiiiieesiesseseseeseesereeeeeeeeeeeeeeeeeeeeeeeeess 20
4.3.3 Submit Delivery Order (DO) for APProval..........ccccccuuueruuiuiriiiriiiinireeerereeerreeeeeeeeeeee. 21
5.0 Supplier INVOice SUDMISSION........ccooiiiiiiiiiiii i 22
5.1 ACCeSSING SUPPIIEI INVOICE. ...t e e e e e e eeeeeeeeeeeeeees 22
5.2 Submitting SUPPIIEr INVOICE.......cooiiiiiieeee e 23
5.2.1 SUDMIE INVOICE. ....eeeiiiee et e e e e e e e e e e e e 23
5.2.2 Fill INVOiCe DetailS. ......ccoiiiiiii i eeeas 23
5.3 INVOICE DEtailsS ENTrY.......oeiiiiiiiiiiiiiee e 24
5.3.1 Click on My Invoices to navigate to the submitted invoice...................................... 24
5.3.2 Click on the related iNVOICE...........uueiiiiiiiiii e e e e e e e e e e e e e ees 24
5.3.3 Upload the invoice and fill out the related details..............ccooooiieiiiiiiiiiiii, 25
5.4 Invoice Submission COMPIELION...........eiiiiiiiiiiiiiieeeeeeeeeeeeeee e, 26
5.4.1 Click actions and submit for approval after verifying all the details......................... 26
5.4.2 The invoice has been submitted................... s 26
5.5 View Invoice SUbMISSION List.......ccccoiiiiiiiii e eee e 27

Version 1.0.1 (Last updated: 17 March 2026) 1



Manual for Supplier

Terms and Definitions

Terms Definitions

Requester A user who submits requests for items, parts, or services in the EPMIS system.
Supplier Application submitted by a new supplier/vendor to be registered in the EPMIS
Application system.

Supplier Registered supplier or vendor that is approved and capable of providing products

or services.

Supplier Admin

Supplier-side user with company management permissions (e.g. profile updates,
user management).

Suppliers
Recommender

User authorised to recommend or endorse a supplier application for approval.

Suppliers Manager

Approver responsible for approving supplier applications and supplier information
updates.

Storekeeper User responsible for managing in-store inventory, including purchase requests,
transfer approvals, and issuing items/parts.

QCS Authorised QCS approver for reviewing and approving requests within EPMIS.

Purchaser User responsible for preparing RFQs, evaluating quotations, and issuing
approved Purchase Orders (PO).

Stock Approver responsible for approving stock reconciliation activities in the assigned

Reconciliation warehouse.

Approver

Stock Taker A user responsible for conducting stock takes and stock reconciliation.
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1.0 Sign up for a new account or log in to the existing account

Click the “Login / Sign Up” button. For a new supplier, please sign up for a new supplier
account.

ol Login

EPMIS Portal

RFQs, supplier registration, and quotation submission

Suppliers
@
E{bc open RFQs. To submit quotations, please login and register as a supplier.

LogintSign up  Supplier Registration
@’:7
Company Users

Access internal EPMIS dashboard and workflows.

Login to EPMIS

.
P Your email address... Get Updates

are Sdn. Bhd.

k10, 11/2 Mile, Kuch

tral Land District, Green

Road, Min Chu Garden, 93150 Kuching
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1. Click Sign up to sign up for a new account.

J
Onetedlcare

Login to EPMIS

=) iaﬂe@example.ccm

) eesse Show

Forgot Password?

or

Login with Email Link

Don't have an account? Sign up

@
2. Please fill in the following details to sign up, then click the Sign Up button
a. Supplier Full Name
b. Supplier Email Address

U
Onet edicare

Create a EPMIS Account

lJane Doe

jane@example.com h

Have an account? Login

3. Next, check your email for verification.

Message

Please check your email for verification
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4, Click the button to complete your registration and set a new password.

= ! Gmail Q  search mail

2 B O ® 5 @ 10f1,423 ¢ > gm~

Welcome to Sandbox OMC  inkox & B

@ Notifications <admin@ideria.co> 10:38AM (O minutesago) ¥y @ €
tome v

Y Purchases

e Welcome to Sandbox OMC

Labels
Hello Ainul Zahirah,

A new account has been created for you at http://sandbox.omc.ideria.co.
Your login id is: ainulzahirah.edu@gmail.com

Click on the link below to complete your registration and set a new password.

Complete Registration

You can also copy-paste following link in your browser
http://sandbox.omc.ideria.co/update-password?key=
e470db110c0fb2ca77903ed0b87e1d21b672204b540cef3ff7653a9d

EPMIS Sandbox under testing. Please disregard.

5. Create a new password, then click confirm.

Reset Password

LA L L LR RN RN ]

LA AL LR RN RN}

Success! You are good to go &

m

Don't have an account? Sign up
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6. You can now view the following main page and click the My Account button to view your

account.

EPMIS Portal

RFQs, supplier registration, and quotation submission

You are signed in as a vendor.

