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Preface 

 
 

This Vendor Management System (VMS) user manual is developed for 

the use of the users for better understanding of the system process.  It 

provides a useful guideline; hence it is important that the users read 

the user manuals as provided for the course.  

 

About This Manual 

This user manual consists of the following: 

Conventions 

This section provides users with the conventions used in the manual.  Their 
meanings are explained in the following page for users’ reference.  

 

Course Contents 

This section describes, in detail, the contents of the course. The users will 
also find some useful notes in the “User’s Note” column provided. 

 
Conventions Used In Manual 

Icons used in this user manual and their meanings are explained below.  
The following icons are used in both the instructor’s manual and the user’s 
manual: 

 

 Icons Descriptions 

 This icon represents some references to additional resources.  
The resources can be found in other manual or the application 
system. 

 This icon indicates additional information or resources for 
instructors and users.   

 This icon represents an exercise or handout that users have to 
complete.   

 
This icon indicates slides presentation by the instructor as stated 
in the user’s note. 
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 1.0 Lesson Plan 

  

 

 1.1 Course Description 

 1.2 Course Objective 

 1.3 Target Audience 

 1.4 Prerequisites 

 1.5 Instruction Methods 

 
 

 

 

1.1 Course Description 

 This course provides specific operational information on how to use VMS 
application in order to help users on their day-to-day operation. 

This manual is designed to be used by the users (Applicant). The focus 
of this documentation is to explain about the application and its 
operations.  This document also serves as a reference for all those 
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involved in the operation and maintenance of the system in order to 
successfully operate, administer and maintain it. 

 

 

1.2 Course Objective 

 The purpose of this manual is to provide the users with the knowledge on 
how to use the VMS system 

 

 

1.3 Target Audience 

 The target audience for this training will be the Vendor as well as the 
users of VMS Online application. 

 
 

1.4 Prerequisites 

 The users must be knowledgeable in: 

 Basic computer skills 

 Familiarization with VMS process and procedures. 

 

 

1.5 Instructional Methods 

 The lessons are covered by a combination of lectures, demonstrations 
and practical exercises.  The questions and answers session will be 
held at the end of the course. 
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 2.0 VMS (Vendor) 

 2.1 Introduction 

 2.2 Log in and Home Page 

 2.3 User Profile 

 2.4 Company registration 

 2.5 Track and Monitoring 

 2.6 Query and Feedback 

 

 

 

 

 

 

 2.1 Introduction 
 

 

UMW Vendor Management System (VMS) System is a customized system 
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for vendor to use the system, understand process of whole system. 

This module will allow vendor to make New registration, Renewal 
registration and Request for Change. 

It consists of 5 main modules for vendor: 

 Login and Home page 

 User Profile 

 Company Registration 

 Track and Monitoring 

 Query and Feedback 

Refer to the following sections for details explanation on the role of an 
Applicant. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

2.2 Log In and Home page 
 

 
Steps: 
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1. Key in the VMS URL address and VMS website will be prompted as following figure. 

 

Figure 2.2-1: VMS Home Page and Login Screen 

 

2. User has to type in the correct Use and Kata Laluan in the required fields on the 
Login Screen. 

3. Click on Log Masuk button to login to the system. 

4. If user is a new applicant and is not registered as a VMS user, click on Create 
Account button. Registeration screen will be displayed. 
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Figure 2.2-2: Registration Screen 

5. There is one sections required to be filled namely Registration.  

6. Click on Register button to submit the registration.  

7. User will receive the activation email to activate the account before login to the VMS 
as following figure: 

 

Figure 2.2-3: Email Notification Screen 

8. Click on the provided link http://VMS.gov.my  to log in into system and Vendor 
Management System Login screen will be displayed. 

http://spdp.gov.my/
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Figure 2.2-4: VMS Login Screen 

9. User has to enters the User ID and Password in the required fields on the Login 
Screen. 

10. Click on Sign in button to login to the system. 

11. If user forgot their password, user required to click on Forgot Password?. Once 
click, Forgot Password? popup will be displayed. 

