
PR1MA VENDOR REGISTRATION 

USER MANUAL REV.1.0



Registration Overview

What

Use this procedure to create new user ID, Input Vendor Details, Input Vendor Classification & Certificate, Vendor Bank Account and Track 

Records, Select Vendor Product & Services and Display Review. 

Use this procedure for vendor to answer Questionnaire. 

When

Perform this procedure when to create new user ID, Input Vendor Details, Input Vendor Classification & Certificate, Vendor Bank Account 

and Track Records, Select Vendor Product & Services and Display Review.

Menu Path

To login to VRM Portal, go to http://www.pr1ma.my/vms

Helpful Hints

M Mandatory Field entry. Vendor are compulsory to enter or select a value in order to proceed with the next step of registration. 

O Optional field entry. Vendor has an option to enter a value into the field. 

Roles

• Vendor
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Screen Flow

CliĐk Poƌtal ͞LiŶk͟

VeŶdoƌ to Đoŵplete ͞CoŵpaŶǇ 
Details͟ Taď

PR1MA Vendor Registration 

Portal

Vendor to Đoŵplete ͞CoŶtaĐts͟ 
Tab

** Vendors required to input all 

BOD’s aŶd KeǇ PeƌsoŶŶel iŶ this 
section and select at least one 

useƌ foƌ ͞Roles͟

PR1MA Vendor Registration 

Portal

Vendor to complete 

͞Addƌesses͟ Tab

PR1MA Vendor Registration 

Portal

Vendor to Đoŵplete ͞BusiŶess 
ClassifiĐatioŶ͟ Tab

** Vendors are required to 

attached Certificate, eg CIDB, 

MOF, ““M & etĐ…

PR1MA Vendor Registration 

Portal

Vendor to Complete ͞BaŶk 
AĐĐouŶts͟ Tab

IŶput ͞ TƌaĐk ReĐoƌds & 
EǆpeƌieŶĐes͟

PR1MA Vendor Registration 

Portal

Vendor to Complete ͞PƌoduĐt 
aŶd “eƌǀiĐes͟ Tab

PR1MA Vendor Registration 

Portal

VeŶdoƌ to DisplaǇ ͞Reǀieǁ͟

PR1MA Vendor Registration 

Portal

Vendor to submit details for 

registration by clicking 

͞Registeƌ͟ ďuttoŶ

PR1MA Vendor Registration 

Portal

A



No

Yes

If Vendor 1st time 

log-in

Screen Flow

System will generate 3 emails 

Vendor to Log-In into Vendor 

Page

PR1MA Vendor Portal

Vendor to change Password

PR1MA Vendor Portal

Vendor to search vendor 

questionnaire

PR1MA Vendor Portal

Vendor to complete 

Questionnaires

PR1MA Vendor Portal

Vendor to submit 

Questionnaires

PR1MA Vendor Portal

A



How to Register

Click Registration 

Link

Fill Up Company 

Details

Submit for Application 

Registration

Answer questionnaire Submit questionnaire

Log in to Vendor 

Portal

Received 3 Email 

Notification

Change Temporary 

Password



Click Portal Link to Register

1. Start the Vendor Registration by going to http://www.pr1ma.my/

2. Click Vendor Information

3. Click Vendor Registration

4. Click portal link : http://www.pr1ma.my/vms

Vendor 

registration 

Portal Link

http://www.pr1ma.my/
http://www.pr1ma.my/vms


Portal Navigation Page Explanation

Registration Tab

CliĐk ͞BaĐk͟ to go 
back to previous 

page

CliĐk ͞Neǆt͟ to go 
to next page

CliĐk ͞“aǀe foƌ 
Lateƌ͟ to saǀe the 
page and Vendors 

can come back to 

complete the 

registration

CliĐk ͞Registeƌ͟ to 
submit the page for 

registration. If the 

required fields are not 

filled, vendors are not 

able to submit for 

registration

CliĐk ͞CaŶĐel͟ to 
cancel the 

registration



Vendor to complete Company Details Tab

1. The portal link will bring Vendor to the page below:

͞CoŵpaŶǇ Detail͟ 
Tab



4. Click and Select

Bumiputera/

Non-Bumiputera

M/O = M

Vendor to complete Company Details Tab

1. As required, complete/review the following fields: 

Field M/O Description

*Company M Input company name

Example: 

