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WELCOME TO THE VENDOR PORTAL

INTRODUCTION

The Vendor Portal is a website where you, as a registered vendor can easily interact with BGC. You
can have access by logging in with your User ID and password which can be obtained from BGC'’s

Vendor Registration Team.

In the Vendor portal, you can perform the following tasks:

e View and maintain your profile information. Your profile includes the names of contacts in

your organization that are authorized to interact with BGC.

e Request to be added to additional new categories or remove categories from your existing

profile.
e Receive notification from BGC.

e View the status of purchase orders and product receipts.
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GETTING STARTED
VENDOR PORTAL WEBSITE

Use this procedure to go to the Vendor Portal website.

1. Go to your web browser. The site is best viewed in Internet Explorer version 11.

2. Enter the link: https://vendor.bgc.com.bn.

) | https://vendor.bgc.com.bn:90/site SO ~ & Brunei GasC... & | Vendor self service portal ro...

Figure 1 - Vendor Portal webpage

LOGIN TO VENDOR PORTAL

Use this procedure to login to the Vendor portal.

1. The Sign in page will prompt you to select a logon option in a drop-down list. Please choose
‘FormsAuth’ to proceed. You will be redirected to the forms-based authentication logon
site.

Q Sign In

Select the credentials you want to use to logon to this SharePoint site:

windows Authentication
Forms#uth

2. Enter your User ID and password which has been provided by BGC in the respective fields.

4 s 5 User Id:
BQ/GE ci Brunei Gas Carriers / | ser
sign in /
User Id:
|

| Password:

Password: |

Signin |

Figure 2 - Vendor Portal

Important note: Your password will be locked out after 3 failed attempts. If you have been locked out or if you
have forgotten your password, you can contact the Vendor Registration Team by emailing
vendor.registration@bgc.com.bn or call 2613000 for assistance. Your reset password will be provided within 3

working days. For security reasons, please do not share your User ID and Password with anyone.
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Upon login to the vendor portal, there will be 2 different tabs at the top left of the page which are the

‘Home’ and ‘Vendor portal’ tabs.

HomE

At the ‘Home’ tab, you’ll be able to see ‘New Category request’, ‘Vendor invoices’, ‘New

guestionnaires’ and ‘New request for quotation’ as shown in figure 3.

New questionnaires

\/

\\

New category l

\ requests

\\.fe wdor invoi ces

| MNew request for ||

\ guotations

Figure 3 - Home Tab

e New Category request: Vendors can register in additional categories or request for a
category to be removed from their profile.

e Vendor Invoices: This function is not yet operational; we will notify you when we have
updates.

e New questionnaires: BGC may release questionnaires from time to time and vendors
may submit their responses via the Vendor Portal.

e New request for quotations: This function is not yet operational; we will notify you when

we have updates.
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Figure 4 - Notification

New notification(s) from BGC will also appear under the ‘work list’ heading as the Figure 4 above
shows. The details of the notification can be found by clicking on the ‘Vendor Portal’ tab and then
clicking on the ‘Notification’ link on the left side bar (Vendor Portal = Notification). You can refer

to Link 5: Notification on page 15 for further details.
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VENDOR PORTAL

Under the ‘Vendor Portal’ tab, you can view more links at the bar on the left side of the page as shown

in figure 5 below.

derbge.combni0'see 2 = @ identifed by .. C | [ Profve - e sccount V.
Vendor portal
4 Common
Profile <7z _Home | Vendor portal
QE\, Prohle\endor account: V0000515, Maltesers
Contacts

Product supply history
Category requesis
Notifications

4 My documents
Requests for quotations
Invoiced purchase orders
Product delivery
Vendor invoices

My purchase order
confirmations

Figure 5 - Links at Vendor Portal page

You can also view the summary of your Company’s information including your Company name,
address, currency of transaction and list of Contacts on this page. If you click on the name of your

Company, a window containing more details of your company will appear. Another way to view them

is by clicking on the link named ‘Profile’ in the left side bar.

E@E fhoras Veedos poct | N

Click your company name
to view more details.

