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Step 1: Receive invitation email from PolyU Tendering System
WS RO e Y Y B B

€ https;//owa.ctil.com/owa/projection.aspx - Google Chrome - O X
@& owa.ctil.com/owa/projection.aspx Q
B Replyall| v @ Delete Junk|v  =sa

PolyU Tendering System - Invitation for Supplier Registration

Qiuppﬂl!@e-!eﬂdenng.:mn

Tue 12/3/2013, T1:22 AM S Replyall | v
test smy@andypang-pc20.ctilcom ¥
testsupplieri@testcom ¥

Dear Sir/Madam,

You are invited to register via the Tendefing System as our registered supplier, Please provide some Dass company informatson and primary Contact in order 1o register
with our Tendering System

Verification Code: 3aafedaa713e0%5ach%22212e508f83
Please follow below steps to complete the registration process and activate your user account.

Step 1: Open Internet Browser and log onto https://tendering. polyu.edu.hk/Supplier/en/Enablement/AcceptTerms.aspx
Step 2: Click "Supplier” in the Login page.

Step 3: Click the link under Registration.

Step 4: Enter the Verification Code.

Step 5: Provide basic company information and primary contact.
Step 6: Set own Password.

Tendering System Website

B3 55T% « 3aafedaa713e09a5ach9222 12508183 ZX = m
= na :%IE.I HIJ_'_I
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Step 2: Go to Tendering System Website

Q THE HONG KONG
b POLYTECHNIC UNIVERSITY
&F i oA

Tendering System (Tendering System)

This Tendering System ("Tendering System Website") is hosted by The Hong Kong Polytechnic
p Supplier University and its subsidiaries ("Company” or "we" or "us" or "our").

C " 2 2 g subject to our e-Tendering System Terms of Use ("Terms of Use"),
ClICk Suppller to Iogln cy Policy Statement”), this Disclaimer and any other terms and

o %w %ﬁé : ﬁi\@ﬁ d ;-é-(/\ /in relation to the use of the Tendering System Website (collectively
referred to as "this Agreement"). Your use of this Tendering System Website signifies your acceptance
of this Agreement, as well as your agreement to be bound by them. You must not use the Tendering
System Website if you do not agree to be bound by and accept this Agreement in its entirety.

Should you have any queries or encounter any problems whilst using this Tendering System Website,
send email to tendering.enquiry@polyu.edu.hk for enquiry.

Working hours of support team: Monday to Friday (except Hong Kong Public Holidays) from 9:00 am
to 6:00 pm (Hong Kong Local Time).

This Tendering Systemis powered by C&T ProSmart.
© 2020 Computer And Technologies Software {Hong Kong) Limited. All Rights Reserved.



Step 3: Click “Click here to on-line registration”

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
R N

Supplier

Registration %ga E‘Z Z%@E }Eg% Account Activation E&@Jﬂ]@}ﬁ

For those who has invited to register in Tendering System. For those who has registered in Tendering System is required
1o activate the account.

Click here to on-line .
registration Click here Click here to activate

EILR
Login B AR AL RE B R T Reset Password H R

1) Registered suppliers can login the Tendering System to 1) If you have lost the login password; or
retrieve the tendering materials;

2) You are required to reset the password every 90 days
2) For those who have registered in Tendering System would

like to update the company's profile. Click here to reset the

password
Click here to login



Step 4: Acceptace of Terms of Use B4z FH[EE (6K

Q THE HONG KONG
Qib POLYTECHNIC UNIVERSITY

1 i 1 AR

Supplier > Registration

Acceptance of Terms of Use

1. Please read the Terms of Use and the Privacy Policy Statement before proceeding with the registration. You will not be
able to register as a supplier if you do not accept the Terms of Use and the Privacy Policy Statement.

2. In order to complete the registration process, you must complete the following steps:

a. Company Registration - You must provide all mandatory basic company information, primary contact and
supporting documents as required.

b. Account Creation - A principal account ass . itration. You
will be asked to activatz you'?account(s} an Read TermS Of Use and CI|Ck
¢. Application Submission - Complete and su "Accept" |f you ag ree jJuired by us
for PolyU's Registered Supplier/Contractc 4 =0 T2 4M |44 18 B 2 )g onto the
Tendering System website and provide . IHHE”%ﬂ?Rﬂ‘A&mH} E\J'Té}kﬁ/%\ ymplete the
registration process.
By clicking "Accept”, you confirm that you have read and acc our Terms of Use, Privacy Policy Statement and the above

registration process.

| Accept | | Decline |




Step 5: Copy the Verification Code from the Invitation Email
g B =Gl

€ nttps://owa.ctil.com/owa/projection.aspx - Google Chrome - [ X
@ owa.ctil.com/owa/projection.aspx Q
H Replyall|v [ Delete Junk|v =

PolyU Tendering System - Invitation for Supplier Registration

Q;uppcl!@e-tenderlng.:mn
Tue 12/3/2019. 1122 AM 9 Replyall | v
test_amy@andypang-pc20.ctilcom ¥

testsupplier@testcom ¥
Dear Sir/Madam,

You are invited to register via the Tendering System a3 our regicterad supplier, Pleace provide some basic company mlormation and prmary contact in order 1o register
with our Tendering System

[ Verification Code: 3aafedaa713e09%a5ach922212e50883 ]

Please follow below steps to complete the registration process and active v User account.

Step 1: Open Internet Browser and log onto https://tendering.polyu.edu.hk/Supplier/e. */AcceptTerms.aspx
Step 2: Click "Supplier” in the Login page.

Step 3: Click the link under Registration.

Step 4: Enter the Verification Code.

Step 5: Provide basic company information and primary contact.
Step 6: Set own Password.

