
Supplier User Manual



Procurement Portal

In order to expand cooperation with potential suppliers, pursue the 
greatest benefit of the company and also in line with transparency 
principle in corporate governance, Yang Ming's procurement-related 
matters are announced through the Procurement Portal to welcome 
potential suppliers to participate. 

For sustainable supply chain management, Yang Ming has formulated 
Supply Chain Management Policy and Ethical Management terms for all 
employees and suppliers to comply. 

Before participating in the bidding, suppliers may refer to the General 
Notices and sign or provide necessary documents as required by individual 
procurement cases.



Procurement Portal

• Website: https://procure.yangming.com/

https://procure.yangming.com/


Procurement Notices

• You can click on the Procurement Notice title for more detail information.



Supplier Registration(1/2)

Step 1 : Click on the【Register】button.

Step 2 : Fill in all mandatory data fields and upload necessary document.
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Supplier Registration(2/2)

Step 3: After entering all data, please click on the【Submit】button to complete 
the registration process. 

*It takes 2 working days to review the supplier registration. 
*The system will send the notification automatically after review. If you do not receive the   
system notification after 2 working days, please contact: ag_procurement@yangming.com
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• You will receive the application notice to confirm your application.

• Please click on the link for login verification and changing password.
*New password must contain at least 8 characters. A mixture of uppercase letters, lowercase letters, and numbers.

*Please keep the account and password securely to protect your company’s/your own rights and interests.

Application notice
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Supplier information revision
Step 1：Click on the【Login】button ➔ 【Procurement Portal】

Step 2：Click【Supplier Change Request】➔【Edit Vendor detail】

Step 3：Revise the information and then click on the Submit button. 
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*It takes 2 working days to 

review the revision application. 

*The system will send the 

notification automatically after 

review. If you do not receive the   

system notification after 2 

working days, please contact:

ag_procurement@yangming.com

mailto:ag_procurement@yangming.com


Subaccount application(1/4)
• To allow suppliers to configure multi-window management settings. 

Step 1：Click【Supplier Change Request】➔【Edit Vendor detail】

    

【Edit vendor detail】: Suppliers can modify 
registration information or submit requests for adding 
new contacts and subaccount applications. Changes 
made will undergo verification by our company's 
verification personnel before approval.
【Edit Group】: Suppliers can edit the group status of 
subaccounts within their company. This enables 
individuals within the same group to mutually confirm 
each other's information, bids, and progress status.
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Subaccount application(2/4)

Step 2 : Existing applied accounts/subaccounts will be displayed here. 

Changes to the data and permissions of applied accounts can be 

made in the table.

Step 3 : Add Contact：

a. Create Subaccount : This account will receive new login 
credentials. If [Create Subaccount] is not selected, no login 
account will be available.

b. Permissions : Represent the authorization level of the account.
- Independent Permission : only can query operational data of 

team members within the same group.
- Shared Permission : Can query operational data of all personnel 

within the supplier.

Step 4 : Once all changes are completed, click [Submit]. Changes will 

take effect after verification by our company's verification personnel.
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Subaccount application-Edit group(3/4)
• Subaccounts can be categorized and grouped. 
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Step 1: Click on [Edit Group].
Step 2: Click on [Add] to create a new 
supplier group category and edit the 
members within.
Step 3: If you want to add a subaccount 
group, please enter the group name and 
description information.
Step 4: Use the arrow buttons here to 
move desired members to the left for 
grouping, and click [Submit] to complete 
the grouping.
- Personnel marked with (share 
permissions) have share permissions.
- Changes to group data in this section do 
not require personnel verification through 
our company.
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Subaccount application-Edit group(4/4)

• Subaccounts can be categorized and grouped. 

• Current Grouping List - The same individual can be included in different groups. 

• Edit and Delete - You can click on [Edit] to edit and maintain the groups, and 
click on [Delete] to delete a group.
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View annoucement

Step 1：Click on the【Login】button ➔ 【My Sites】➔ 【Procurement Portal】

Step 2：Click【Purchasing Information】➔【 Purchase Announcement 】

Step 3：Click on the announcement title to view the content of the announcement.

