
Supplier Tutorial
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Supplier ‘How To Guide’ Index

These slides will guide buyer on how to perform these actions :

• Tutorial 1 : Receive Activation Mail & Complete Supplier Profile (Page 03-15)
• Tutorial 2 : How to Accept/Reject Invitations (Page 16-20)
• Tutorial 3 : How to Fill in Event Details & Finalize Submission  (Page 21-40)

© 2025, Procurehere / Page 2



Tutorial 1: 
Receive Activation Mail & Complete Supplier Profile
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Supplier Activation Mail

Once you have registered with Buyer, you will receive an 
email notification from ProcurehereTM in your inbox.

You will also find your username (login email) and system 
generated password in the mail

1
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Click on the button as shown to proceed to the next step

2



Log on to: www.procurehere.com

Kindly log into the Procurehere website
(https://www.procurehere.com/ ) and

click on this button.

1
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Click on ‘Login’ Button

Fill in your Username & Password

1

Click ‘Login’ button
2
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Accept Terms & Conditions
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General Company Information
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Fill in Industry and Geographical Coverage
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Accept Declaration
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Attach Company Profile - Optional
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Financial Information - Optional
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Organization Details - Optional
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Services & Track Records - Optional

© 2025, Procurehere / Page 14



View Supplier Dashboard
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Tutorial 2: 
How to Accept/Reject Invitations
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Navigate to Invited Events

Click ‘New Events – Invited’ box and Click 
‘Edit’ icon to view the event details

1
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View Event Details
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Scroll down to view event details

1



Accept/Reject Event Invitation
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Click on checkbox and Click Accept Invitation 
if interested to participate in event

1

Note: Supplier may reject the invitation 
which do not choose to participate. The 

rejection cannot be undo once done.



Supplier Accepted Event Successfully
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New sections will be appear after accepting 
the event invitations. These tabs are clickable.
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Tutorial 3:
How to Fill in Event Details & Finalize Submission 
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Event Details tab
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View Event Details under this tab

1



Team Members tab
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Click this button to select the role for your 
team members. 

• Editor allows the member to edit the 
draft. 

• Viewer can only view the event.

1



Documents tab
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Click this icon to download and 
view documents from buyer

1



Meeting tab
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View scheduled meetings

1

Choose Yes/No to attend the meeting
2



Meeting tab – Attendance Details
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Fill in Attendance details 
and Click Save 

1



Questionnaire tab
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Click View button to 
answer the questions.

1



Questionnaire – Answer Questions
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Answer all questions below.

*Fields are required

1

Click Complete button to save 
the questionnaire

2



Questionnaire completed successfully
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Bill of Quantity tab
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Click View button to view and 
fill in the desired unit price 

1



Bill of Quantity – Fill in Unit Price
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Key in your unit price for the BQ 
and Tax, where applicable.

1

Check your tabulated price and 
then click Confirm to finalize

2
1



Bill of Quantity completed successfully
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Schedule of Rate (SOR) tab
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Click View button to view and 
fill in the schedule of rate

1



Schedule of Rate (SOR) – Fill in Rate

© 2025, Procurehere / Page 34

Key in your Schedule of Rate, 
where applicable.

1

Click Complete button to finalize

2
1



Schedule of Rate (SOR) completed successfully
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Message tab
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Click Compose New 
Message button to buyer

1



Message – Compose New Message
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Fill in the subject of the message 
followed by the content

1

Attach documents if 
needed and click Send 
Message when done

2



Submission tab
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Scroll down to review 
finalize event details

1



Submission tab – Confirm Submission
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Click Finish button
1

Click Yes to proceed with 
pre-bid submission

1



Event successfully submitted
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And That’s It! Wrapping Things Up…

• At the end of this tutorial, you should be able to perform the following :

• Accept/Reject Request for Quotation/Tender (RFQ/RFT)
• Fill in event details & finalize submission

Good luck & all the best from the Procurehere Team!

Should you require any clarification or have any question pertaining the above matter, please email to 
support@procurehere.com for assistance.
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