
Guideline for 
Supplier Registration and 
Information Update
供應商註冊及資料更新指南 (2025.09)

1



Content

Slide

Supplier Registration
登記成為供應商

Activate user account and submit registration form
啟動帳戶並提交供應商登記表格

3

Account Management
賬戶管理

Set up sub-account users
設置子帳戶用戶

33

Reset password 
重設密碼

50

Update Company Information 
供應商資料更新

58

2



Supplier Registration
登記成為供應商
ACTIVATE USER ACCOUNT AND SUBMIT REGISTRATION FORM

啟動主帳戶並提交供應商登記表格
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Supplier 
Registration
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Step 1: Receive invitation email from PolyU Tendering System 
收到理大招標系統發出的邀請電郵

Tendering System Website
登記網站
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Step 2: Go to Tendering System Website

Click “Supplier” to login
點擊「供應商」登入
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Step 3: Click “Click here to on-line registration”

Click “Supplier” to loginClick here
點擊此處

登記成為供應商 啟動帳戶

登入及供應商資料更新 重設密碼
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Step 4: Acceptace of Terms of Use 接受相關條款

Read Terms of Use and click 
"Accept" if you agree

細閱條款及細則後按同意
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Step 5: Copy the Verification Code from the Invitation Email 
複製驗證碼

Verification code from the 
Invitation Email

於邀請電郵複製驗證碼
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Step 6: Enter the Verification Code 輸入驗證碼

Enter the verification code 
and click “Next” 

Enter the verification code and 
click “Next”

貼上電郵內的驗證碼, 點擊「下一步」
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Step 7: Complete General information and primary 
contact information 供應商和主要聯絡人資料

Click “Next” to complete General information 
and primary contact information
填寫供應商資料和主要聯絡人資料
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Step 7: Complete general information and 
primary contact information (cont.)

Click “Next” to create account
點擊「下一步」
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Company name and 
address should 
match the Business 
Registration (BR) / 
Certificate of 
Incorporation (CI) or 
Company 
Registration 
Document

公司名稱和地址請與商
業登記證 / 營業執照/
公司註冊證明書/
公司註冊文件一致

Enter General information and 
primary contact information

- Name主要聯絡人姓名
- Position職稱
- Email Address (ID will be send 

to the email address)電郵(ID會
透過電郵傳送)

- Telephone 電話號碼

Please use a general email account 
instead of a specific person's email 

(if possible)
請盡量使用通用電子郵箱，

而非個人電子郵箱



Step 8: Email of principal account ID and sub-accounts ID 
主帳戶及子帳戶用戶名稱

A set of user IDs have been sent to the 
primary contact’s email
User IDs
主帳戶及子帳戶用戶名稱會傳送至主要聯絡人的電郵
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Step 8: Email of principal account ID and sub-accounts ID
(cont.)

It lists out principal account ID and 5 sub-
accounts ID

這裡顯示主帳戶及5個子帳戶名稱

- Principal Account holder can assign and 
manage up to 5 addition sub-accounts.

- Sub-account has full access to Tender and 
Request for Quotation (RFQ )

- 主帳戶持有人可以分配並管理最多5個子帳戶
- 子帳戶對招標及詢價（RFQ）有完整的存取權限
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Step 9: Create Principal Account’s Password設定密碼

Click “Next” to create Principal 
Account’s password

點擊「下一步」以設定密碼
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Step 9: Create Principal Account’s Password (cont.)

Create password hint: 
- at least 8 characters 
- consisting of letters, numbers, special characters on the 

keyboard, except ?, #, %, &, =

- 至少八個字符
- 包括英文字母，數字，特別符號，除了?, #, %, &, =
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Step 10: login and submit application form  

Click “Login” to log into Principal Account 
and submit and complete application form

點擊此處登入主帳戶，並完成表格
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Supplier 
Registration 
(cont.)
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Step 1: Click “Application Form”

Click “Application Form”
點擊「申請表格」
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Step 2: Complete registration Form

Click “Edit” to complete the registration form
點擊「編輯」填寫申請表 /更新供應商資料
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Step 2: Complete registration Form (cont.)

Complete the registration form
填寫供應商登記表格
*are Mandatory items
*為必填項目

21



Step 2: Complete registration Form (cont.)

