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These tutorials will guide you on how to perform these actions :

o Tutorial 1 : Receive Activation Mail & Complete Supplier Profile

o Tutorial 2 : For Self Invite

Condition 1 : Procurehere Supplier (Single Buyer Subscription) with account tied to Boustead Plantation.

Condition 2 : Procurehere Supplier (Single Buyer Subscription) with account tied to other Buyer in 
Procurehere*

Condition 3 : Procurehere Supplier (Unlimited Buyer Subscription) with account tied to other Buyer in 
Procurehere*

o Tutorial 3 : How to Accept/Reject Event Invitations (For Invited Suppliers)

o Tutorial 4 : Fill In the Event Details & Finalize Submission

o Tutorial 5 : How To Reset Password

o Tutorial 6 : How to Create Users

o Tutorial 7 : Profile Settings

o Frequently Asked Questions (FAQs)

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

Once you have registered with Boustead 
Plantations, 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

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

2
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3 The system will require you to log into your 
account using your username and temporary 

password.
Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


Accept the Terms & Conditions

You can click to view the
Terms and Condition

4

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

5
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Fill in General Company Info

These are the guidelines which
show you the section to fill in
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Fill in company information
7
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Fill in Industry and Geographical Coverage
Then select your Industry

Sector (NAICS) and 
Geographical Coverage

8
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Read & Understand Declaration

Read & Understand the 
declaration, Tick on checkbox 

and Click ‘Next’ button

9
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Attach Company Profile (Optional)

Here you can upload your company 
profile in a document format and 

also other credentials with regards to
your company
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You can choose to skip this part to fill in
later or attach the necessary 

documents and then click ‘Next’
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10



Fill in Financial Information (Optional)

Upload financial documents 
related to company
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Click ‘Next’ button to proceed with 
next section
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Fill in Organizational Details (Optional)

Fill in Board of Directors 
information and Click 

‘Save’ button

14

Click ‘Next’ button to proceed with 
next section

15
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Add Services & Track Records (Optional)

Description of services offered 
- this description can view 

searched by the buyer

16

Click this button to add 
track record of your 

previous projects

17

Track records will appear 
here in this table

18

Click ‘Finish’ button to proceed19
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Finish

You will be re-directed to the 
supplier dashboard

20
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Tutorial 2 : For Self Invite
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Condition 1 : Procurehere Supplier (Single Buyer Subscription) with 
account tied to Boustead Plantation. 

eProcurement Boustead Plantations portal
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Navigate to Boustead Plantation portal - https://www.bousteadplantations.com.my/

1
Navigate to Procurement > e-Procurement

17

https://www.bousteadplantations.com.my/


Re-direct to Boustead Plantation Public Announcement Page -
https://app.procurehere.com/publicEvents/boustead

2 1. Public Boustead Plantations Announcement will 
be displayed on this page.

2. All published/active events will be listed here for 
self-invite.
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https://app.procurehere.com/publicEvents/boustead


Re-direct to Boustead Plantation Public Announcement Page -
https://app.procurehere.com/publicEvents/boustead

3 Click the Reference number to view 
more details of the event.
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https://app.procurehere.com/publicEvents/boustead


4 Click on Self-Invite the system will
validate your account and prompt 

the result

Re-direct to Event Details
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5 The system will require you to log into your 
account using your username and password.

Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


How to Self-Invite for the Event : System Validation Error

3

Example 1: Self-invite failed: Supplier is set under INACTIVE
Note: Liaise with Buyer for any queries regarding the event/account.

Example 4: Self-invite failed: Participation Fee for the event is required (if any)
Note: Liaise with Event Owner for any queries regarding the fee.

Example 2: Self-invite failed: Supplier is not associated with buyer or Industry category does not match
Note: Liaise with Buyer for any queries regarding the event/account.

Example 3: Self-invite failed: Mandatory Site Visit or Meeting already conducted
Note: Liaise with Buyer for any queries regarding the event/account.
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6 Click on the checkbox first to accept the terms and 
conditions following by the ‘Accept Invitation’ button

Note: Once supplier reject the invitation, supplier 
cannot re-undo or accept the invitation.

Refer Tutorial 4 on how to participate in the event 7
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Condition 2 : Procurehere Supplier (Single Buyer 

Subscription) with account tied to other Buyer in 
Procurehere*

eProcurement Boustead Plantations portal

*Tied to other Buyer(s) but not to Boustead Plantation Berhad.
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Navigate to Boustead Plantation portal - https://www.bousteadplantations.com.my/

1
Navigate to Procurement > e-Procurement
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https://www.bousteadplantations.com.my/


Re-direct to Boustead Plantation Public Announcement Page -
https://app.procurehere.com/publicEvents/boustead

2 1. Public Boustead Plantations Announcement 
will be displayed on this page.