   



Sign up the bidding(1/2)
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1. For all interested suppliers, after logging in, 
please click on the title of the project, and 
then click [Sign up] to sign up the bidding. 

Then, you will be able to view any questions 
regarding the bidding, and the system will 
display [Already sign up]. 

2. Suppliers can designate the [Project Contact] 
based on the individual case. However, this 
contact person must complete the 
subaccount application first under [Supplier 

Work] ➜ [Supplier Change Request].
- After signing up, this project will be available 

in the [Supplier Case] section for easy access 
to the current progress and bidding 
operations of the project.

- Important notice: After clicking on the [Sign 
up] button, please follow the steps below 
carefully: Supplier Work ➜ Supplier Case ➜ 
Action ➜ Tender upload and quotation. Only 
when you upload the tender documents and 
enter the quoted price will it be considered 
as a complete quotation. If there is any hard 
copy should be provided, please send them 
to the designated address of our company. 
Only after uploading the tender documents 
and entering the quoted amount will the 
quoting process be considered complete. If 
physical documents need to be attached, 
they should be sent to the designated 
address of the procurement case handler at 
our company.



Sign up the bidding(2/2)

• After the bid submission deadline, it will no longer be possible to sign up, and 
submit tender documents and quoted price in the system.



Invitation letter to the bidding

• Our company can also send invitation letter to the suppliers through the system, 
notifying them to access the system for checking relevant bidding information.



Introduction to the Supplier Cases Page

• This function allows you to query sign up cases for suppliers, and conduct 
actions such as viewing and related operations on the cases. 

• Click【Supplier Work】➔【Supplier Cases】

1. View detail - Allow you to view the content of the bidding project items.
2. View announcement - Enable you to access the procurement announcement 

information for the respective case. 
3. Tender document download - Directly download the documents provided by our 

company for this tender. 
4. Tender upload and quotation - Uploading of Tender document and quoting.

5. Question management - Raise/reply to questions regarding the bidding.
6. Price negotiation - After opening of tenders, our company may conduct 

negotiations with vendors through this section.



Tender upload and quotation(1/3) 

• Suppliers are required to upload tender documents and input quotations 
according to the list of documents required by the project settings before the bid 
submission deadline .

• Click【Supplier Work】➔【Supplier Cases】➔【Tender upload and quotation】
* Note: If the system is idle for more than 60 minutes, your account will be automatically 
logged out. Please log in again to continue using the system.



Tender upload and quotation(2/3) 
Step 1 : Upload tender documents according to the list of documents required by the project settings. 
Step 2 : If additional documents are necessary, you can click the dropdown menu to upload additional 
documents. 
Step 3 : After selecting and confirming the upload file, please remember to click【Uploading】to 
complete the file upload.
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Tender upload and quotation(3/3) 
Step 4 : Select Bid Currency

Step 5 : Filling in the quotation : (1) You can individually input quotation for each item, or (2) click【Export 

Quotation】to download the format to fill in "Unit Price" and "Remarks" to save the file, and then click

【Import submit】 to upload the quotation file. 

Step 6 : After completing the quotation, click【save price mark amount】.

 

- In the case of selective tendering procedures or multi-step tendering procedures(qualification 
tenders), the quotation information does not need to be filled in. However, if the bidding 
documents specify the need for preliminary quotation information, it must be provided. 

- If the tender is awarded by different items, you only need to fill in the items that can be quoted 
(at least one item must be quoted). 
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Question management-Raise Question(1/4)

• Suppliers can raise question for clarification regarding the content of the tender.

Step 1 : Click【Supplier Work】➔【Supplier Cases】➔【Action】➔【Question management】

Step 2 : Select the【Raise Question】tab. 

Step 3 : Click【Raise Question】to submit your question.