 

 

 

Figure 2.2-5: Forgot Password? Popup 

 
12. User require to enters User Name and click on Reset Password button. User will 

receive an activation email to activate the account before login to the VMS as following 
figure: 
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Figure 2.2-6: Forgot Password Email Screen 

 

13.  Users require to log in and home page will be displayed as below: 

 

 

 

Figure 2.2-7: Home Page 

 
14. Home page will display expiry dated of company that incharge 
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2.3 User Profile 

 Within this module, Applicant is able to update their profile, company profile and change password. 

Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on User Profile and Profile screen will be displayed as shown in the following figure. 

 

 

 

Figure 2.3-8: User profile 

 

2. The list of sub menu under User profile are as follows: 

 Profile 

 Change Password 

 

 
2.3.1 Profile 

 This submenu’s function is to change user’s current profile. The only thing user is not able to 
change or update is their Name and Identification Card No. 

Steps: 

1. Click on the User Profile menu, the Profile submenu screen will be displayed as shown in 
the following figure. 
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Figure 2.3-9: User Profile  

 

2. User can update or change their information of mobile no, email address and role here. 

3. The fields with asterisk (*) symbol in the form must be filled as a mandatory field. 

4. Then, click on Save button to save the data in the database. 

5. Click on Reset button to reset all the data. 

6. After click on Save button and the notification message will be displayed. 

 

 

Figure 2.3-10: Notification message popup 

 

2.3.2 Change Password 

This submenu’s function is to change user’s password.  

1. Click on the User Profile >Change Password and system will display the following figure. 

2. The user required to enters new password to change their password. 
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Figure 2.3-11: Change Password  

3. Once click on Save button, notification message will be displayed. 

4. Click on Reset button to reset all the data. 
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2.4 Company Registration 
___________________________________________________________ 

Within this module, vendor is able to add company list. 

2.4.1 Registration (New Application) 

Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on Company Registration > Registration menu and following screen will be 
displayed. 

 

Figure 2.4-12: Company registration 

 

3. Click on Add button to open Vendor Registration Form. 

 

Figure 2.4-13:Section A - Company Details 

 



 

17  

 

4. Users require to fill up Section A- Company Details and clicking on Next button. The 
fields with asterisk * symbol in the form must be filled as a mandatory field. System will 
display following figure. 

 

Figure 2.4-14: Section B- Shareholder Details 

 

5. Users require to fill up form for Section B- Shareholder Details and clicking on Next 
button. System will display following figure. 

 

Figure 2.4-15:Section C- Certification Registration 

 

6. Users require to fill up form for Section C- Certification Registration and clicking on Next 
button. System will display following figure. 
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Figure 2.4-16: Section D- Work category  

 

 

7. Users require to fill up form for Section D- Work category and clicks on Add button. 
System will display following figure. 

 

 

Figure 2.4-17: Popup- Add Work Category 

 

 

8. Users require to click on save button to save the information and clicking on Next button. 
System will display following figure. 



 

19  

 

 

Figure 2.4-18: Section E -  GST Registration Document 

 

9. Users require to fill up form for Section E - GST Registration Document and clicking on 
Next button. System will display following figure. 

 

Figure 2.4-19 Company Declaration  

 

10. Users require to thick on checkbox for declaring the Company Declaration. Click on 
Submit button. System will display following figure. 

 

Figure 2.4-20 Company Declaration  
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2.4.2 Registration (Renewal Application) 

Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on Company registration > Registration menu and following screen will be 
displayed. 

 

Figure 2.4-21: Company registration 

 

3. Click on row to open form and following screen will be displayed.  

 

 

 

Figure 2.4-22:Section A - Company Details 

 

4. Users require to click on Renew button. Once click, following screen will be displayed. 
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Figure 2.4-23: Section A - Company Details 

 

5. Users require to fill up Section A- Company Details and clicking on Next button. The 
fields with asterisk * symbol in the form must be filled as a mandatory field. System will 
display following figure. 

 

Figure 2.4-24: Section B- Shareholder Details 

 

6. Users require to fill up form for Section B- Shareholder Details and clicking on Next 
button. System will display following figure. 
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Figure 2.4-25:Section C- Certification Registration 

 

7. Users require to fill up form for Section C- Certification Registration and clicking on Next 
button. System will display following figure. 