NCUTIIRNIsEIl Browse RFQs  Supplier Application | My Account| Logout

&

Lot 315 & 317, Block 10, 11/2 Mile, Kuching Central Land District, Green Road, Min Chu

o

One Medicare Sdn. Bhd

Garden, 93150 Kuching, Sarawak

AZ

Copyright © 2026 One Medicare Sdn. Bhd

Here, you can view your account.

Addresses

My Account

@E]

My Account

Ainul Zahirah

Reset Password
Reset the password for your account

Manage third party apps

To manage your authorized third party apps

AZ

/ Edit Profile

Reset Password

Manage your apps

Version 1.0.1 (Last updated: 17 March 2026)




Manual for Supplier

2.0 Supplier Application

To begin the registration process, click the Supplier Application button found on the vendor
portal.

You are signed in as a vendor.

WELGLIgS eIl Browse RFQs | Supplier Application| My Account Logout

Complete all required fields in the application, including the Supplier Company name and at
least one Company Registration Number.

Status: Loading

Supplier Registration -«

Kindly fill in the supplier registration application below.

Supplier Company

Company Registration No. (New)

Kindly fill in at least one of either New or Old Company

Registration No.

Company Registration No (Old)

Personnel Info

First Name Email

ainulzahirah.edu@gmail.com

Last Name (Optional) Phone No.
Designation Mabile No.
Department

Version 1.0.1 (Last updated: 17 March 2026) 7



Manual for Supplier

You can safely store your progress at any time by clicking the Save Draft button.

Business Info

Address Type State/Province
Address Line 1 Postal Code
Address Line 2 Country

Malaysia
City

Discard BEVCEsIcudl (| Submit Application

Once a draft is saved, you can review your details by selecting View your response or make
changes via the Edit button.

Application Draft Saved

Your draft has been saved. Your application is NOT submitted yet. Click 'View your response’ and
'Submit Application’ when you are ready.

Edit your response View your response
@, Q)
N N
N N

When the application is complete and ready for review, click the Submit Application button.

Status: = Draft

ainulzahirah.edu@gmail.com e svomi paggcaton

Supplier Company

Blue Horizon Trading Sdn. Bhd.

Company Registration No. (New)

2024010234561456789-X

Kindly fill in at least one of either New or Old Company
Registration No.

Company Registration No (Old)
789456-T
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Business Info

Address Type State/Province
Address Line 1 Postal Code
Address Line 2 Country

Malaysia
City

Discard SubmitAwicalion
J

After submission, the application status will update to Submitted, indicating it is now awaiting
processing by the system.

Status: ( Submitted

ainulz@%irah.edu@gmail.com

Supplier Company

Blue Horizon Trading Sdn. Bhd.

Company Registration No. (New)

2024010234561456789-X
Kindly fill in at least one of either New or Old Company
Registration No.
Company Registration No (Old)

789456-T

After submitting the application, the supplier must wait for the authorised team to review
and approve it before proceeding with the quotation.
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3.0 Browsing the Request for Quotation (RFQs)

There are several ways the supplier can access the Request for Quotation (RFQ) list:
1. RFQs List through the Main Page
2. RFQs List through the Vendor Portal

3.1 RFQs List on the Main Page

On the Main Page, click the Browse RFQs button to view all currently available procurement
opportunities.

EPMIS Portal

RFQs, supplier registration, and quotation submission

You are signed in as a vendor.

Vendor Portal Brox-'-,-'s%%FQs Supplier Application My Account Logout
&

N

You can click View items for a specific RFQ to see the detailed list of required products, such
as batteries and their specifications.

Open RFQs

Browse RFQs. Login to submit quotations.

Release
RFQ Title Date Close Date Status Items Action
3 items
RFQ for the purchase RFQ for the purchase 01-03- 31-03-2026 ) N
Open View RFQ
of battery of battery 2026 00:00

« BATTERY,NICD 12V, 2.9AH — 8.0 Nos
Delivery: Pusat Jantung Sarawa

wak
Defibrilla al, Manus

« Battery, Lithium, 3V, CR-1/3N — 1.0 Nos
Delivery: Pusat Jantung Sarawak

s Battery, Rechargeable, 12V/4.5Ah — 5.0 Nos
Delivery: Pusat Jantung Sarawak
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For a more comprehensive look at the terms and delivery locations, click the View RFQ button.

Open RFQs

Browse RFQs. Login to submit quotations.

RFQ Title

RFQ for the purchase RFQ for the purchase

of battery of battery

01-03-
2026

Release
Date

Close Date

31-03-2026
00:00

Items Action

3 items

When you are ready to provide a price, click Quote in Desk to transition to the submission form.

N

Open RFQ

RF.Q for the purchase of battery

Please supply the specified items at the best possible rates
Details
RFQ ID RFQ for the purchase of battery

Release Date 2026-03-01

Items Disclosed Yes

ltems
Item Description
BATTERY,NICD 12V, 2.9AH Defibrillators, External,
01-1113¢ 006 Manual

Generic

Generic

Qty

g.0

5.0

Uuom

Delivery Location

Pusat Jantung
Sarawak

Pusat Jantung
Sarawak

Pusat Jantung
Sarawak

(WA MENE  Back to RFQs

Actions

Quote in Desk A

You'll submit your Supplier Quotation (§ fext

Attachments

o RFQ PDF uploaded yet.