Verification code from the
Invitation Email
IR 55 B B 48 BB 55 1

Ba 5008  Jaafedaa’13e09%5ach922212e508183
IR T AR R R AR R LI FR A H -
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2 ETAEE iR THEE.

4 3 AMIEREE - 5% TIRIERIAE E R
DU 4 G TERREES

4 5 IR AR B SR R B
AT 6 BEMETR




Step 6: Enter the Verification Code i A Emz&hE

Q THE HONG KONG
Q"b POLYTECHNIC UNIVERSITY
&/ wim A

Supplier > Registration

* Required Field

LU LS |0509e520b54979088081d36d905cad x|

Enter the verification code and
click “Next"
Hh FE AR RSN, B2 T N —F |



Step 7: Complete General information and primary
contact information ALFERSG R £ iz A\ &R}

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
&/ it L

Supplier > Registration

Please click "Next" button to complete your company information and primary contact information.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.

Click “Next” to complete General information
and primary contact information
ERHERERNMEEZMEAER



Step 7: Complete general information and
primary contact information (cont.)

Supplier > Registration

Company name and n . :

address should Required Field

match the Business i . .

Registration (BR) / General Information Enter General information and
Company Name | ER AT | primary contact information

Certificate of
Incorporation (Cl) or  [Rtblf==2 * |1F:’,34F |

Company (Street/House No)
Registration |AEC Distract | - Nameiﬁ 9|-'l| (m) Aﬁi%
Document (District - Positionf# 15
[000od] x| - Email Address (ID will be send
N pubilg L . .
%1?%* ”;ﬂ%ﬂ%/ﬁ (CityrPostal Code) to the email address)EB & (D&
NS oL FIBEE EL)
NEFEHE Primary Contact - Telephone EETRHE

B - | Please use a general email account
B =szaki@dummy.com | instead of a specific person's email
dHong Kong (+852) v)[22452345 . (if possible)
dHong Kong (+852) v P BB

Click “Next” to create account MIFEAR T H
BE C T




Step 8: Email of principal account ID and sub-accounts ID

-IR P R IR P At

Ll

Q THE HONG KONG
?b POLYTECHNIC UNIVERSITY
R TR

Supplier > Registration > Details Of Supplier & Contact Information

Thank you for completing the company registration. The User IDs of Principal Account and 5 additional sub-accounts have
been sent to the email address you provided to us. Please click "Next" to create your Principal Account's password.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.

A set of user IDs have been sent to the
primary contact’s email
User IDs

ERPAFIRFREZHEBZEEETEMEANER



Step 8: Email of principal account ID and sub-accounts ID
(cont.)  sepur s

Tendering Systen - Thank you for registration

Q support@e-tendering.com £ Replyall | v
Today, 707 PM

testsupplierd3@dummy.com ¥
Dear Sir/Madam,

It lists out principal account ID and 5 sub-

Please note that your principal account and five additional sub-accounts have been set ur a CC O u nts | D

— BRI RS RSEF RS S

Thank you for applying to register as a supplier for the purposes of using the Tendering Sys

User ID:

20000266040 (Principal Account) Registered E-mail Address: testsupplier03@dummy.com

20000266041 (Sub-account) Not registered

20000266042 (Sub-account) Not registered

20000266043 (Sub-account) Not registered . . o

2000026604 (Sub-sccourt)  Not registered - Principal Account holder can assign and
200002660A5 (Sub-account) Not registered

manage up to 5 addition sub-accounts.
Step1:0pen_|n‘tern_e‘t Fi_rcvwseram;l log onto http://localhost:8083 - Su b_account has fu.” access to Tender and
S 3 Ch ke et Request for Quotation (RFQ)

Step 4: Enter the User ID and the registered email address.

Step 5: Enter the Verification Code. The Verification code already sent to your registeret

et ERPRBATNSRILERESSETIES
s oes s, R L FIRFHIBERAE (RFQ ) ARENFIVER

Yours faithfully,

Purchasing Unit

Finance Office

The Hong Keng Polytechnic University

Please follow below steps to activate your user account and create your



Step 9: Create Principal Account’s Passwordzz 78 25 hE

THE HONG KONG
Q' POLYTECHNIC UNIVERSITY
f‘? e T AR

Supplier > Registration > Details Of Supplier & Contact Information

Thank you for completing the company registration. The User IDs of Principal Account and 5 additional sub-accounts have
been sent to the email address you provided to us. Please click "Next" to create your Principal Account's password.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.

Click “Next” to create Principal

Account’s password
ME TN —F, URTEEN



Step 9: Create Principal Account’s Password (cont.)

Create password hint:

- atleast 8 characters

- consisting of letters, numbers, special characters on the
keyboard, except ?, #, %, &, =

Supplier > Registration > Create Password
i E - BEONEEF

- BREXFE - 8F - BhRITR BRI # % &, =

User Information

New Password  *  IFMEYYYIIILL) |®-1¢ .
(Your password should be case ser .« composed of random letters, digits and punctuation.)
{Password will expire after 830 d-

Re-inputNew = MY YYIIILL )
Password

| Submit | | Reset |




Step 10: login and submit application form

POLYTECHNIC UNIVERSITY
Rl N

/Q THE HONG KONG
&R

Supplier> Registration > Create Password

Thank you for activating your user account. Please log in to complete and submit the application form for PolyU's Registered
Supplier/Contractor.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.

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



Supplier
Registration
(cont.)
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Step 1: Click “Application Form”

Z\, THE HONG KONG
Qb POLYTECHNIC UNIVERSITY

Click “Application Form” U Tk

PHEE T BRI
Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home [Nl UTLEN Ml Setting  Logout

System Message - Search Results (Record 0 - 0 of 0)

 From | subject

No matched record found.