4 Company informaticn h

Name: BGC- Test Vendor
Language: en-us
Currency: END

Address:
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LINK 1: PROFILE
/Profile \

Your information has been uploaded based on the details
Vendor portal you provided in the Vendor Registration form. You can

T — maintain and update your company information such as
rofic®@—— | your company’s primary focal point, other contacts, and

details such as primary address of your company.

Once you click this, a profile page will pop out. (Figure 5 —
\Profile page) /

account: VIS03, BGC- Test Vendor

™
. Ao b DS
b Vs3 Vendor

#Ralationships.
Relabooship  Kame
Hascontad  bjdsh BGC

Figure 5 - Profile page

To maintain your company profile:

1. On the Profile page, click Edit.

Mateses 4 Roles
Mentification Co Account number  Descrip..
e VOOD0519 b V0000519 ‘Vendor
N Maltetens
"
Las #n-ul
J— 0 Relationships
Relationship Name
Organization details Has contact Durreny Malte..
Numbaer of employees: o Has contact Mr Bean bean..
Has contad i
DUNS number. a3 contact Nani
Has contact nani
Has contact Nani

View contacts
Bank information

Cates

Authorised collector

Conflict of interest
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LINK 1: PROFILE

2. The information that you will be able to edit are your address, contact information, view
contact information, bank information, category information, certifications, authorised
collector and conflict of interest.

o Address: You can use the “Address” Fast Tab to enter multiple addresses. You can select
your primary address as well as identify the purpose of the additional addresses, for
example postal address or address of another branch.

o Business Contact Details: The phone, fax number, website and general email address
of your Company can be found in the “Business Contact Details” Fast Tab. Use the Type
field to identify the type of contact you are entering such as telephone no., email
address or Web URL address. You can select and tick what is the primary form of
communication in your organization as below.

4 Business contact details

Type Contact number/address Extension Primary
Website URL httpy/fwww.mars.com
Telephone No Phaone 2211455 L

o View contact information: Under the “View contact information” Fast Tab, you can
view a summary of the details of all the contact points in your organization that are
authorised to communicate with BGC.

o Bank Information: You can view and modify your bank details for payment process
under the “Bank Information” Fast Tab. It is important to ensure your bank details are
accurate and up to date. When adding new bank details, the following details are
mandatory: Bank Account (which is your bank account number) and the name of your
Bank.

New bank account 0 x

Bank account information
Bank account:
Name:
Bank account number:
Routing number

Active date:

B B

Expiration date:

Once you have clicked “Create”, a new window will pop out.
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LINK 1: PROFILE

ANTS

Bank information (continued): To proceed, please fill in the relevant details. The

country/region where your bank is located is a mandatory field. You can select that

under the “Address” Fast Tab as in the figure 6 below.

View vendor bank account - Bank account: 0101293497

(<. 1] Chose  Dalwts

# Bank information

Bank imformation Esnk information
Banic acoount 0101253457 I
Mame Type of accoumnt
ng ramber type: Fone SWIFT code:
Fiouting ramber: EAN
Banic account rumber: Bank acoount type
Aotive date Hame of parco

Epirateon date:

SnamE Active

4 Address

SRS

ZiRfportsl code
ity

Courty

Semte

Coumiryiregion

Contact information
Contact infanmation

Telephone

Extension

Mobie phone

FRmet address

Telex raambeer

Figure 6 Bank Information details

Bank acoount numiser

Clase
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LINK 1: PROFILE

Category Information: You can check the assigned categories that you are currently
registered to in BGC. If you want to add any additional category you may request in
Category request (see Link 4, page 11).

Certifications: Under this Fast Tab, you may add any related certificates that BGC
requires and insert it as an attachment. Please do not attempt to upload any documents
under this Fast Tab without contacting the Vendor Registration Team.

Ownership: You can view your shareholder information under the “Ownership” Fast
Tab, but any updates to your shareholding information must be provided to the Vendor

Registration Team via vendor.registration@bgc.com.bn.

Authorised Collector: At least one authorized personnel must be identified for
collection of tenders.

Conflict of Interest: You must declare any relationship with any member of BGC staff
under the “Conflict of Interest” Fast Tab, including their names and your relationship

with them.