The following is for the approved Supplier. For a new supplier, please sign up and refer to
the relevant user manual. Once your supplier application is approved, you can now

follow the steps.

Version 1.0.1 (Last updated: 17 March 2026)
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3.2 Submitting Supplier Quotation

3.2.1 Click on the OMC Supplier Workspace tab

00l Q Search or type a command (Ctrl + G) (3 Help. AZ
= OMC Supplier Workspace
 PUBLIC
EPMIS Supplier Workspace
¢% Home PP P
) OMC Supplier Works... Request for Quotation » 63 My Quotations # 29 My Orders # 13 My Deliveries » 23
2] Buying My Invoices # 15
£ Users
Website
8 ‘ User Management
& Tools
Supplier Admin Request » 0
& ERPNext Settings
&9 Integrations
S Build

3.2.2 Click Request for Quotation.

“_%tll Q Search or type a command (Ctrl + G) Qo Help » A7
= OMC Supplier Workspace
 PUBLIC
EPMIS Supplier Workspace
25 Home PP P
£ OMC Supplier Works... Request for Quotation 7 53 My Quotations # 29 My Orders 2 13 My Deliveries 7 23
{5) Buying My Invoices 7 15
£y Users
Website
= ! User Management
® Tools
Supplier Admin Request # 0
&) ERPNext Settings
o7 Integrations
3 Build
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3.2.3 Click the RFQ ID in the Open RFQ list.

o

> Buying » Open RFQ

Q Search or type a command (Ctrl + G)

[} Help -~ AZ

= Open RFQ i= List View * fe3
Filter By
1D = Filter  x =1 Last Updated On
Assigned To H
O o Title Status Public Until 200f53 Q
Created By H
Edit Filters () PUR-RFQ-2026-00 Request for T-shirt, - e Open 17-03-2026 2m 00-0Q
Tags 5 ' PUR-RFQ-2026-00Q91 Request for T-shirt * Open 17-03-2026 3n Q0O
Show Tags () PUR-RFQ-2026-00090 Request for Laptop  Open 17-03-2026 ah Q0-Q
Save Filter ) PUR-RFQ-2026-00089 Request for T-Shirt * Open 16-03-2026 3n Q0O
Filter Name ] PUR-RFQ-2026-00088 Request for Items2 s Open 16-03-2026 ah Q0-Q
(] PUR-RFQ-2026-00087 Request for Battery ® Open 16-03-2026 sh D0-Q
ga: > Buying > Open RFQ » PUR-RFQ-2026-00092 Q Search or type a command (Ctrl + G) fia] Help ~ AZ
= PUR-RFQ-2026-00092 o©Open Create Supplier Quotation < >
& Assigned To + Title Transaction Date
@ Attachments + Regdest fgf T-shirt, Laptop, Sneakers 12-03-2026
& Tags + Disclose ltems Scheduls Date
Status 12-03-2026
@& Share +
Open Public Until -
Is Active 17-03-2026
Qo-0o0 FOLLOW
Message for Supplier
purchaser@one- Please supply the specified items at the best possible rates
medicare.com
last edited this - 2 minutes REQ Item
ago
No. Item Code Quantty Unit of Measure 5}
purchaser@one-
medicare.com 1 SKUO0O: T-shirt 4 Nos 2
created this - 2 minutes ago
2 SKU002: Laptop 5 Nos Vd
3 SKUO0OS5: Sneakers 5 Nos 2

Version 1.0.1 (Last updated: 17 March 2026)
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3.2.4 Create Supplier Quotation

Within the specific RFQ page, select the Create Supplier Quotation button to start your official

&i > Buying » Open RFQ > PUR-RFQ-2026-00092 Q Search or type a command (Ctrl + G) 4] Help ~ AZ
= PUR-RFQ-2026-00092 ©Open Create Supplier Quotation ~ >
@
& Assigned To + Title Transaction Date
@ Attachments + Request for T-shirt, Laptop, Sneakers 12-03-2026
@ Tags + Disclose Items Schedule Date
Status 12-03-2026
& share +
Open Public Until
15 Active 17-03-2026
Qo000 FOLLOW
Message for Supplier
purchaser@one- Please supply the specified items at the best possible rates
medicare.com
last edited this - 2 minutes REQ Item
ago
No. Item Code Quantty Unit of Measure ol
purchaser@one-
medicare.com 1 SKUOO: T-shirt 4 Nos z
created this - 2 minutes ago
2 SKU002: Laptop 5 Nos 2
3 SKUO0O0S: Sneakers 5 Nos z
&
% > Buying > Supplier Quotation > PUR-SQTN-2026-00121 Q Search or type a command (Ctrl + G) (a1 Help A7
= Blue Horizon Trading Sdn. Bhd. oraft Getltems From = Tools ¢ ¢ > &
& Assigned To + Submit this document to confirm x
@ Attachments + Details Address & Contact Terms More Info Connections Review and Approvals
© Tags + Supplier Status
@& Share + Blue Horizon Trading Sdn. Bhd. Draft
Company Date
Sandbox OMC 12-03-2026
Qo-Qo FOLLOW
Open RFQ Valid Till

You |ast edited this - PUR-RFQ-2026-00092

You created this

Quotation Number

If you received the following message, please navigate back to the OMC Supplier Workspace

tab, then click My Quotations.