Declare affiliated corporation (if any)
請申報關聯公司 (如適用)
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Step 2: Complete registration Form (cont.)

Fill in the sustainability related 
questionnaire

填寫可持續發展相關問卷
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Step 3: Read the terms in the disclaimer 免責條款

Complete the registration 
form

Check the box to agree the 
acknowledgement and click “Save”

細閱條款後按同意及儲存
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我/我等明白: 香港理工
大學對防止利益衝突及
防止賄賂的要求和根據
《防止賄賂條例》(《香
港法律》第201章)的規
定,所有大學雇員被指定
為“公務員”。

我/我等提供下列大學雇
員及/或其家人的姓名 - 
他們均為本人/我等的親
屬,或是我/我等的雇員
及/或其家人的親屬,以
及親屬關係的性質。
如不適用,請填None



Step 4: Submit the application 提交表格

Click “Submit for Review”
點擊「提交審核」
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Step 4: Submit the application(cont.)

Read Terms of Use and click 
"Accept" if you agree
細閱條款並點擊同意
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Step 5: Application verification 審核申請

The registration application is
under review and verification

申請正在接受審核與驗證
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Supplier 
Registration 
(cont.)
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Step 6: Log into Tendering System website

Click here to login
點擊此處登入

Note: For updating your supplier registration information, please login to the e-Tendering System.
注意: 如需更新供應商註冊資料，請登入電子招標系統。
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Step 6: Log into Tendering System website (cont.)

Enter User ID and 
password to login

輸入帳戶號碼及密碼
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Step 7: Check the system message  

Click the subject to read the 
application result

查看申請結果

Click “System Message” under 
“Home” pull-down menu
在選單中點擊「系統訊息」
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Step 7: Check the system message (cont.)

the registration application is approved
註冊申請已獲批准
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Account Management
SET UP SUB-ACCOUNT USER

設定子帳戶
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Set up sub-account User 建立子帳戶
Principal Account holder can assign and manage up to 5 additional sub-accounts.

Only Principal Account holder can download digital certificate for tender submission 

Except for downloading digital certificate, Sub-Account user has the same rights as the Principal 
Account, including full access to Tender and RFQ

Both Principal Account user and Sub-Account users are able to conduct tender submission with the 
digital certificate.

主帳戶持有人可分配及管理最多 ��個子帳戶

僅主帳戶持有人可下載數碼證書 �用於提交標書�

除下載數碼證書外，子帳戶用戶擁有與主帳戶相同的權限，包括完整存取招標及詢價（���）

主帳戶及子帳戶用戶均可使用數碼證書進行投標提交
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Step 1: login as Principal Account 主帳戶登入

Click here to login
點擊此處登入
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Step 1: login as Principal Account (cont.)

Read Terms of Use and 
check the boxes

細閱條款及細則後按同意

Click "Accept" if you agree
如果您同意，請點擊「接受」
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Step 1: login as Principal Account (cont.)

Enter Principal Account ID 
and password to login
輸入主帳號和密碼登入
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Step 2: Change User Information

Click “Change User Information” under 
“Setting” pull-down menu

點擊「更改用戶資訊」
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Step 3: Update sub-account information 更新子帳戶資料

Update “Sub-account information” 
and check “Enable” box

更新「子帳戶資料」並勾選「啟用」

Inform the Sub-account holder 
for the user ID

通知子帳戶持有人其用戶ID
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Step 3: Update sub-account information (cont.)

Click “Save”
點擊「 儲存」
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Step 4: Complete the update 完成更新
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Step 5: Sub-account activation啟動子帳戶

Click here to activate the 
sub-account

點擊此處啟動子帳戶
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Step 6: Enter the User ID and the Registered Email Address

Enter the Sub-Account User ID
輸入子帳戶使用者名稱

Enter Registered Email Address
輸入註冊電郵地址
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Step 7: Check “Verification Code from registered email
發送驗證碼

Click “Next”
點擊「 下一步」

Verification code has been sent to 
the registered email

驗證碼已寄至註冊電郵地址
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Step 7: Check “Verification Code from registered 
email (cont.)