Step 2: Complete registration Form
?Qb‘l"ﬁ E HONG KONG

POLYTECHNIC UNIVERSITY
L N

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Application Form  Setting Logout

Application Form for PolyU's Registered Supplier/Contractor

Please complete and submit the change of supplier information form for review.

Click "Edit” to complete the registration form

B TiREE  HESBER /ENRERER
General Information

Company Name * Yamazaki Company Limited

Company Registered 1R/, 34F
Address * ABC Distract
00000

| Edit | | Submit for Review |

Telephone * (852) 23452345
R s

Company Email Address for FElERELTOL Il Adels)

Payment /Tender 8
Quotation matters *



Step 2: Complete registration Form (cont.)

Home  Application Form  Setting  Logout

Application Form for PolyU's Registered Supplier/Contractor

General Information

Company Name * |Yamazaki Company Limited |

Company Registered Address * |1Ff, 34F |
(Street/House No.)

[ABC Distract |
(District)

o000 |
(City/Postal Code)

E - g

* Required Field

Complete the registration form
ERHEEE RS

Telephone * (Hong Kong (+852) v][23452345

*are Mandatory items

I - - > 9

*HRIEE

TR |

Company Email Address for |ya mazaki@dummy.com |
Payment /Tender & Quotation
matters *

Particulars of contact persons for receiving tenders / requests for quotation / purchase orders

Company Correspondence Address | |
(if the correspondence address is (Street/House No.)

different from the registered

address) | |

(District)

(City/Postal Code)




Step 2: Complete registration Form (cont.)

Declaration of affiliated corporation

Declaration * 1 / We declare that | / sharehalders/members/directors of the Company /Partnership am / are not holding any
directorship / partnership position in any other entity/entities which are the current registered supplier(s) of the
University:

® | /\We declare that | / sharehalders/members/directors of the Company /Partnership am / are holding
directorship / partnership position in other entity/entities which are the current registered supplier(s) of the
University.

Company 1 = |P|ease input Name of another company | |P|easeinput Mame of director of another v:c:r|
Company 2 |P|ease input Name of another company | |P|easeinput Mame of director of another v:or|

Company 3 |P|ease input Name of another company i [Dleasefnput Mame of director of another l:c:r|

Cctmpany 4 add more

Declare affiliated corporation (if any)
am B ¥R B B A =) (MNE )




Step 2: Complete registration Form (cont.

Questionnaire

Polyl is committed to achieving campus carbon neutrality by 2045 with a comprehensive roadmap. In pursuit of
this goal, green procurement policy has been established to procure quality products and services with minimal
or no negative impact on the environment as well as reducing scope 3 indirect carbon emissions. All Polyl' =
suppliers shall fully comply with the green procurement policy and other campus sustainability policies in order
to support our implementation of campus carbon neutrality roadmap.

Please provide the information below:

1. Does your company have a sustainability policy? (Yes/MNo and if yes, please provide details)

O Yes

O No

2. Does your company have an environmental policy? (Yes/No and if yes, please provide details)

O Yes

O No

3. Does your company have a sustainable/ green procurement policy? (Yes/Mo and if yes, please provide
details)

0 Yes

O No

4. Does your company have any environmental management certification(s), e.g. 15O 14001 o
international certifications? (Yes/No and if yes, please provide details)

O Yes Fill in the sustainability related

3. Does your company have any initiatives to reduce the natural resource consumptioi q u e St I O nn a I re

L No
materials? (Yes/MNo and if yes, please provide details) i;i\ g E_l- j:?: %‘:"E'j ?éf % *H %'zﬁ ﬁ:ﬁ %

O Yes

O No

6. Does your company have any initiatives to reduce the waste at your company and/or workplace? (Yes/Mo
and if yes, please provide details)

O Yes

2 No

23



Step 3: Read the terms in the disclaimer T2 &6

Acknowledgement

i T - BR/ERSHEEEBET
| / We give below both the names of the employees of The Hong Kong Polytechnic University (together with their j(rgg' %{I’ B)ﬁﬂ:ﬂ*@i?é&
serving departments and positions specified} and / or their families who are related to me / us, or to my / our = o EEEm?
employees and / or their families, and the nature of their relationship. (State none if totally inapplicable). wj-ltaﬁﬂ‘ﬂ E/\JK;JZ%D TE}E

(BHLERRERIERAIY ( (&
EIERE) F201F)H9R
EFFBERBEEWRERE

(Max. 200 characters))

B/ BSRENIAZE
| /We understand that all employees of The Hong Kong Polytechnic University are designated "public servant™ E\&/E\ZE%)\ E/\] t[i% =
under the provisions of Prevention of Bribery Ordinance (Capt. 201 of the Laws of Hong Kong). ,ﬂﬂ ﬂaa i/:j /tj ZKA/ﬁ% E/\J %ﬁ'

== il — AY N A —=
| / We further understand the policy of The Hong Kong Polytechnic University in regard to the conflict of interest E’E‘ZE%/%% E/\] EE\
which requires that all its employees to avoid any conflict between their personal interest and The Hong Kong &/E‘Z/E\:ZJ< AR Ef,l/\/(
Polytechnic University's interest in dealing with suppliers and all other organizations or individuals doing or &%ﬁ BER& E/\J HE -
seeking to do business with The Hong Kong Polytechnic University. In furtherance of this policy, The Hong Kong ﬂ[] Xz@ﬁﬁlﬁﬁ i;i None

b
i Check the box to agree the
acknowledgement and click “Save” |
%) / — =¢ - event my / our em| es ar
ag); I%H E?E] 'ﬂ% H_':lilX 1§ ?& H = & 15% ?-7; sstantial :ntertainmllztyir other
considerat’ fluencing individuals to act contrary to the best interests of The Hong Kong
Polytecr _WVETSIL

icticable, in the procurement of

L)1 /We agree withthe at.  acknowledgement.