3. Once you have made your changes, click Save and close. Your information will be

automatically updated in BGC’s AXIS system.

)

Saveand |
dose

« Business contact detalls

10
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LINK 2: CONTACTS

¢ N

ontacts
Vendor portal You can view, add and update your contact information.
4 Common
R This must include the primary contact person in your
cmm/ organization for communication purposes with BGC. Refer to
K/—'igure 7 below which shows you the ‘Contacts’ page. j

I hetps fvende bgecombadiaite O = @ Beunei 6as.Ce € || B Contacss

Figure 7 — Contacts Page

Once you click on Contacts, the list of existing contacts for your organization will appear (including the
primary contact person and other contact persons in your organization). You can view, add, amend,

or delete the contact information.

To add new contacts:

1. On the upper left tab, click Contact.

11
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LINK 2: CONTACTS

2. On the New contact page, Enter the name and job title of the contact person of your

company, and then click Create.

Once you click create, it will direct you to a new window (refer to figure 8), for you to add

more details.

act - Contact 1D: BGC-000077, Aqidah BGC

Saveand Close  Aftachments
dase

Search name Agidah B

Address

Contact information

Figure 8 - Edit Contact page

12
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LINK 2: CONTACTS

To edit a contact:

1. On the upper left tab, click Edit.
2. On the Edit contact page, on the Fast Tab, enter the contact details:

o General — Update the contact name or other basic information about the contact.

4 General
Personal title: -

Personal suffix:

Search name:

o Address — Add more company addresses or amend existing company addresses, such
as postal address, business address, addresses of different branches.

4 Address
o add | / kdit | [E Detaits | B Map | More options +

Name or description Address Purpose Primary
Business PO Box 633 Business
Ballarat

VIC3353

AUS

Yes

o Contact information — Add contact information for the new contact, such as address,

e-mail address, and telephone number.

4 Contact information

&b add | K Remove

Description Type Contact number/address Extension Primary
Email E-mail address archilles92@gmail.com ] H L,
Phone Phone 1800245455

Fax Fax 1800245455

3. When you are finished, click Save and close.

13
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LINK 3: PRODUCT SUPPLY HISTORY

Mendorporta Product supply history

4 Common
Profile You can refer all your records of products supplied to BGC
Contacts include the product name, description, pricing, or order
Product supply histary quantity requirements.

Ga to Top Link B

Vendor portal Supplied products em number [

4 Com
men L Item number Product name Searchname Product type Product subtype Product dimension group External item number External item text Code 1 Code? Coded Coded Group 1 Growp 2 Preduct

Frafile This gridis empty.
Contacts

Product supply history

Categary requests

4 My documents
Requests for quatations

invaiced purchase arders

Figure 9 Product supply history

14
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LINK 4: CATEGORY REQUEST

4 Common Category request
Profile
If you want to register in additional categories, you may

submit the category application request in the Vendor
Portal.

Contacts
Product supply history

Categoryrequests

To register new categories: -

1. Click the Category request button at the upper left corner.

e
Category
request

Questionnsires completed  Created date and time
Nt required 1072016 94597 AM

2. Once you click the category request button, figure 10 below will be shown. Select the category
node that you wish to register in. When requesting to register in a new category, it is
mandatory to submit your request with the relevant supporting documents otherwise your
request will be rejected.

Vendor category request Bix
-
Page [EIY ? IL
H B8 e
saveand Close  Attachments
g Attachments
CommtBs tachments
4 Category information A
Available categories
I ==
& Category )
[Ageny
[] Air conditianing RAC and split unit
[Boilers
[] Bunker Fuel
[ Capex
[] Catering and hotel services
[ civil
[ Corporate
[] Comporate services
[ Corrosion Protection
[] Drydocking
[ Etectrical ~
[V]Include subcategaries o

Figure 10 - Vendor Category request

3. To submit an attachment with your category request, click on “Attachments” at the top of the
page. A new window will pop out as shown in figure 11. Click on “Upload Document”.