® Message

You already created a Supplier Quotation for this RFQ: PUR-SQTN-2026-00107

Version 1.0.1 (Last updated: 17 March 2026)
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3.3 Add Supplier Quotation

3.3.1 Click on Buying > Navigate to Supplier Quotation and click on the draft

m_% > Buying » Supplier Quotation Q Search or type a command (Ctrl + G) Q Help « AZ
= Supplier Q{"'_"]’on = List View = = + Add Supplier Quotation
Filter By
D Title Supplier Company = Filter  x =1 LastUpdated On &
Assigned To
O Title Status Date Valid Till Request for Q... 1D 200f 30 Q
Created By
Edit Filters [ Blue Horizon Trading Sdi  Draft 12-03-2026 PUR-RFQ-20-- PUR-SQTN-2-- now Q0-Q
Tags ) Blue Horizon Trading Sdi  Submitted -03-2026 17-03-2026 PUR-RFQ-20-- PUR-SQTN-2-- 3h Q0-Q
Show Tags (] Blue Horizon Trading Sdi  Submitted 12-03-2026 17-03-2026 PUR-RFQ-20-- PUR-SQTN-2-- 3h ©Q0-Q

3.3.2 Fill in the Valid Till date and Quotation Number

Enter the valid date of the quotation and the quotation number. Then, review the ltems table as
in part 3.3.3 to make sure the quantities match the request before entering your proposed Rate
(MYR)

on_ﬁrg.i > Buying » Supplier Quotation > PUR-SQTN-20286-00121 Q Search or type a command (Ctrl + G) ] Help ~ AZ
— Blue Horizon Trading Sdn. Bhd. Wotsaved Getltems From ¢  Tools ¢ < >8 - |
& Assigned To 4+ Submit this document to confirm x
@ Attachments + Details  Address & Contact ~ Terms ~ More Info  Connections  Review and Approvals
© Tags + Supplier Status
& Share + Blue Horizon Trading Sdn. Bhd. Draft
Company Date
Sandbox OMC 12-03-2026
Qo-0Oo0 FOLLOW
Open RFQ Valid Till
You last edited this -1 PUR-RFQ-2026-00092 x = 17-03-2026
minute ago
N Quotation Number
You created this - 1 minute
ago BHT-QUO-2026
-

Version 1.0.1 (Last updated: 17 March 2026) 15
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3.3.3 Set the item prices and upload the quotation

You must attach your official Quotation or Commercial Proposal file in the Supplier Quotation

section for record-keeping.

Testfile.pdf
@ 12.93K

Total Quantity Private

14

Total Net Weight

0

3.3.4 Click Submit to confirm your Quotation

Itermns
) No. Itern Name Description Quantity uoMm Rate (MYR) o
O 1 T-shirt T-shirt 4 Nos RM 10.00
@) 2 Laptop Laptop 5 Nos RM 3,600.00
] 3 Sneakers Sneakers 5.000 Nos 10.00 2
Add Row  Add Multiple Download __Upload
Supplier Quotation
Atti
Sup attach Quotation or Commercial Proposal

setall public  [EUSGER]

After finalising the details, click Submit and confirm the permanent submission of the document.

ol > Buying > Supplier Quotation > PUR-SQTN-2026-00121

= Blue Horizon Trading Sdn. Bhd. Oraft

& Assigned To + Submit this document to confirm
@ Attachments + Details Address & Contact Terms More Info Connections Review and Approvals
) 3d model webvie X
Supplier Status

© Tags + q q

Blue Horizon Trading Sdn. Bhd. Draft
@ share * Company Date

Sandbox OMC 12-03-2026
Qo-Qo FOLLOW Open RFQ Valid Till

PUR-RFQ-2026-00092 17-03-2026

You last edited this -
Quotation Number

You created this - 3

minutes ago BHT-QUO-2026

Q Search or type a command (Ctrl + G} o

Get Items From ©

Help »  AZ

Tools 2 & > &

Confirm

Permanently Submit PUR-SQTN-2026-001217

Version 1.0.1 (Last updated: 17 March 2026)
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3.3.5 The Supplier Quotation is now submitted for approval

& Assigned To +

@ Attachments +
) 3d model webvie %

® Tags +

& share +

Qo-0Oo0 FOLLOW

You last edited this -

You created this - 5 minutes
ago

ol > Buying > Supplier Quotation > PUR-SQTN-2026-00121

= Blue Horizon Trading Sdn. Bhd. Subpmitied
n'

Details Addres: ct More Info Connections

Supplier

Blue Horizon Trading Sdn. Bhd.