Vendor001 Sdn Bhd

2. Click and Select

Business type

M/O = M

3. As required, complete/review the following fields: 

Field M/O Description

Corporate

Web Site

M Example: 

http://www.vendor001.com.my

5. As required, complete/review the following fields: 

Field M/O Description

Bumi-

Equity

M Example: 

51% or 0%

Authorized 

Capital

M Example:

RM 100,000.00



Vendor to complete Company Details Tab (continue)

6. As required, complete/review the following fields: 

Field M/O Description

Paid up 

capital

M Example: 

200,00.00

7. Click and Select

Bank Guarantee

M/O = O 

8. Click and Select

Overdraft

M/O = O 

9. As required, complete/review the following fields: 

Field M/O Description

*First Name M Example: 

Mohd

*Last Name M Example:

Saiful

*E-Mail M Example:

saiful@vendor001.com.my

*Confirm 

E-Mail

M Example:

saiful@vendor001.com.my

mailto:saiful@vendor001.com.my
mailto:saiful@vendor001.com.my


Vendor to complete Company Details Tab (continue)

10. As required, complete/review the following fields: 

Field M/O Description

D-U-N-S

Number

O Example: 

123456789

(Data Universal Numbering System) is a 

proprietary system developed and regulated by 

Dun & Bradstreet (D&B)

11. Click and Select 

Tax Country

M/O = M

12. As required, complete/review the following fields: 

Field M/O Description

*Business Registration Number M Example: 

123456-x

GST Number O Example:

01234567890



Vendor to complete Company Details Tab (continue)

13. Click and Select 

Letter of Credit

M/O = O

14. As required, complete/review the following fields: 

Field M/O Description

Other type of 

facilities 

details

O Example:

XYZ Standby Credit Facility

15. Click and Select

Date Of Company

Incorporation 

M/O = M



Vendor to complete Company Details Tab (continue)

18. Once vendors complete the Company Details Tab, vendors can

Or

CliĐk ͞“aǀe foƌ Lateƌ͟ if 
Vendor want to Save the 

registration and complete 

the registration later 

CliĐk ͞Neǆt͟ to go ďaĐk to 
Contact page

Or
CliĐk ͞CaŶĐel͟ to ĐaŶĐel the 
registration

16. As required, complete/review the following fields: 

Field M/O Description

Company 

Awards or 

Achievements

O Example:

SME Award 100 Year 

2015

17. Click and Select

Tax Code

M/O = O

If the Tax Code is not in the listing, Vendor can 

search for the Tax Code. Please refer to next 

page for searching criteria. 



If VeŶdoƌ Taǆ Code is ͞TX͟ = 
Standard Rated

Taǆ Code ͞TX͟ is Ŷot listed iŶ 
the First (1st) view. Vendor can 

search from the listing.  

First (1st)  Item 

Listing

How to search for Item that is not listed in 1st Listing

Search based on Tax Code



VeŶdoƌ ĐaŶ seaƌĐh ͞TX .͟

Or 

Search from Description

CliĐk the ͞“eaƌĐh͟ ButtoŶ

How to search for Item that is not listed in 1st Listing



“eaƌĐh ƌesults foƌ ͞TX͟

How to search for Item that is not listed in 1st Listing



“eleĐt Taǆ Code = ͞TX͟ 

CliĐk ͞OK͟

How to search for Item that is not listed in 1st Listing



Vendor to complete Contacts Tab

Contacts Tab

Icon Description:

To Create additional new 

contact

To go back to previous tab

To Edit selected contact details To continue to the next tab

To Delete selected contact 

details

To save page and continue vendors can continue 

registration later

To detach screen to full-size To cancel the registration

Please take note that all vendors are required to key in all Board of Directors and Key Personnel Information 



Vendor to complete Edit Contacts Tab (Continue)

VeŶdoƌs aƌe ƌeƋuiƌed to ͞Edit͟ the useƌ ĐoŶtaĐt to eŶsuƌe PhoŶe CoŶtaĐt details is filled up.  