2. All published/active events will be listed here 
for self-invite.
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https://app.procurehere.com/publicEvents/boustead


Re-direct to Boustead Plantation Public Announcement Page -
https://app.procurehere.com/publicEvents/boustead

3 Click the Reference number to view 
more details of the event.
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https://app.procurehere.com/publicEvents/boustead


4
Click on Self-Invite

Re-direct to Event Details
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5 The system will require you to log into your 
account using your username and password.

Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


How to Self-Invite for the Event : System Validation

If the supplier receives this error, this means that they 
need to subscribe to Unlimited Buyer Plan as the system 

detects that they are tied to multiple clients.

6

Click ‘Upgrade/Subscribe’ button7
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Click ‘Pay’ button to proceed8

Fill in the Debit/Credit Card Details & Click ‘Pay 
USD 31.80’ button to proceed with payment

9

Subscribe to Unlimited Buyer Plan
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Click ‘COMPLETE’ button to complete 
the payment

10

Message prompts the Transaction 
Status for the subscription 

11

Subscribe to Unlimited Buyer Plan
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Refer Tutorial 2 : Condition 1 to join the event via ‘Self-invite’ from Public Announcement Page

Once you have renew/subscribe in Procurehere, you 
will receive an email notification from

ProcurehereTM in your inbox. You will also find the 
official receipt sent through email

12

Example of Official Receipt 
generated from Procurehere 

13

Success subscribe to Unlimited Buyer Plan
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Condition 3 : Procurehere Supplier (Unlimited Buyer 

Subscription) with account tied to other Buyer in 
Procurehere*

eProcurement Boustead Plantations portal

*Tied to other Buyer(s) but not to Boustead Plantation Berhad.
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1 The system will require you to log into your 
account using your username and password.

Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


2 On the left side menu bar, Click on ‘Buyers’ 

Re-direct to Supplier Dashboard
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Re-direct to Buyer List

2

There are two colored boxes, blue and orange :-

a. This section shows the number of associated 
buyers tied with your account. Click on the 
number to view more.

b. This section shows the number of buyers 
available in Procurehere. Click on the number 
to view more.

c. This section shows the number of pending 
requests. Click on the number to view more.

d. This section shows the number of rejected 
requests. Click on the number to view more.

a b c d

3 Click on ‘BUYERS – Available’ to view the 
available buyers in Procurehere

4 Search the Company Name and 
Click ‘+’ symbol to continue
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5 View the Buyer information to associate 
and Fill in the Supplier Remarks for buyer 

reference

Re-direct to Associate Request page

6
Click on Supplier Pre Qualification Form 

and Scroll down to fill in the required 
information from your Buyer
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7 Click on Save Draft to save the information.
Click ‘Submit’ button to proceed with submission.

Submit the Supplier Form
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8
Click ‘Request’ button to proceed 

with the submission

Message header prompts the Supplier Form has been submitted
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Message header prompts the request has been sent to the Buyer

b

Once the form has been submitted, Navigate to Buyer List to 

check the status of the submission:-

a. If the request is approved by Buyer, the number will increase. 

Click on the number to view more.

b. The request is pending for approval by Buyer. It may take a 

while for buyer to consider your request. Click on the number to 

view more.

c. The request is rejected by Buyer. Click on the number to view 

more.

a c

9
Message prompts the Request has 

been sent successfully to Buyer

41



Email will be sent to your communication email to update on the status of association with Buyer

Example 2: Email sent to inform the 
request is accepted/rejected.

Example 1: Email sent to inform the 
form has been submitted.
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Request Revision from Buyer

Note: Click ‘Supplier Forms – Pending’ box if 
there is any request revision from your Buyer & 
Click ‘Edit’ icon to resubmit the supplier form

10

Note: Once the association is approved by 
Buyer, Refer Tutorial 2 : Condition 1 to 
participate in Boustead Plantations event 
moving forward.

11
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Tutorial 3 :
How to Accept/Reject Event Invitations

(For Invited Suppliers)
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1 The system will require you to log into your 
account using your username and password.

Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


From The Dashboard, Check New Events - Invited box

2 Click ‘New Events – Invited’ box to 
view the list of invited events 
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View List of Events Invited

3 Click ‘View’ button to view the 
Event Details

Below are the list of events invited
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Scroll down to see more
information

Check The Event Detail Summary

4
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Choose to Either Accept or Reject The Invitation

Refer Tutorial 4 on how to participate in the event 

Note: Please do proceed to liaise with Buyer
externally pertaining to the Participation/Deposit fee (if any)

Participation/Deposit fee has to be made OUTSIDE of 
Procurehere System.