Step 4: Submit the application $EAZFF&

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Application Form  Setting Logout

Application Form for PolyU's Registered Supplier/Contractor

Please complete and submit the change of supplier information form for review.

* Required Field

General Information | Edit | | Submit for Review |

Company Mame * Yamazaki Company Limited

Company Registered 1F/, 34F

Address * A B Click “Submit for Review”

M8 25 =g
M IRREX
foepnone - (CORERE
R >

(o1 [ ET A G ETINAN o 2R o gl vamazaki@dummy.com
Payment /Tender &

Quotation matters *

Particulars of contact persons for receiving tenders / requests for quotation / purchase orders



Step 4: Submit the application(cont.)

Q THE HONG KONG
Q‘b POLYTECHNIC UNIVERSITY
5 e TR

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Application Form  Setting  Logout

Application Form for PolyU's Registered Supplier/Contractor

Acknowledgement

| hereby confirm our understanding and acceptance of the "Terms of Use"” and "Privacy Policy Statement” of this Tendering System
website. | also declare that the information provided in my submitted registration form is accurate and correct that best reflects the

current business situation of our company.

Read Terms of Use and click

On behalf of Yamazaki Company Limited "Accept" |f you ag ree
Mame : Mary Chan A7 kSt A—] =
Position : GM I%H}Fﬁﬁﬂﬂ? ZI_TAEE%S% o=
Tel No.: 23452345

Date : 2020/02/03

| Accept | | Back |




Step 5: Application verification Zf% 5

Q THE HONG KONG
qzb POLYTECHNIC UNIVERSITY

17 B AR

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Application Form  Setting  Logout

Application Form for PolyU's Registered Supplier/Contractor

Your application is under review.

General Information

Company Mame * Yamazaki Company Limited

Company Registered 1F/, 34F
ss - A Dl The registration application is
00000 . oo o
.. under review and verification

oy [
(852) 23452345 B IEE S B kR
R

LT T T S ETIEG G CEER BT vamazaki@dummy.com
Payment /Tender &
Quotation matters *




Supplier
Registration
(cont.)
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Step 6: Log into Tendering System website

Note: For updating your supplier registration information, please login to the e-Tendering System.

AR A E R e E R > FEABRT RS -

Supplier
Registration Account Activation
For those who has invited to register in Tendering System. For those who has registered in Tendering System is required

to activate the account.
Click here to on-line

registration Click here to activate
Login Reset Password
1) Registered supplie Click here to |Og|ﬂ 'm to 1) If you have lost the login password; or
retrieve the tenderin ,.“ﬁ g JH_', fE'
2) You are required to reset the password every 90 days
2) For those who have rec .d in Tendering System would
like to update the compa s profile. Click here to reset the

password
Click here o login



Step 6: Log into Tendering System website (cont.)

POLYTECHNIC UNIVERSITY

Q THE HONG KONG
&

& e 3 T A
Supplier > Login Enter User ID and
password to login
B AR Bt K21 * Required Field

I -0 |
I o ooveeoses |

| Login | | Close |




Step 7: Check the system message

Click “System Message” under

"Home" pull-down menu THE HONG KONG

N Qb POLYTECHNIC UNIVERSITY
EEE DB T RS QP i

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Click the subject to read the

Home  Search  Setting Logout

lication resul
System Message - Search Results (Record 1 - 2 of 2) clppllieen Siziesu !
BEPFEAR I—
T fom | sibet PP | Received |
1. Tendering System ~_Completion of Supplier / Contractor Registration 2020/02/03 21:09
2. Tendering System li istration - it for Appr 2020/02/03 20:56
Keyword: | || search on Resuits | Page: 1



Step 7: Check the system message (cont.

Q THE HONG KONG
Q'ib POLYTECHNIC UNIVERSITY

L NN

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Search  Setting Logout

System Message - View

Subject Completion of Supplier / Contractor Registration

Message Dear Sir/fMadam,

Thank you for your submission to be our registered supplier / contractor. We confirm that the registration process has now
been completed and you are now our registered supplier / contractor for the PolyU Tendering Website.

For any further information or enguiries, please contact our Helpdesk at tendering.enquiry@ polyu.edu.hk

Yours faithfully,
Purchasing Unit
Finance Office

The Hong Kong Polytechnic University the registration application is approved
Web : https.//tendering.polyu.edu.hk EI H:H- EE EEHE E} 5% ?H.-J ;&

Please do not reply to this message. This e-mail was generated automatically by the system.




Q THE HONG KONG Finance Office
QA POLYTECHNIC UNIVERSITY T
FFHERL T K2R _/ Opening Minds + Shaping the Future + Bt 8.4 - s Bt

Account Management

SET UP SUB-ACCOUNT USER
i E TR P




Set up sub-account User ZETTFIEF

Principal Account holder can assign and manage up to 5 additional sub-accounts.
(JOnly Principal Account holder can download digital certificate for tender submission

JExcept 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.

LERFRA A e E R % 9dE TR F

D EIRPRA A0 MRS AN RS-

LR MBS E YL > TiRF R P HA SR P EAER - Efse AR EE (vau)
MR P R TR = A P8 A {5 B aE & A TR e &



Step 1: login as Principal Account & & A

Supplier
Registration Account Activation
For those who has invited to register in Tendering System. For those who has registered in Tendering System is required

to activate the account.
Click here to on-line

registration Click here to activate
Login Reset Password
1) Registered supplier Cli . 1 to 1) If you have lost the login password; or
: . ick here to login
retrieve the tenderin
I PLELEZ A 2) You are required to reset the password every 90 days

2) For those who have | L. ~would
like to update the compan anle. i

P pan! Click here to reset the

password

Click here o login



Step 1: login as Principal Account (cont.)