15
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LINK 4: CATEGORY REQUEST

Attachments: - Request 1D :

3 GC-000050, 5-Hitachi - 2

q Demte |

Aftachmenty

kd o

= = z Upload
laiw Uplead  Add d e
deturment  note URL  decwisrmnt dooument
Mlaimain Hew Aanage
Attachments I escigron ||| B3
O Typs Description Fie name uRL Meditied time

Modified by
Thid grid iz armeay

Figure 11 - Upload document

4. Once you clickit, the window below will appear for you to fill in and browse all the description
of your attachments. Click OK to proceed. See figure 12 for more details.

Add doaiment

Title of your document such

as ‘company profile’.

Description:
Trpes = Type Name Group
Atrach file : Browse.. Docu ment Decument ™
Fig File
: PG Image
| OK | Cancel
To attach, kindly
browse your
supporting
document. ok || cancel

Figure 12 - Steps on how to upload your supporting document

16
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LINK 4: CATEGORY REQUEST

5. Alist of attachments that you’ve uploaded will show as in Figure 13.

Attachments: - Request ID: BGC-000050, S-Hitachi - 2

Attachments

| ﬁ P 7% Delete

Close Upload Add Add Open
dotument  note URL dowment

Maintain New Manage

Attachments Desaiption ﬂ B
Type Description File name URL Mo dified time M o dified by
File Company profile Company profile.docx 10/5/2016 10:25:29 AM Vendor

Figure 13 - Attachment list

6. After adding the category, click Save and Close button. Your request will be reviewed for
approval by the Vendor Registration Team. You will receive an update on the status of your
request within 45 days of submission.

7. If you wish to remove an existing category, you can inform the Vendor Registration Team by
sending an email to vendor.registration@bgc.com.bn.

17
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LINK 5: NOTIFICATIONS

4 Common

Profie

Notifications
Contacts

BGC may issue notifications to vendors such as important
bulletins from time to time. You can view notifications in
the Vendor Portal as well as receive it through your email.

Product supply history
Category requests

Notifications

To view the notification list, you may follow the steps below: -

1. Select the subject that you wish to view as shown in Figure 14.

Maintain Attachments

Vendor portal Notifications
4 Common
[ pocuments  Subject Sentby Date qeated
Profie
= ——— S/26/2015 64508 P
Gooiaced =] To sue notifiation - Test 926/201510:34:22 PH
Productsupply history | [] Annusl No Gift Letter Sitfati 929/20168:40:45 A

Requests for quotatons

Invoiced purchase
orders

Figure 14 - Notification

2. Then, a new window will appear (refer to figure 15). To see the attachment, click the
‘Documents’ button to view.

View notifiation

Documents

Close Documents

Commit _Anachments

Subpeet: Arnfudl No Gift Letter
Sentby: p—_ Click ‘Documents’ button to
Cate createst B8NS view the attachment
Due date
Message Dear vendor,
Ewc Erc

Figure 15 - View Notification

18
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LINK 5: NOTIFICATIONS

3. After clicking the ‘Documents’ button, another new window will pop out (refer figure 16). You
may click on the link to see the attachment.

Attachments: - Topic: No Gift Policy, 29/09/2016 08:40:46 am

Page Attachments

E J ] ﬁ _'}_Q 75 Delete

Cloze Upload Add Add Open
document  note URL doument

Maintain New Manage

Attachments Desaiption T+
Type Description File name URL Modified time M odified by
File I Internal Bulletin Template Ilntelnd Bulletin Template docx 92672016 845954 AM  Sitifati

Figure 16 - Attachment

4. To view the attachment, select the download subject and a small notification will appear at
the bottom for you to open or save the file.

View doaument properties - Type: File, Internal Bulletin Template

Dow nload Internal Bulletin Template. dooc
Crested by Sitifati
Crestion date 922016 BAT-IT AM
Dezcription Internal Bulletin Templaze

File

pocx

Do you want to open or save Internal_Bulletin_Template.docx (121 KE) from ax-u-aos-ep? Open Save |v|| Cancel

Once you have reviewed the notification, click close to exit and return to the vendor role center page.

19
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LINK 6: INVOICED PURCHASE ORDERS

4 My documents Invoiced Purchase Orders

Requests for quotations . .
i - You will be able to view the status of your purchase orders

Invoiced purchase orders . e
3 from this link.