5
6

Click on the checkbox and 
‘Accept Invitation’ if interested to  

participate Click ‘Reject Invitation’ to reject the invitation
which you do not choose to participate.

7

Note: Once supplier reject the 
invitation, supplier cannot re-undo 
or accept the invitation.
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Tutorial 4 :
Fill In the Event Details & Finalize Submission
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Event Details tab – Review Event Details

1 New sections will appear 
after accepting an event. 
These tabs are clickable
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Team Members tab – Assign User role

2 Select Team Member to and 
assign team members

3 Click this button to select the 
role for team members and 
Click ‘+’ button to add.

Editor - Allows the member 
to edit under Draft mode.

Viewer - Can only view the 
event.
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Documents tab – View Documents from Buyer

4 Click ‘Download’ icon to download and 
view documents form Buyer

53



Meeting tab – View list of Meeting 

5 View Meeting details

6 Click ‘Yes/No’ button to 
attend or not attending 

the meeting
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Meeting tab - Fill In Attendance Details For Meeting

7 If you are attending the 
meeting, click on ‘Yes’ as

shown below

8 Then fill up the attendance 
details and Click ‘Save’ 

button
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Questionnaire tab

9 Click ‘View’ button to view the 
Questionnaire and answer the

questions.

56



Questionnaire Section : Answering Questions

10

Each questions has a text

fields, ‘ABC’ options or request to attach document

Note: *Fields are mandatory question

Once done, click ‘Complete’ button to 
finalize your submission to Questionnaire

11
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Bill of Quantity (BQ) tab

Click ‘View’ button to view
BQ items and fill in the

desired unit price

12
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Bill of Quantity tab : Key In Unit Price & Tax (if any)

Key in your unit price for the BQ 
items and tax, where applicable.

13

Check your tabulated price and then 
click ‘Complete’ button to finalize

14

59



Messages tab

Click ‘Compose New Message’ icon to send 
message to Event Owner (Buyer)

15
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Messages tab : Compose and Send

Fill in the subject of the message
followed by the content.

16

Attach documents if needed
and Click ‘Send Message’ 

when done

17
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Submission tab 

Scroll down to see more 
information

18
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Finalize Submission

Click the ‘Finish’ button to proceed 
with submission

19

Notes:
RFI - Request for Information
RFQ - Request for Quotation
RFP - Request for Proposal
RFT - Request for Tender)

Click the ‘YES’ button to finalize your 
submission. Once submitted, you can NO

longer edit your submission

20
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Message prompts that the event is 
successfully submitted

Note: Do liaise with event owner if there is 
any queries regarding the event

21

Event Submission - Submitted
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Tutorial 5 :
How To Reset Password

65



1 Click ‘Forgotten your password?’ 
to reset password

Navigate to Procurehere Login page - https://app.procurehere.com/login

66

https://app.procurehere.com/login


Redirect to Forget Password page - https://app.procurehere.com/admin/forgetPassword

2 Enter your login email 
following by ticking the “I’m 

not a robot” checkbox

3
Click ‘Submit’ to receive 
the reset password link 

via communication email
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https://app.procurehere.com/admin/forgetPassword


Check on the Communication Email for the Reset Password link

4 Click on the ‘Reset Your Password’ 
or Click on the Reset Password 

Link to proceed

Note : The Reset Password Link will 
expire within 30 minutes. 

Do take note that your new password 
must consist of one capital letter, one 
small letter, a number and a symbol 

(!@$%&*?).
Minimum of 8 characters.

Example : Password@1 / Welcome@1
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Create New Password

5 Fill in New Password, Confirm 
Password and Click ‘Save’ button

Note : The Reset Password Link will 
expire within 30 minutes. 

Do take note that your new password 
must consist of one capital letter, one 
small letter, a number and a symbol 

(!@$%&*?).
Minimum of 8 characters.

Example : Password@1 / Welcome@1
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Tutorial 6 :
How to Create Users
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1 The system will require you to log into your 
account using your username and password.

Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


2 On the left side menu, Click ‘Users > Users’ 
to proceed with user creation

Dashboard
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3 Click ‘Create User’ button to create new user
Click ‘Edit’ button to update existing user details

Re-direct to Users List
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Create User page
Fill in Mandatory fields:-

Login Email – It is permanent and cannot be changed at all. 
Example: username@organization.com

User Name - User's first name or last name for reference

Communication Email – Whereas all the system notification will 
be sent to.

Designation - Individual's job role or designation.