Supplier > Login > Declaration

Declaration

You acknowledge and agree to the following terms:

You declare that your company holds a valid business registration or certificate of incorporation, or equivalent, at the time of
submission of tender document(s) / quotation document(s), and you shall provide a valid certificate to the Company for
updating master record via this Tendering System website if expired.

“You shall update us immediately if any information of your company has been changed, and confirm that the information
provided in Tendering System website is accurate and most updated.

¥You confirm and accept the Terms of Use and Privacy Policy Statement.

We w ! review your company's business portfolio regularly. We reserve the right to disqualify your status of being a supplier of
the G vany without any prior notice and without any compensation as set out in the Terms of Use, if we consider, in our sole

discre that your company is no longer capable to provide services or products as required.
By clic 2 "Accept”, it signifies your acceptance of the above declarations, . . -
and yc ment to be bound by them in Tendering System website. Click ACC@ pt if you agree

QD % 4/|\ /LJ\ ’ Ill\ﬁ Ex r % ﬁ J

Read Terms of Use and
check the boxes

AR R A R R IR A=

| Accept | | Decline |




Step 1: login as Principal Account (cont.)

Q THE HONG KONG

Q'b POLYTECHNIC UNIVERSITY
&7 i TS

Enter Principal Account ID
and password to login

Supplier > Login N a L
el A EIESE RIS

* Required Field

e
DI eveoooses

| Login ‘ | Close |




Step 2: Change User Information

POLYTECHNIC UNIVERSITY
i HE O ER

Q THE HONG KONG
&

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Search EREGLEE Logout
Change Company Info

System Message - Change User Information pf 2)

Change Password
I
1. Tenderina Svste JAT Completion of Sunplier / Contractor Reaistration 2020/02/03 21:09

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

2 " EHPE



Step 3: Update sub-account information B 1k &K}

Supplier:  Yamazaki Company Limited
User Name : Mary Chan (200002340A0)

Home  Search Setting Logout

Change User Information

* Required Field
Principal Account

200002340A0 Update “Sub-accountinformation’
1D

e | | and check "Enable” box
Positon |G Eir T FIRPER L WE TR .

1

Inform the Sub-account holder ‘QE”Q “zz) :Efm’“b
for the user ID — Eﬂmi %) ]
E%D%WEﬁ?ﬁﬁAEﬁﬁﬁ'D .azaki@dummy.com |

1st Sub-Acce .

Sub-Account ID 20000234041 m
R - |

poen B8 |
T (- oo 52 )iz |

I (s s 552 ) '
U (s o 552 2l |




Step 3: Update sub-account information (cont.)

R - v Z ‘
X s v 52 ) ‘
i | |

5th Sub-Account

200002340A5 EE N

e ]

E— ' |

d Hong Kong (+852) CI |Ck "Save" :I
EX (o <o 552 e T,
d Hong Kong (+852) |

o]




Step 4: Complete the update 52K B ¥t

POLYTECHNIC UNIVERSITY
HFiEH T KS

Q THE HONG KONG
&R

Change User Information

Update was successful.



Step 5: Sub-account activation L& g

Supplier
Registration Account Activation
For those who has invited to register in Tendering System. For those who has registered in Tendering System is required

to activate the account.
Click here to on-line

registration Click here to activate
Login Reset Password . .
Click here to activate the
1) Registered suppliers can login the Tendering System to 1) If you have lost the login passwo

sub-account
2) You are required to reset the pas e
2) For those who have registered in Tendering System would ,.uﬁaaﬂ:b}}%%& @J 'jr mE}E

like to update the company's profile. Click here to reset the
password

retrieve the tendering materials;

Click here to login




Step 6: Enter the User ID and the Registered Email Address

Q THE HONG KONG
Q& POLYTECHNIC UNIVERSITY
FEHEA TR
Enter the Sub-Account User ID
i ATFIRPERERTE

Supplier > Account Activation

* Required Field

pero "

Registered E-mail * d d . . .
Address (durmmy@dlomy com ) Enter Registered Email Address
{The e-mail address must be matched user ID registered in e —
i A RSB &L st 3Lt S
Mext Reset |




Step 7: Check “Verification Code from registered email

CUgPR Eskils

THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY

Frk i T oS
Verification code has been sent to

Supplier > Account Activation *the rengt%red email
SRE S o= 2 et M EE i

Verification Code has been sent to 200002340A1@dummy.com. Please click "Next" button below and enter the Verification
Code and complete the activation of your user account.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.

-Next
Click “Next”

II\‘£ gg r —F -/Iﬁ J



Step 7: Check “Verification Code from registered
email (cont.)

5 Replyall|v [ Delete Junk|v  ses x

Tendering System - Reset Password - Verification Code

Q support@e-tendering.com 5 Replyall | v

Today, 758 PM
test@test.com ¥

HRIE

EEALEERENREER -

EEEES 1 61516748

Dear Sir/fMadam,

Please enter this verification code to unlock or reset password.

Verification Code: 61516748

Yours faithfuly, Copy verification code from the email
Purchasing Unit EHEFHEFPEEE

Finance Office
The Hong Kong Polytechnic University



Step 8: Enter verification code #fj A Em=ghtE

THE HONG KONG
QA POLYTECHNIC UNIVERSITY
itk T o

Supplier > Account Activation > Input Verification Code

Verification Code has been sent to your e-mail address. Please enter the Verification Code to complete the activation of your

user account.