Product delivery

1. You can view the status of Purchase Orders that have been confirmed which can either be
open ordered, received or invoiced as shown in figure 17.

o Openordered - The items have not been received.
o Received - The items has been partially or fully received by BGC.
o Invoiced - Invoice has been received and posted in the system.

Vandor account?V-501 = FormeAuthiVndor -

E— ) Purchase order worklow [Latest action tsken: 8/26/2016 6:37:00 PN User: Svakumar Sirvela] Actions -
4 Common All purchase orders Purchaseorde ¥[[2] Bv

o [ Purchase erder Vendoracaunt Name v account Drectdetuers
BGC-000778 v-501 S-Hitachi -

v -
v Sesen

ot SHitscni
veso1 S-Hitachi
V-0t S-Hitachi

2
2
2

Vst s -2 Va1
2
2
2

oooooo;

Figure 17 - Invoiced purchase order

In addition, you can also download any associated document which BGC may add as attachments
to the Purchase Order such as delivery order receipts.

20
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LINK 6: INVOICED PURCHASE ORDERS

2. Figure 18 shows you more details of the purchase order.

 purchase order -

Purchase order: B

Clese  Attichmants

(L3 Purchase crder workfiow [Labest scth

# Purchase order

This s the PO number
assigned by the AXIS

system

L A

faborer G/28/2018 6100 MM Unac Shakumas Sirheia]

This is your unique vendor [D

Actns - |

BGCLO0TTS | S-Haaehi -2

Purchune nrder number as assigned by BGC Statu
Purchase aeder BGCLNTTE - o Sueus Imvaiced
. - . N ™ "
Name S -3 s This is the unique invoice account number | Peeeeniee Inwia
Veador st hiatt assigned by BGC for the purpose of tracking Eimally oot sty Mase
- W >~— - - .
Imveicn sccount v transactions in the AXIS system. This is Pastags
Crnated date and time 7262614 2608 P . -
' P N B ~\
R B different to the invoice no. provided by N This is the invaice .
' ) \ vendors. | roduct recelpn Bh0001TE ! pree
Burchane type: Burchsms coder e " enoic Y-000TTE number as provided |, 000
Projar & . 1 L by vendars
comaer This is the date the
N - PO was created
\
 Lines
Line number Bem mumber Procsrement ategory Froduct name Delovery date Quantity Unit Uit price Discownt Discount percent Net amount
1 WeKooz Global e SrEraoe. 10000 s 000 Er) 000 200000
In the Lines section, it will show the item
number, procurement category, product
name, delivery date, quantity unit, unit
price and net amount
\_ J
b Dekvery ERUNEI GAS CARRIERS SENDIRIAN BERMAD | 02672016

Figure 18 - Left side of ‘view purchase order’ page.

21



/ C 1y o s i S oS g ﬂ\l/i
B G BRUNEI GAS CARRIERS SENDIRIAN b’i.:l;’[/.\[) ) -

LINK 7: PRODUCT DELIVERY

AU EE TS Product Delivery
Requests for quotations
You will be able to view the status of your delivery order. This will

allow you to see when the products were received and how much
was received.

Invoiced purchase orders

Product delivery

1. Figure 19 below shows the grid list of the product receipts.

Vendor accountv-501 = FormsAuthWendor - CompanyB6C © @

View  Amachments

Maintain _Anachments

Vendor portal Product receipts mosvarcepl V]3] B¥
" [ Produc receipt Invoice account Purchase order Date Terms Mode ofdeivery
PR 20erTe et secworms snenmte
(] v-501 BGC-000779 9RT/2016
O vsor sccs0780 spre
O vsor - speste
O Vst scc.c007s7 snome
O V501 BGC-000750 1042016
O V501 BEC-000791 10/4/2016
=0 vsor sc.00701 -

Figure 19 - List of Product Delivery

2. Once you click on the product receipt, a new window (figure 20) will appear where it shows
the quantity ordered and received.