Company

Sandbox OMC

Open RFQ

PUR-RFQ-2026-00092

Accounting Dimensions

Request for Quotation Ref.

PUR-RFQ-2026-00092

Currency and Price List ~

Items

No.  ltem Name Description
1 Teshirt T-shirt

2 Laptop Laptop

3 Sneakers Sneakers

Q Search or type a command (Ctrl + G) [ Help v AZ

a»

Review and Approvals

Status.

Submitted

Date

12-03-2026

Valid Till

17-03-2026

Quotation Number

BHT-QUO-2026

Payment Term (Days)

60
Quantity uom Rate (MYR)
4 Nos RM 10.00
5 Nos RM 3,500.00
5 Nos e
Submitted

=]

z

g

Now, the Supplier has to wait for the Quotation approval and Purchase Order from the QCS,
Recommender and Verifier.

& Assigned To -+

& Attachments +

©) Screenshot 895.p X

© Tags +

(& Share +

Qo000 FOLLOW

You last edited this -

You created this - 5 minutes
ago

L-%'i > Buying » Supplier Quotation » PUR-SQTN-2026-00165

= Blue Horizon Trading Sdn. Bhd. Submitted

Details Address & Contact

Approval Policy

Budgeted Policy

("] Rejected

Reason

Approval Status

Selected

(.
Heccmmer@

Q Search or type a command (Ctrl + G)

Connections Review and Approvals

Service Type

Budget Type

Budgeted

Verified

Approved

Version 1.0.1 (Last updated: 17 March 2026)
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Once the Quotation is approved, the supplier can submit a purchase order.

If the Quotation has not yet been approved, the supplier cannot submit the purchase/delivery

order yet.

® Not permitted

User supplier@one-medicare.com does not have access to this document:
Purchase QOrder - None

You need the 'create’ permission on Purchase Order to perform this action.

3.4 View List of Supplier Quotation

While waiting for the approval, you can view the submitted quotation by clicking the OMC

Supplier Workspace tab, then clicking My Quotations.

OMC Supplier Workspace

PUBLIC

<

Home EPMIS Supplier Workspace

OMC Supplier/iks... Request for Quotation » 72 My Quotations # 41
Buying @ My Invoices » 16 @

Users

My Orders 7 17

Website
‘ User Management

Tools
Supplier Admin Request 2 0
ERPNext Settings

Integrations

¥ W0 DO N

Build

My Deliveries » 24

L% Q Search or type a command (Ctrl + G) [] Help -~ AZ

To track your previous interactions, navigate to the Supplier Quotation list to see the status

and dates of all your entries.

L@ > Buying » Supplier Quotation Q Search or type a command (Ctrl + G) [} Help ~ AZ
= Supplier Quotation i ListView ¢ O - Add Supplier Quotation
Filter By
ID Title Supplier Company = Filter x i LlastUpdatedOn &
Assigned To
O Title Status Date Valid Till Grand Total 1D 200f 41 Q
Created By
Edit Filters [ Blue Horizen Trading §dr)) Submitted 13-03-2026 17-03-2026 RM 450.00 PUR-SQTN-2-- 2d ©Q0-Q
Tags . (0 Blue Horizon Trading bmitted 13-03-2026 17-03-2026 RM 7516.00 PUR-SQTN-2-- 24 Q0-Q
Show Tags () Blue Horizon Trading Sdi  Submitted 13-03-2026 17-03-2026 RM130.00 PUR-SQTN-2-- 2d Q0-Q
Save Filter () Blue Horizon Trading Sdi  Submitted 13-03-2026 19-03-2026 RM 300.00 PUR-SQTN-2-. 2d ©Q0-Q

Version 1.0.1 (Last updated: 17 March 2026)
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4.0 Supplier Delivery Order (DO)

4.1 Accessing Purchase Order

To view and manage your orders, navigate to the Buying module and locate the Purchase
Order option under the Reports & Masters section. After your quotation is approved and a
Purchase Order is issued, the supplier can issue a Delivery Order(DO). Click on a specific order
to view the Delivery & Invoice Summary, which tracks the quantity ordered against the amount

delivered and invoiced.

= Buying
PUBLIC

Your Shortcuts

2% Home
£ OMC Supplier W...

] Buying Purc})

Users

Websit
eostte Reports & Masters

¥ Tools
5 ERPMNext Settings Buying

o7 Integrations Purchase Order =

& Order » 1ToRec

eive Dashboard ~

Supplier

Supplier »

) Search or type a command (Ctrl + G) s Help -~ AZ

Learn Procurement =

Custom Documents

Open RFQ »

D«-Qg"- » Buying » Purchase Order

= Purchase Order
Filter By
Assigned To

Created By
[ Supplier Name
Edit Filters

Tags

S Tome

[C] Blue Horizon Trading Sdn. Bhd

Status

To Receive and...