 

1

2

3



Question management-Raise Question(2/4)

Step 4 : Choose【Question Type】, enter【Question Subject】and【Question content】
Step 5 : If you want to provide documents related to the question, please click【Select File】to upload. 
              Kindly note that you can click the "+" button to add more files or click the "–" button to delete a file. 
Step 6 : After completing the form, please click【Submit】to send the question. The system will send a 
notification email to the person in charge of the bidding. 
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Question management-Raise Question(3/4)

Step 7 : After our company reply to the questions raised by the suppliers, the suppliers will be notified 

through system auto emails. 
Step 8 : Suppliers can click on【Question management】and select the【Raise Question】 tab. 

Step 9 : Click【Received Reply】to review our company's response. 
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Question management-Raise Question(4/4)
Step 10 : Suppliers can click on【Received Reply】to review our company's response and attachments. 

Step 11 : If there are any further questions, you can click on【Reask】to submit question again. 

• If the question submission time has passed, the message " The deadline for raising question has passed." will appear.
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Question management-Question Acceptance(1/2)
Step 1 : When our company has questions regarding the supplier’s tender documents, we will also raise questions through the 

               system and notify the suppliers via system emails. 

Step 2 : Upon receiving the system email, suppliers can log into the system and click on【Question management】for the case. 

Step 3 : Select the【Question acceptance】tab. 

Step 4 : Click on【Accept】to review our company's questions regarding the supplier's tender documents.
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Question management-Question Acceptance(2/2)
Step 5 : Enter the response in the【 Acceptance Reply 】. 

Step 6 : If you want to provide documents related to the question, please click【 Select File】to upload. 

              Kindly note that you can click the "+" button to add more files or click the "–" button to delete a file. 

Step 7 : After completing the form, please click【Submit】to send the reply. The system will send a 

              notification email to the person in charge of the bidding. 
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Question management-Question Announcement
• Suppliers who have signed up/submitted tenders can review publicly clarification content.

Step 1 : Click【Supplier Work】➔【Supplier Cases】➔【Action】➔【Question management】
Step 2 : Select the【Question Announcement】tab. 

Step 3 : Click【View】to see all publicly clarification content for the procurement case.
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Price negotiation
• In response to negotiations initiated by person in charge of the bidding, you can fill in Negotiated Price 

and explanation, and you can also upload attachment. 
Step 1 : Click【Supplier Work】➔【Supplier Cases】➔【Action】➔【Price negotiation】

Step 2 : Fill in Negotiated Price(Unit Price) and Supplier Remarks, and upload related attachment. 

Step 3 : Click【Save】to save the negotiation price. The system will send a notification email to the person in charge of the bidding. 
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- Thanks -  


	投影片 0: Supplier User Manual 
	投影片 1: Procurement Portal
	投影片 2: Procurement Portal
	投影片 3: Procurement Notices
	投影片 4: Supplier Registration(1/2)
	投影片 5: Supplier Registration(2/2)
	投影片 6: Application notice
	投影片 7: Supplier information revision
	投影片 8: Subaccount application(1/4)
	投影片 9: Subaccount application(2/4)
	投影片 10: Subaccount application-Edit group(3/4)
	投影片 11: Subaccount application-Edit group(4/4)
	投影片 12: View annoucement
	投影片 13: Sign up the bidding(1/2)
	投影片 14: Sign up the bidding(2/2)
	投影片 15: Invitation letter to the bidding
	投影片 16: Introduction to the Supplier Cases Page
	投影片 17: Tender upload and quotation(1/3) 
	投影片 18: Tender upload and quotation(2/3) 
	投影片 19: Tender upload and quotation(3/3) 
	投影片 20: Question management-Raise Question(1/4)
	投影片 21: Question management-Raise Question(2/4)
	投影片 22: Question management-Raise Question(3/4)
	投影片 23: Question management-Raise Question(4/4)
	投影片 24: Question management-Question Acceptance(1/2)
	投影片 25: Question management-Question Acceptance(2/2)
	投影片 26: Question management-Question Announcement
	投影片 27: Price negotiation
	投影片 28: - Thanks -  