View produd receipt - Product receipt: PR-000778, \V-501

Close Attachments

Maintain _Attachments

“ Product receipt PR-OODOTTS | 9/26/2016 | V501
Product receipt PR-0007TE Order account V-501
Date 9/26/2016 V501
4 Lines
Purchase order Line number Item number Prowrement category Ordered Received Remaining quantity
BGC-00077E 1 MNBKDO2 Global 100.00 100.00
Delivery BRUNEI GAS CARRIERS SENDIRIAN BERHAD

Close

Figure 20 - View product receipt

22
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LINK 8: MY PURCHASE ORDER CONFIRMATION

4 My documents

Requests for quotations

My purchase order confirmation
Invoiced purchase orders

Product delivery You can view the confirmed purchase order at this link.

Vendor invoices

My purchase order,
confirmations

1. You will be able to extract your confirmed PO with PDF format by clicking the ‘Confirmation

copy’ as shown at figure 21.

View purchase arder confirmation - Purcha

mal: BGC-000778-1, V-501

Con Confmation  Avwenmess Confirmation
o copy
Muntain Brevew/Srint Atmchmentr

4 Pisichase order

~
Punchiaie arder BOC00TTE Amouent in tranation 100000
Date: /281018 Z:','!':( —
Click this button to
Pastings . .
. - preview/print purchase
N g e order from BGC
[
8
4 Lines
1 Quantty Unikt Uit price Discount Disg-unt percent Nt amawnt
1 NBIRGY (=2 1) 10000 w2 Pk full 200 Pl el

Figure 21 - Purchase order confirmation

2. Once you click the ‘Confirmation copy’ button, a small window will pop out which will prompt

you to Open/Save/Cancel. However, we recommend you to Open and Save the file for your

own record.

Do you wanit to open or s2v2 Purchase orderBGC-000TTE-1.pdf (320 KE) from 2x-u-ans-ep? Open Save ||| Concdl |
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LINK 8: MY PURCHASE ORDER CONFIRMATION

ANTS

3. After clicking the Open button, you will be able to view the Purchase Order (refer the sample

in figure 22).

PURCHASE ORDER

BRUMEI GAS CARRIERS SEMDIRIAM BERHAD
Unit 1,2.3 Lot 8632, Lim Kah Sik Building
Jalan Jerudong, Kg Jerudong

Bandar 5eri Begawan,BG 3122

Megara Brunei Darussalam

BRM
PO Mumber BGC-000778-1
Date 9,/26/2016

Vendor reference

VENDOR DETAILS

S-Hitachi - 2

Vendor code V-501
Attention to

DELIVER TO

BRUMEI GAS CARRIERS SEMDIRIAN BERHAD
Unit 1,2.3 Lot 8632 Lim Kah Zik Building
Jalan Jerudong, Kg Jerudong

Bandar Seri Begawan BG 3122
Megara Brunel Daruszalam

BRN

Telephone (673) 2613000
Fax (673) 2238790
Delivery terms

Attention to

Please supply the goods below and send the delivery order and invoice together with the goods fo Brunei Gas Carriers 5dn Bhd.
Please submit invoice fo Accounts Payable, Finance Department, Brunei Gas carriers Sdn Bhd.
Payment will only be made upon presentation of original Invoice.

Line Item Dizcount Print
number number Description Quantity  Unit Unit price  Discount percent Amount code
1 MNBKDDZ Spa 10000 =2 20.00 000 0.00% 2.000.00
Sales
subtotal Total
Currency amount discount Round-off Total
BND 2,000.00 0.00 0.00 2,000.00
Terms of Mode of
payment Due date delivery

Figure 22 — Sample of Purchase Order

Note: You will also receive a copy of your Purchase Order through email.
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CoNTACT DETAILS

If you have any issues with the Vendor Portal, please contact the Vendor Registration Team as
follows:

Tel: +6732613000 (Vendor Registration Team)

Email: vendor.registration@bgc.com.bn

You can also set an appointment to see the Vendor Registration Team as follows:
Day: Every last Friday of the month

Time: Between 2.30-4.30pm

Please set an appointment by contacting the Vendor Registration Team via email or phone as
provided above.

25


mailto:vendor.registration@bgc.com.bn