= Verification Code is 8 characters long.
= Verification Code will expire after 15 minutes or use.

Enter the verification code
from the email

User Information 0\ BB DR BE

Registered E-mail 200002340A1@durnmy.c”
M n n
Addies Click “"Next

B8 T 1=
mE T4




Step 9: Set password ¢ B =220

Q THE HONG KONG
Q’b POLYTECHNIC UNIVERSITY
&7 itk

Supplier > Account Activation > Input Verification Code

Please click "Next" button and proceed to create your user account password.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enguiry@polyu.edu.hk.

Click “Next” to create

the password
BT M, RERE



Step 9: Set password (cont.)

Create password hint:

- at least 8 characters

consisting of letters, numbers, special characters on
Supplier > Account Activation > Create the keyboard, except ?, #, %, &, =.)
EVBBIRE
- 20 8 [A=FF
RF& - 817 - #2858 ERHRT AN - BAERE? #,
User Information %, &, =.)

Registered E-mail 20000234081 @dummy.com
Address

New Password = [P |(8-16 characters)

(Password is case sensitive and must at least 8 characters long and consisting of characters from letters, numbers and special
characters on the keyboard, except 2, # %, &, =)

(Password will expire after 90 days.) C | |Ck "Su bm it"

L{:ﬂ::tﬂe{; i ecccccccce | PhEs TEXX

| Submit | | Reset |




Step 9: Set password (cont.)

ZR\ THE HONG KONG
QA POLYTECHNIC UNIVERSITY
i N W
Complete the account activation
Supplier > Account Activation > Create Password 5T AY RUEN IR P

Thank you for activating your user account. Please log in to complete and submit the application form for PolyU's approval if
you have not done yet.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.




Q THE HONG KONG Finance Office
QA POLYTECHNIC UNIVERSITY T
FFHERL T K2R _/ Opening Minds + Shaping the Future + Bt 8.4 - s Bt

Account Management

RESET PASSWORD

a5 1




Step 1: Click the link under Reset Password
Qab THE HONG KONG

POLYTECHNIC UNIVERSITY

TR TN
Supplier
Registration Account Activation
For those who has invited to register in Tendering System. Far those who has registered in Tendering System is required

to activate the account.

Click here to on-line
registration Click here to activate

Click here
Login Reset Password Eﬁ%ﬁtfg

1) Registered suppliers can login the Tendering System to 1) If you have lost the login pass 4 or

retrieve the tendering materials; ]
2) You are required to reset ' = password every 90 days

2) For those who have registered in Tendering System would
like to update the company's profile. Click here to reset the
password

Click here to login




Step 2: Enter User ID and Registered Email

POLYTECHNIC UNIVERSITY
i R N

Q THE HONG KONG
&R

_ Enter User ID and Registered Email
Supplier > Reset Password 8 A6 B | DA R E &S

* Required Field

b

Registered E-mail * |dummy@dummy.com |
Address

(The e-mail address must be matched user ID registered in Tendering Systern (UAT))

Click "Next"”
HMET N—F



Step 3: Check “Verification Code from registered email

SEaIE R

POLYTECHNIC UNIVERSITY
il T KA

Q&b THE HONG KONG
Verification code has been sent Q’
to the registered email

X E O =S MER
Supplier > Reset Password B =5 2 2 5Tl EE &

Verification Code has been sent to yamazaki@dummy.com. Please click "Next" button below and enter the Verification Code
and complete the activation of your user account.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to
tendering.enquiry@polyu.edu.hk.

Click “Next”
MET N—F



Step 4: Enter verification code iifii A Em=5hE

Q THE HONG KONG
Qb POLYTECHNIC UNIVERSITY
&7 it 5 1k

Supplier > Reset Password > Input Verification Code

Verification Code has been sent to your e-mail address. Please enter the Verification Code to complete the activation of your
user account.

= Verification Code is 8 characters long.
= Verification Code will expire after 15 minutes or use.

Enter the verification code
from the email

User Informati NS i
ser Information g A EH PR ER S IE

R 200002040

Registered E-mail yamazaki@dummy.com
Address
M /) n
Click “Next

Verification Code * %5% r —F_-/L'/:J

* Required Field




Step 5: Reset password EE 3z =5 hE

POLYTECHNIC UNIVERSITY
HE T oS

Q THE HONG KONG
&R

Supplier > Reset Password > Input Verification Code

Please click "Next" button and proceed to create your user account password.

Should you have any queries or encounter any problems whilst using this Tendering System website, send an email to

tendering.enquiry@polyu.edu.hk.

Click “Next” to reset password
ME TN %, EREW



Step 5: Reset password (cont.)

A Tur Howe Kowe:

Create password hint:

- atleast 8 characters

- consisting of letters, numbers, special characters on the
keyboard, except ?, #, %, &, =

Supplier > Reset Password

Zx /| » =1
- 20 N\EZFFT
- 4 = = ~+ Y anle o _
User Information - BRERENES  BHE - SIS BRI # % &, =
Registered E-mail yamazaki@dummy.com
Address
NewPassword = | TLTI |(8-16 ch»
{Password is case sensitive and must af _.aracters long and consisting of characters from letters, numbers and special
characters on the keyboard, except ” o=
(Password will expire after 30 d-_ . C | |Ck ”Su bm |t"
i X o [ 48 <
Re-enter |......I.l. | %IEE%! EI:IEQJ

Password




Step 5: Reset password (cont.)