Copy verification code from the email
複製電子郵件中的驗證碼
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Step 8: Enter verification code 輸入驗證碼

Enter the verification code 
from the email

輸入電郵中的驗證碼

Click “Next”
點擊「 下一步」
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Step 9: Set password 設置密碼

Click “Next” to create 
the password

點擊「 下一步」設置密碼
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Step 9: Set password (cont.)

Create password hint: 
- at least 8 characters 
consisting of letters, numbers, special characters on 
the keyboard, except ?, #, %, &, =.)
建立密碼提示：
- 至少 8 個字符
由字母、數字、鍵盤上的特殊字元組成，但不包括 ?, #, 
%, &, =.)

Click “Submit”
點擊「提交」
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Step 9: Set password (cont.)

Complete the account activation
完成啟動帳戶
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Account Management
RESET PASSWORD

重設密碼
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Step 1:  Click the link under Reset Password

Click here
點擊此處
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Step 2: Enter User ID and Registered Email  

Enter User ID and Registered Email
輸入使用者ID和註冊郵箱

Click “Next”
點擊「 下一步」
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Step 3: Check “Verification Code from registered email
收到驗證碼

Click “Next”
點擊「 下一步」

Verification code has been sent 
to the registered email
驗證碼已寄至註冊電郵
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Step 4: Enter verification code 輸入驗證碼

Enter the verification code 
from the email

輸入電郵中的驗證碼

Click “Next”
點擊「 下一步」

54



Step 5: Reset password 重設密碼

Click “Next” to reset password
點擊「下一步」重設密碼
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Step 5: Reset password (cont.)

Click “Submit”
點擊「提交」

Create password hint: 
- at least 8 characters 
- consisting of letters, numbers, special characters on the 

keyboard, except ?, #, %, &, =

- 至少八個字符
- 包括英文字母，數字，特別符號，除了?, #, %, &, =
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Step 5: Reset password (cont.)

The password has been 
reset and click to login
密碼已重設，點擊此處登入
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Account Management
UPDATE COMPANY INFORMATION

更新供應商資料
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Step 1: Login to Tendering System 

Click here to login
點擊此處登入
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Step 1: Login to Tendering System (cont.)

Read Terms of Use and 
check the boxes

細閱條款及細則後按同意

Click "Accept" if you agree
如果您同意，請點擊「接受」
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Step 1: Login to Tendering System (cont.)

Enter Principal Account ID 
and password to login
輸入主帳號和密碼登入

61



Step 2: Change Company Information 

Click “Change Company Information” 
under “Setting” pull-down menu

點擊「更改公司資料」
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Step 2: Edit registration Form 編輯表格

Click “Edit” to update the registration form
點擊「編輯」以更新表格
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Step 2: Edit registration Form (cont.)

Complete the registration form
填寫供應商登記表格
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Step 2: Edit registration Form (cont.)

Declare affiliated corporation (if any)
請申報關聯公司 (如適用)
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Step 2: Edit registration Form (cont.)

Fill in the sustainability related 
questionnaire

填寫可持續發展相關問卷
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Step 3: Read the terms in the disclaimer  細閱條款

Complete the registration 
form

Check the box to agree the 
acknowledgement and click “Save ”

細閱條款後按同意及儲存
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我/我等明白: 香港理工
大學對防止利益衝突及
防止賄賂的要求和根據
《防止賄賂條例》(《香
港法律》第201章)的規
定,所有大學雇員被指定
為“公務員”。

我/我等提供下列大學雇
員及/或其家人的姓名 - 
他們均為本人/我等的親
屬,或是我/我等的雇員
及/或其家人的親屬,以
及親屬關係的性質。

如不適用,請填None



Step 4: Submit the application 提交申請

Click “Submit for Review”
點擊「提交審核」
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Step 4: Submit the application (cont.)

Read Terms of Use and click 
"Accept" if you agree

細閱條款及細則後按同意
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Step 4: Submit the application (cont.)

The registration application is 
under review and verification

申請正在接受審核與驗證

70



The End
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Please stay tuned with our ongoing Invitation to Tenders by checking our open tender notices via the link below:
Open Tender Notice

請透過以下連結密切關注我們現行招標項目：

公開招標公告

Should you have any questions or require further assistance, please contact our Helpdesk 
at tendering.enquiry@polyu.edu.hk.

如有任何疑問或需進一步協助，請隨時聯絡：tendering.enquiry@polyu.edu.h	
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