 

Figure 2.4-26: Section D- Work category  

 

 

8. Users require to fill up form for Section D- Work category and clicks on Add button. 
System will display following figure. 
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Figure 2.4-27: Popup- Add Work Category 

 

 

9. Users require to click on save button to save the information and clicking on Next button. 
System will display following figure. 

 

Figure 2.4-28: Section E -  GST Registration Document 

 

10. Users require to fill up form for Section E - GST Registration Document and clicking on 
Next button. System will display following figure. 
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Figure 2.4-29 Company Declaration  

 

11. Users require to thick on checkbox for declaring the Company Declaration. Click on 
Submit button. System will display following figure. 

 

Figure 2.4-30 Company Declaration  

 

 

2.4.3 Registration (RFC Application) 

Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on Company registration > Registration menu and following screen will be 
displayed. 
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Figure 2.4-31: Company registration 

 

3. Click on row to open form and following screen will be displayed. 

 

 

Figure 2.4-32:Section A - Company Details 

 

4. Users require to click on Request for Change button. Once click, following screen will be 
displayed. 
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Figure 2.4-33: Section A - Company Details 

 

5. Users require to fill up Section A- Company Details and clicking on Next button. The 
fields with asterisk * symbol in the form must be filled as a mandatory field. System will 
display following figure. 

 

Figure 2.4-34: Section B- Shareholder Details 

 

6. Users require to fill up form for Section B- Shareholder Details and clicking on Next 
button. System will display following figure. 
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Figure 2.4-35:Section C- Certification Registration 

 

7. Users require to fill up form for Section C- Certification Registration and clicking on Next 
button. System will display following figure. 

 

 

Figure 2.4-36: Section D- Work category  

 

 

8. Users require to fill up form for Section D- Work category and clicks on Add button. 
System will display following figure. 
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Figure 2.4-37: Popup- Add Work Category 

 

 

9. Users require to click on save button to save the information and clicking on Next button. 
System will display following figure. 

 

Figure 2.4-38: Section E -  GST Registration Document 

 

10. Users require to fill up form for Section E - GST Registration Document and clicking on 
Next button. System will display following figure. 
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Figure 2.4-39 Company Declaration  

 

11. Users require to thick on checkbox for declaring the Company Declaration. Click on 
Submit button. System will display following figure. 

 

Figure 2.4-40 Company Declaration  

 

 

2.4.4 Company’s PIC 

Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on Company registration > Company’s PIC menu and following screen will be 
displayed. 

 

Figure 2.4-41: Company’s PIC screen 
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3. Click on row to add list person in charge based on company. Next click on Add button and 
following screen will be displayed. 

 

Figure 2.4-42: List of person in charge. 

 

4. Click on Add button to open Person in charge Form. 

 

Figure 2.4-43: Person in Charge 

 

5. Click on Submit button. Next, click on Close button and system will display Company’s 
PIC page. 
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2.5 Track and Monitoring 
 

Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on Track and Monitoring menu and following screen will be displayed. 

 

 

Figure 2.5-44: Track and monitoring  

 

3. System will be displayed information based on searching criteria. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

32  

 

2.6 Query and Feedback 
Steps: 

1. Login to the system as Vendor and the Main Screen will be displayed.  

2. Click on Query and Feedback menu and following screen will be displayed. 

 

 

Figure 2.6-45: Query and Feedback 

 

3. Users require to click on +Post Query button and following screen will be displayed. 

 

Figure 2.6-46: Post Query  

 

4. Users require to fill up for Post Query and clicking on Post button.  

5. System will display information about query and feedback based on subject. Once clicked 
on row, following system will be displayed. 
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Figure 2.6-47: Notification message 

6. User will click on Cancel button to close the popup. 
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 3.0 Summary 

  

 

 3.1 Conclusion 
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 3.1 Conclusion 
 

 This Vendor Management System (VMS) System user manual 

provides specific operational information on how VMS System 

helps the day-to-day operation. 

 

This manual provides a useful guideline during training as well as 

the understanding on the functionality of each module and sub-

module based on the respective user’s role. 

 