POLYTECHNIC UNIVERSITY
rab L N

Q THE HONG KONG
&R

Supplier > Reset Password

The password has been

reset and click to login
DA = 353 X

The password has been set. BHEER - MEBILES



Q THE HONG KONG Finance Office
QA POLYTECHNIC UNIVERSITY T
FFHERL T K2R _/ Opening Minds + Shaping the Future + Bt 8.4 - s Bt

Account Management

UPDATE COMPANY INFORMATION
o O =R




Step 1: Login to Tendering System

Supplier
Registration Account Activation
For those who has invited to register in Tendering System. For those who has registered in Tendering System is required

to activate the account.
Click here to on-line

registration Click here to activate
Login Reset Password
1) Registered su : +~ System to 1) If you have lost the login password; or
retrieve the tenc Click llere to Iogln

PLELEE 2) You are required to reset the password every 90 days
2) For those who ... e e e ey SYSTEM WoUld
like to update the co y's profile. Click here to reset the
password

Click here o login



Step 1: Login to Tendering System (cont.)

Supplier > Login > Declaration

Declaration

You acknowledge and agree to the following terms:

You declare that your company holds a valid business registration or certificate of incorporation, or equivalent, at the time of
submission of tender document(s) / quotation document(s), and you shall provide a valid certificate to the Company for
updating master record via this Tendering System website if expired.

“You shall update us immediately if any information of your company has been changed, and confirm that the information
provided in Tendering System website is accurate and most updated.

¥You confirm and accept the Terms of Use and Privacy Policy Statement.

We w ! review your company's business portfolio regularly. We reserve the right to disqualify your status of being a supplier of
the G vany without any prior notice and without any compensation as set out in the Terms of Use, if we consider, in our sole

discre that your company is no longer capable to provide services or products as required.
By clic 2 "Accept”, it signifies your acceptance of the above declarations, the Terms of Use, the Privacy Policy Statement
and yc ment to be bound by them in Tendering System website.

Click "Accept" if you agree

Read Terms of Use and — MRTEE - FHE "HS
check the boxes ibccepty| [uDeciney)
MBIEF R AR BIZEE




Step 1: Login to Tendering System (cont.)

Q THE HONG KONG
Q'b POLYTECHNIC UNIVERSITY
. . o A 3 T e S
Enter Principal Account ID il

and password to login

Supplier > Login i A ERIFAZBEE

* Required Field

e |
TR oo oovoeeee |

| Login ‘ | Close |




Step 2: Change Company Information

ZQ\ THE HONG KONG
?b POLY TECHNIC UNIVERSITY

3
Supplier:
User Name:
Home Search Support  Download Logout
Change Company Info
System Message - Cb nge User Information ) of 0)
7 nge Password

Y e =

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



Step 2: Edit registration Form JgEEZSKS R

q POLYTECHNIC UNIVERSITY
3 TR

Supplier:
User Name :

Home Search  Setting Support  Download Logout

Change of company Information

Your request to change supplier information is NOT completed.
Please click "Edit” toc make the changes and then "Submit for Review" to submit the form.

Click "Edit” to update the registration form
DEES T 45 HF \ I <4
Generﬂl IIIIUIIIIDI.IUII Imﬁ; “FH:HEH . LXE¥E§TD | Edit | | Submit for Review |
Company Registered Address BEliRSTRIENIoh IS

9 Wing Yin Street
Tsuen Wan

Country / Region Hong Kong

Telephone * (852) 2719 5440
Fax (852) 2358 4760

Company Email Address for  FESwlORlEIEW e E)
Payment /Tender & Quotation
matters *




Step 2: Edit registration Form (cont.

Home  Application Form  Setting  Logout

Application Form for PolyU's Registered Supplier/Contractor

* Required Field

General Information

|Yamazaki Company Limited |
Company Registered Address * |1F,.-’, 34F |
(Street/House No.)

[ABC Disract | Complete the registration form

(District)

00000 | IHEHERERLRE

(City/Postal Code)

E R - g
R - - -5 o) i |
R - - - ) )
o | |

Company Email Address for |ya mazaki@dummy.com |
Payment /Tender & Quotation
matters *

Particulars of contact persons for receiving tenders / requests for quotation / purchase orders

Company Correspondence Address | |
(if the correspondence address is (Street/House No.)

different from the registered

address) | |

(District)

(City/Postal Code)




Step 2: Edit registration Form (cont.)

Declaration of affiliated corporation

Declaration * 1 / We declare that | / sharehalders/members/directors of the Company /Partnership am / are not holding any
directorship / partnership position in any other entity/entities which are the current registered supplier(s) of the
University:

® | /\We declare that | / sharehalders/members/directors of the Company /Partnership am / are holding
directorship / partnership position in other entity/entities which are the current registered supplier(s) of the
University.

Company 1 = |P|ease input Name of another company | |P|easeinput Mame of director of another v:c:r|
Company 2 |P|ease input Name of another company | |P|easeinput Mame of director of another v:or|

Company 3 |P|ease input Name of another company | |P|easefnput Mame of director of another l:c:r|

Cctmpany 4 add more

Declare affiliated corporation (if any)
am B ¥R BA B A T (N7 )




Step 2: Edit registration Form (cont.

Questionnaire

Polyl is committed to achieving campus carbon neutrality by 2045 with a comprehensive roadmap. In pursuit of
this goal, green procurement policy has been established to procure quality products and services with minimal
or no negative impact on the environment as well as reducing scope 3 indirect carbon emissions. All Polyl' =
suppliers shall fully comply with the green procurement policy and other campus sustainability policies in order
to support our implementation of campus carbon neutrality roadmap.