1 Search or type a command (Ctrl + G) 0 Help « AZ

= List View = i

= Filter % T} LastUpdatedOn @

Date D 1of 1

03-03-2026 PUR-ORD-2026... m OO0

4.2 List of Purchase Orders

In the Purchase Order list view, you can monitor all issued orders, including their current status,

date, and total. Use the search fields or filters to

Supplier Name, or Status.

.

> Buying > Purchase Order

= Purchase Order
Filter By
Assigned To

Created By

) Supplier Name
Edit Filters

| Blue Horizon Trading Sdi

) Blue Horizon (Tding Sdi
I Blue Horizon Sdi

) Blue Horizon Trading Sdi

Tags

Show Tags

Save Filter

Status

To Receive ...

To Receive ...

To Receive ...

To Receive ...

Date

13-03-2026

13-03-2026

13-03-2026

13-03-2026

Q Search or type a command (Ctrl + G) [a}

i= ListView @ O

= Filter x i Last Updated On

Grand Total % Billed D 17 of 17
RM 105.00 PO-2026-00 1 Oo0
RM 20.00 P0O-2026-00 1h OO0
RM 36.00 PO-2026-00- 1h Oo
RM 130.00 PO-2026-00- 1h OO0

Help . AZ

[

quickly locate a specific order by its ID,
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4.3 Creating and Finalising Delivery Order (DO)

4.3.1 Create new delivery order (DO)

&_.. » Buying » Purchase Order » PUR-ORD-2026-00008 Q1 Search or type a command (Ctrl + G) Cj Help .~ AZ
= Blue Horizon Trading ... TeReceive and Bill C i) <« 8
* Assigned To etails ress ontac! erms ore Info onnections
& g + Detail. Addi & Contact T M Inf C t @
& Attachments  + Supplier Date Company
ue Horizon Trading Sdn. 5 -03- andbox
& Tags n Elue Hori: Trading Sdn. Bhd 03-03-2026 Sandbox OMC
& sh + Required By Apply Tax Withholding Amount
are
03-03-2026
(PERORRIRE Is Subcontracted
0 - O 0 FoLLow Currency and Price List -

4.3.2 Finalising Delivery Order (DO)

Fill in the mandatory fields such as the Delivery Date, DO No., and ensure the Supplier DO
Upload is attached before proceeding.

&_.. » Buying » Supplier Delivery Order » SDO-2026-00006 i Search or type a command (Ctrl + G) Q Help ~ AZ
= SD0-2026-00006 Dt < > 8 -
& Assigned To  + Supplier Delivery Location
Blue Horizon Trading Sdn. Bhd. Hospital Sarikei
& Attachments 4+
Purchase Order No. Drelivg marks
@ Tags -+
PUR-ORD-2026-00009
(& Share +
Delivery Date
04-03-2026
Q0 - ¢ 0 FoLLow DO No.

fou last edited this - Supplier's Delivery Crder Number

just now
You created this - just Supplier E@aa
Attach

now

Delivery Items ltems.csv
4.39K

Private

O No. Item Code
O 1 01-11134-NO8-00...

(] 2 01-00000-000-0...

Set all public Upload

] 3 01-00000-000-0...

Add Row
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4.3.3 Submit Delivery Order (DO) for Approval

To finalise the process, click the Actions button and select Submit for Approval to send the
delivery order for internal review.

& Awachments +

(& lems.csv - %
D Tags +

g Share +

2 0 - 0FoLLow
fou last edited this -
ust now

fou created this - 7
ninutes ago

Blue Horizon Trading Sdn. Bhd.

Purchase Order Mo.

PUR-ORD-2026-00009

Delivery Date

04-03-2026

DO No.

1234567

Supplier's Delivery Order Number

Supplier DO Upload

> [privateffiles/ltems.csv

Delivery ltems

[ No.  Item Code

[} 1 01-11134-N08-00...
(B z 01-00000-000-0...
O 3 01-00000-000-0...
Add Row

% » Buying » Supplier Delivery Order » SD0-2026-00006 ) Search or type a comnft! + G) fil] Help ~  AZ

= SD0-2026-00006 Orr > &
Submit for Approval

& Assigned To + Supplier Delivery Location

Help
Hospital Sarike:
Delivery Remarks
MNoted
o~
Reload File  Clear

Description Uom Qty Ordered Quantity
Defibrillators, Ext... MNos 2 2 &
Generic Mos 2 2 -
Generic Mos 2 2 -

Now the supplier has to wait for the approval of the

respective Storekeeper.

submitted Delivery Order from the
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5.0 Supplier Invoice Submission

5.1 Accessing Supplier Invoice

Open the buying tab > then go to the supplier delivery order to open the delivery order