Contact No - User's office or mobile contact number

User Role - Choose Administrator or Supplier User

Status - Choose to Active or Inactive Users as a control measure.

Account Locked - This feature allows Administrator to lock and 
unlock user accounts.
Note: Users that wrongly enter their passwords would be 
locked out of the system and they would have to contact the 
administrator to unlock the account

4 Fill in mandatory fields and Click 
‘Create’ button

Refer Article Link for reference 
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https://procurehere.zendesk.com/hc/en-us/articles/360000672588-How-Do-I-Add-Users-to-My-Supplier-Account-


Tutorial 7 :
Update Profile Settings
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1 The system will require you to log into your 
account using your username and password.

Click ‘Login’ to continue.

Navigate to Procurehere Login Page - https://app.procurehere.com/login
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https://app.procurehere.com/login


2 Click ‘Edit’ icon to update the profile details

Dashboard
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3 Update the details below :-
- Name
- Designation
- Contact No
- Communication Email

Profile Setting page – Update User Details

4 Click ‘Update Profile’ button to proceed
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Profile Setting page – Change Password & Profile Photo

6 Click ‘Change Password’ 
button to change password 

5 Click ‘Change Profile Photo’ 
button to update profile photo 

7 Enter Old Password & New Password 
and Click ‘Change Password’ button
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Frequently Asked Questions (FAQs)
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1. What should I do if I have no account registered in Procurehere?
Contact vendor team from Boustead Plantations via vendor@bplant.com.my or register as Global supplier in 
Procurehere via this link https://app.procurehere.com/suppliersubscription/supplierCheckout

2. I am new to Procurehere and have completed my company registration. What should be the next step to 
obtain my username and password?
Refer Article link
https://procurehere.zendesk.com/hc/en-us/articles/360049105133-I-Have-Just-Submitted-My-Registration-via-
Procurehere-What-Other-Documents-Should-I-Present-To-Receive-My-Username-and-Password-

3. How to proceed with the payment of USD 30 in Procurehere?
Refer Article link https://procurehere.zendesk.com/hc/en-us/articles/360049105473-How-to-proceed-with-the-
payment-of-USD-30-in-Procurehere-

4. USD 30 is valid for a period of how many months/years?
The subscription to our Unlimited Buyer Plan (USD 30) is valid for a period of ONE year ONLY. Renewals will have 
to be made annually to keep the services running and to continue participating in events.

Frequently Asked Questions (FAQs)
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5. Why is the payment currency in USD?
Our platform has been widely used by many other companies abroad as well. Due to that, we have to maintain 
the primary standard currency as USD.

6. What is the current currency in MYR?
For estimation rate, you can check the current currency exchange rate via google.com for further information as 
this information will vary from time to time. However, do refer to your bank to which the payment is made for 
the actual conversion rate
https://www.xe.com/currencyconverter/convert/?Amount=31.8&From=USD&To=MYR

7. Will the official receipt be only in USD?
Yes, the official receipt sent by Procurehere only in USD. Do refer to your bank statement used for payment 
purposes if needed in other currency.

8. Does Procurehere accept any other payment method?
Procurehere only supports on Stripe. Do proceed to insert credit card/debit card details to proceed.

Frequently Asked Questions (FAQs)
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9. It shows that my transaction has failed, what should I do now?
Please reach out to the Support Team through the chat support or email us at support@procurehere.com

10. How to increase my chances of participating in other global events?
Update on your company profile and track record (project experiences) to increase your chances of being invited 
by other buyers as the buyers are able to source for other suppliers as well from within the Procurehere
ecosystem.

11. How many buyers are available in Procurehere for suppliers to register upon subscribing to Unlimited 
Buyer Plan (USD 30)?
Refer Tutorial 4

12. How do I unlock my Administrator account?
If your administrator account has been locked due to multiple failed attempts in regards to logging into the 
system, do reach us through the chat support or email us at support@procurehere.com

Frequently Asked Questions (FAQs)

83

mailto:support@procurehere.com
mailto:support@procurehere.com


13. How do I reset my password so I can log in? / I have forgotten my password, how do I reset it?
Refer Article link
https://procurehere.zendesk.com/hc/en-us/articles/360043123194--Supplier-How-do-I-reset-my-password-so-I-
can-log-in-I-have-forgotten-my-password-how-do-I-reset-it-

14. Who should I contact regarding the event invitation?
Liaise with your Event Owner (Buyer) if you have any query regarding the event.

15. Who should I contact if there is any query regarding the tender participation in Boustead Plantations?
Email to tender@bplant.com.my related to tender from Boustead Plantations

Frequently Asked Questions (FAQs)
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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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THE END
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