Please provide the information below:

1. Does your company have a sustainability policy? (Yes/MNo and if yes, please provide details)

O Yes

O No

2. Does your company have an environmental policy? (Yes/No and if yes, please provide details)

O Yes

O No

3. Does your company have a sustainable/ green procurement policy? (Yes/Mo and if yes, please provide
details)

0 Yes

O No

4. Does your company have any environmental management certification(s), e.g. 15O 14001 o
international certifications? (Yes/No and if yes, please provide details)

O Yes Fill in the sustainability related

3. Does your company have any initiatives to reduce the natural resource consumptioi q u e St I O nn a I re

L No
materials? (Yes/MNo and if yes, please provide details) i;i\ g E_l- j:?: %‘:"E'j ?éf % *H %'zﬁ ﬁ:ﬁ %

O Yes

O No

6. Does your company have any initiatives to reduce the waste at your company and/or workplace? (Yes/Mo
and if yes, please provide details)

O Yes

2 No



Step 3: Read the terms in the disclaimer 4HEE &R

Acknowledgement

| / We give below both the names of the employees of The Hong Kong Polytechnic University (together with their ﬁ/ﬁ%ﬁﬁ H:&81ET
serving departments aer postl't.ions specified) and / or their farnilies._ who are related to me ,-‘ us, or_to my J our j(% %’(j BE.U:%U EE};@&
employees and / or their families, and the nature of their relationship. (State none if totally inapplicable). R LF B B B sk AR 12

(FHLERRRRIRAI) ( (&

BIARE) F201:)89R
. EFMAXRBEREWIEE
B "RHEE" -

N = ==
| / We understand that all employees of The Hong Kong Polytechnic University are designated "public servant” %/ﬁ%ht\—lzgu j(q_E
= 2 =

under the provisions of Prevention of Bribery Ordinance (Capt. 201 of the Laws of Hong Kong). E&/E‘ZEZ& A E"\J ﬁé% =
I/ We furth derstand the policy of The H Kong Palytechnic University i rd to th flict of interest 1&1Fﬂi@%j§A/ﬁ%E/\J%ﬁ

e further understand the policy e Hong Kong echnic University in regard to the conflict of interes — 5 o T A =
which requires that all its employees to avoid any conflict between their personal interest and The Hong Kong %’E‘]’/_‘E%/ﬁ% Eg EE‘

v =

Polytechnic University's interest in dealing with suppliers and all other organizations or individuals doing or &/E}Z, ,E\:Zﬁ A E/\] %EE,J/X
seeking to do business with The Hong Kong Palytechnic University. In furtherance of this policy, The Hong Kong &%ﬁ% BEIARME -
Polytechnic University requires that competitive bidding be used, wherever practicable, in the procurement of h

m Check the box to agree the 1B A, 75 None
w acknowledgement and click “Save "  .utmy/ouremployees or

ag /%Hﬂ Fﬁ\ﬁ 'ﬂ/% %ﬂ ,/f‘% j:& E %‘\ & ﬁ% T? antial entertainment or other

considerat’ encing individuals to act contrary to the best interests of The Hong Kong
Palyte ~IVETSIL

(Max. 200 characters.)

L) 1/ We agree with the ab. :knowledgement.

| Save and Next Page | | Eaclc.|




Step 4: Submit the application $£%¢ FH &5
@ J’l}lillYfl_Il‘: :NI—(I I‘\I.T: 11\|F‘J\ IVERSITY

A KR

Supplier:
User Mame :

Home Search  Setting Support  Download Logout

Change of company Information

Your request to change supplier information is NOT completed.
Please click "Edit” to make the changes and then "Submit for Review" to submit the form.

* Required Field

General Information

| Edit | | Submit for Review |

Company Registered Address REliRSTIERe= T

9Wing Yin Street
Tsuen Wan

Click “Submit for Review”
Telephone *

HE TIEREZ.
Fax

Company Email Address for  [ESElElREl NI Satelsy
Payment /Tender & Quotation
matters *




Step 4: Submit the application (cont.)

THE HONG KONG
POLYTECHNIC UNIVERSITY
i L

Supplier:

User Name: =

Home Search  Setting Support  Download Logout

Change of company Information

Acknowledgement

| hereby confirm our understanding and acceptance of the "Terms of Use" and "Privacy Policy Statement” of this Tendering System

website. | also declare that the information provided in my submitted registration form is accurate and correct that best reflects the
current business situation of our company.

Read Terms of Use and click

On behalf of ADVANCED INTERCONNECT TECHNOLOGY LTD "Acce pt" if you agree
Mame : - v, — =
Position : - I%H Fﬁ\ﬁ 1'/% ;_:Tx & /%Hﬂ E\U '[ﬁ }ﬁ H /Eu.\
Tel. No.: ——

Date : -

Submitfor Br .cw | | Bﬂck|




Step 4: Submit the application (cont.)

THE HONG KONG
Q' POLY TECHNIC UNIVERSITY
g N

Supplier:
User Mame :

Home Search  Setting Support  Download Logout

Zhange of company Information

Your application is under review.

General Information
“ompany Registered Address

The registration application is

ountry / Region . o f0 0

T — . - under review and verification
_ EEE%IEE?%&%*Z@IH@E%

ebsite

ompany Email Address for [ -

Payment /Tender & Quotation

atters *



POLYTECHNIC UNIVERSITY SE T

Qb THE HONG KONG Finance Office
% FHE T RS _/ Opening Minds + Shaping the Future - RSl S - 8t A5

The End




POLYTECHNIC UNIVERSITY SE T

QbTHE HONG KONG Finance Office
? A TR / Opening Minds + Shaping the Future « Bl Bt - sBL A

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

n s Pl NG HE VIR PRI IEEREE

NG b et AN

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

WHE TS EE #H— 1B - SEPERHF4E © tendering.enquiry@polyu.edu.ho