&_.. Q1 Search or type a command (Ctrl + G} o Help -~ AZ
= Buying
« PUBLIC
#% Home
5 OMC Supplier W... Your Shortcuts
(5] Buying Purchase Order » 1To Receivi Dashboard » Learn Procurement ~
&Y Users
9 Website
Reports & Masters
# Tools
& ERPNext Settings Buying Supplier Custom Documents
g .
o’ Integrations Purchase QOrder = Supplier = Open RFQ =
¥ Build Supplier Quotation = Contact Supplier Admin Access Request a

Address n Supplier Delivery Order =~
Supplier Invoice-Submission =
Supplier Term: ate

Supplier User In El

Once the delivery order is approved, navigate to the Supplier Delivery Order list to view the
updated status. Click on the specific approved order from the list view to open the delivery
details.

n_:%i'i > Buying > Supplier Delivery Order Q Search or type a command (Ctrl + G) ] Help ~ AZ
= Supplier Delivery Order i= List View 3 L8 + Add Supplier Delivery Order
Filter By
ID = Filters 1 X 1 LastUpdatedOn ©
Assigned To
D Status Supplier Purchase Order ... Delivery Date 120f12 QO
Created By
Edit Fitters ) sD0-2026-00035 Approved Blue Horizon Tra-~ PUR-ORD-2026-- 10-03-2026 m 00-Q
Tags L] SD0O-2026-00034 {b Approved Blue Horizon Tra-~- PUR-ORD-2026-- 10-03-2026 Bsm D0-Q
Show Tags ) SD0O-2026-00033 Approved Blue Horizon Tra-- PUR-ORD-2026-- 10-03-2026 4h Q0-Q
Save Filter [J SD0-2026-00032 Approved Blue Horizon Tra-- PUR-ORD-2026--  10-03-2026 an Q0-Q
il e [ SD0-2026-00031 Approved Blue Horizon Tra-- PUR-ORD-2026--  10-03-2026 sh 0D0-Q
[} sD0O-2026-00029 Approved Blue Horizon Tra-- PUR-ORD-2026-- 086-03-2026 3d Q0-Q
L] SDO-2026-00026 Approved Blue Horizon Tra-- PUR-ORD-2026-- 06-03-2026 4ad 9D0-Q
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5.2 Submitting Supplier Invoice

5.2.1 Submit Invoice

On the approved document page, click the Submit Invoice button located at the top right to
initiate the billing process.

0
&i > Buying > Supplier Delivery Order > SDO-2026-00052 Q Search or type a command (Ctrl + G) [} Help . AZ
= BDO0-2026-00052 Approved subfiRynvoice JNCEEEEPINFY
® Assigned To + This form is not editable due to a Workflow. X
@ Attachments + Supplier Delivery Location
©) Screenshot 91.p1 % Blue Horizon Trading Sdn. Bhd. Pusat Jantung Sarawak

© Tags + Purchase Order No. Delivery Remarks
® Share + PO-2026-00001 Ok sampai

Delivery Date

13-03-2026

Qo000 FOLLOW

DO No.
Test Multirolex last edited DO-202323
this - 3 minutes ago

Supplier's Delivery Order Number
‘You created this - 8
minutes ago Supplier DO Upload

[private/files/Screenshot_91.png
Delivery Items
No ltem Code Description uom Qty Ordered Quantity
1 01-11134-N08-0006 Defibrillators, External,... Mos 3 3 2

5.2.2 Fill Invoice Details

In the Invoice Details pop-up window, enter your official Supplier Inv. No. for the transaction.

Invoice Details

Supplier Inv. No.

INV-2026-0001 GEB

Invoice Date

10-03-2026
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5.3 Invoice Details Entry

5.3.1 Click on My Invoices to navigate to the submitted invoice

Gne§t‘£ Q1 Search or type a command (Ctrl + G) ] Help .~ AZ
= OMC Supplier Workspace
« PUBLIC
EPMIS Supplier Workspace
2% Home PP P
£ OMC Supplier .. Request for Quotation # 2I My Quotations 2 My Orders » 1 My Deliveries » 4
{51 Buying MYIW?K:- es 7 1
m
4% Users
Website
= User Management
¥ Tools
Supplier Admin Request » 0
&2 ERPNext Settin...
5.3.2 Click on the related invoice
&'g > Buying » Supplier Invoice Submission Q Search or type a command (Ctrl + G) ] Help ~ AZ
= Supplier Invoice Submission = Listview 3 & -
Filter By
D = Filters 1 X I LastUpdatedOn &
Assigned To
O o Supplier 1of1 Q
Created By =
Edit Filters () SUP-INV-2026-00017 ((E V) Blue Horizon Trading Sdn. - 2m ©0-Q
Tags =
Show Tags
Save Filter
Filter Name
24

Version 1.0.1 (Last updated: 17 March 2026)




Manual for Supplier

5.3.3 Upload the invoice and fill out the related details

Review the Inv. References section to ensure the Supplier Delivery Order and Purchase Order
No. correctly correspond to your shipment. Confirm that the Invoice Total matches your records,
noting that this value includes tax. Click the Attach button under Supplier Invoice Upload to

provide a digital copy of your official invoice.

@& Assigned To +
(& Attachments +
© Tags +
® Share +

Qo0-0o0 FOLLOW

You last edited this -

You created this -

of¥ex > Buying > Supplier Invoice Submission > SUP-INV-2026-00027

= SUP-INV-2026-00027 oOraft

Inv. References

Supplier

Blue Horizon Trading Sdn. Bhd.

Supplier Delivery Order

SD0-2026-00052

Delivery Date

13-03-2026

Supplier Inv. No.

INV20202

Currency @

MYR

Invoice Total
105.00
(¥atue including tax)
Invoice Upload

Al h

Attachments

O No Upload file

Q Search or type a command (Ctrl + G) ]

Purchase Order No.

PQ-2026-00001

Company

Sandbox OMC

Invoice Date

13-03-2026

Supplier's Remarks

U

Upload

Testfile.pdf
@ 12.93K
Private

Set all public

Help ~ AZ

Upload
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5.4 Invoice Submission Completion

5.4.1 Click actions and submit for approval after verifying all the details

Once the file is uploaded, click the Actions button and select Submit for Approval to finalise your

request.

= SUP-INV-2026-00017 Drait

& Assigned To + Inv. References
@ Attachments + Supplier
& Testfile.pdf % Blue Horizon Trading Sdn. Bhd.
© Tags =+ Supplier Delivery Order
SDO-2026-00035
& Share +

Delivery Date
10-03-2026
Qo0-0o0 FOLLOW

of¥ur > Buying > Supplier Invoice Submission > SUP-INV-2026-00017

Q Search or type a command (Ctrl + G) [} Help ~ AZ

Subnit for Approval
H@

Purchase Order No.

PUR-ORD-2026-00009

Company

Sandbox OMC

5.4.2 The invoice has been submitted.

After submitting for verification, the invoice status will change to Submitted, and the form will

become locked for editing due to the system workflow.

= SUP-INV-2026-00017 spbmitted

SDO-2026-00035

Delivery Date

Qo-Qo FOLLOW
10-03-2026
You last edited this -
You created this - 8 Supplier Inv. No.

minutes ago INV-2026-0001

Currency

MYR

Invnica Tntal
—

«R%x > Buying > Supplier Invoice Submission > SUP-INV-2026-00017

& Assigned To + This for! t editable due to a Workflow.
@ Attachments + Inv. References
©) Testfile.pdf x .
Supplier
 Tags + Blue Horizon Trading Sdn. Bhd.
(& Share + Supplier Delivery Order

Q Search or type a command (Ctrl + G) [ Help » AZ

Purchase Order No

PUR-ORD-2026-00009

Company

Sandbox OMC

Invoice Date

10-03-2026

Supplier's Remarks

ok
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5.5 View Invoice Submission List

Navigate to the Buying module sidebar and select Supplier Invoice Submission under the
Custom Documents section to view your history.

OneNeare Q Search or type a command (Ctrl + G) [ Help v AZ
= Buying
~+ PUBLIC
&% Home
Your Shortcuts

) OMC Supplier Works...
Accounting — Purchase Order » 4 To Receive Dashboard » Learn Procurement 7
(3] Buying
64 Support Reports & Masters
£, Users
B Website Buying Supplier Custom Documents

1

Purchase Order 2 Supplier 2 Open RFQ 2
& Tools opl o
i Supplier Quotation = Contact = Supplier Admin Access Request »
& ERPNext Settings
& Integrations Address 2 Supplier Delivery Order
» Build Supplier Invoice Submiss 2
&
€3 EPMIS Support Supplier Terms Temp\al%
Supplier User Invite  »

This opens the Supplier Invoice Submission list view, where you can track the Status, Supplier
name, and submission time for all your uploaded invoices.

oni% > Buying > Supplier Invoice Submission Q Search or type a command (Ctrl + G) fa] Help ~ AZ
— Supplier Invoice Submission iS ListView @ & - Add Supplier Invoice Submission
Filter By
ID = Filter x 1 LastUpdatedOn ®
Assigned To ]
D Status Supplier 160f 16
Created By 8
Edit Filters ] SUP-INV-2026-00027 Approved ! 'j Blue Horizon Trading Sdn. - w8h OO0-Q
Tags o [l SUP-INV-2026-00020 Submitted Blue Horizon Trading Sdn. -+ 3d Qo0-Q
Show Tags ] SUP-INV-2026-00019 Submitted Blue Harizon Trading Sdn. - ad Qo0-Q
Save Filter (] SUP-INV-2026-00018 Submitted Blue Horizon Trading Sdn. - 4d Q0-Q
Filter Name ) SUP-INV-2026-00017 Submitted Blue Horizon Trading Sdn. - sd¢ O0-OQ
[l SUP-INV-2026-00018 Submitted Blue Horizon Trading Sdn. -+ s5d Q0-Q
] SUP-INV-2026-00015 Submitted Blue Horizon Trading Sdn. - sd Qo0-Q
[l SUP-INV-2026-00014 Submitted Blue Horizon Trading Sdn. -+ 6d Q0-Q
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