1. To Edit New Contacts

2. CliĐk ͞Edit IĐoŶ͟

4. As required, complete/review the following fields: 

Field M/O Description

Middle 

Name

O Example: 

Bakar

Job Title O Example:

Director

3. Click and Select 

Salutation

M/O = M



Vendor to complete Edit Contacts Tab (Continue)

5. Click and Select 

Phone Country Code

M/O = M

6. As required, complete/review the following fields: 

Field M/O Description

Phone Area 

Code

O Example:

3

*Phone M Example:

7767889

Phone 

Extension

O Example:

123

7. Click and Select

Mobile Country Code

M/O = O



Vendor to complete Edit Contacts Tab (Continue)

8. As required, complete/review the following fields: 

Field M/O Description

Mobile Area 

Code

O Example:

12

Mobile O Example:

3456789

9. Click and Select 

Fax Country Code

M/O = M

10. As required, complete/review the following fields: 

Field M/O Description

Fax area Code O Example:

3

Fax O Example:

7787698



Vendor to complete Edit Contacts Tab (Continue)

11. Click and Select 

Identification Type

M/O = M

12. As required, complete/review the following fields: 

Field M/O Description

IC/Identity 

Number

M Example:

800123-14-1234

Years Of 

Experience

M Example:

5



13. Click and Select 

Education 

Qualification

M/O = O

14. As required, complete/review the following fields: 

Field M/O Description

Professional 

Affiliation

O Example:

Member of Chartered Account

Share of 

company (%)

M Example:

15

ϭϱ. CheĐk ďoǆ        ͞IF͟ VeŶdoƌ ƌeƋuiƌed this ĐoŶtaĐt to haǀe 
Login ID and password 

Vendor to complete Edit Contacts Tab (Continue)



Vendor to complete Edit Contacts Tab (Continue)

16. User Mandatory to click           to 

select User Roles

17. Click                     and then               to 

select User Roles

18. Once vendors complete the Contact Details Tab, vendors can

CliĐk ͞Cƌeate AŶotheƌ͟ to 
create another new contact

CliĐk ͞OK͟ to saǀe ĐoŶtaĐt CliĐk ͞CaŶĐel͟ to ĐaŶĐel the 
Contact InformationOr

Or



Vendor to complete Contacts Tab (Continue)

1. To Create New Contacts

2. CliĐk ͞Cƌeate IĐoŶ͟

4. As required, complete/review the following fields: 

Field M/O Description

*First Name M Example: 

Mohd Abu

Middle Name O Example:

Bakar

*Last Name M Example:

Bin Ahmad

Job Title M Example:

Service Consultant

*E-Mail M Example:

mohdabu@xyz.com

3. Click and Select 

Salutation

M/O = M



Vendor to complete Contacts Tab (Continue)

5. Click and Select 

Phone Country Code

M/O = M

6. As required, complete/review the following fields: 

Field M/O Description

Phone Area 

Code

O Example:

3

*Phone M Example:

7767889

Phone 

Extension

O Example:

123

7. Click and Select

Mobile Country Code

M/R/O/C = R



Vendor to complete Contacts Tab (Continue)

8. As required, complete/review the following fields: 

Field M/O Description

Mobile Area 

Code

M Example:

12

Mobile M Example:

3456789

9. Click and Select 

Fax Country Code

M/O = O

10. As required, complete/review the following fields: 

Field M/O Description

Fax area Code O Example:

3

Fax O Example:

7787698



Vendor to complete Contacts Tab (Continue)

11. Click and Select 

Identification Type

M/O = M

12. As required, complete/review the following fields: 

Field M/O Description

IC/Identity 

Number

M Example:

800123-14-1234

Years Of 

Experience

M Example:

5



13. Click and Select 

Education 

Qualification

M/O = O

14. As required, complete/review the following fields: 

Field M/O Description

Professional 

Affiliation

O Example:

Member of Chartered Account

Share of 

company (%)

O Example:

15

ϭϱ. CheĐk ďoǆ        ͞IF͟ VeŶdoƌ ƌeƋuiƌed this ĐoŶtaĐt to haǀe 
Login ID and password 

Vendor to complete Contacts Tab (Continue)



Vendor to complete Contacts Tab (Continue)

17. Click                     and then               to 

select User Roles

18. Once vendors complete the Contact Details Tab, vendors can

CliĐk ͞Cƌeate AŶotheƌ͟ to 
create another new contact

CliĐk ͞OK͟ to saǀe ĐoŶtaĐt CliĐk ͞CaŶĐel͟ to ĐaŶĐel the 
Contact InformationOr

Or

16. User Mandatory to click           to 

select User Roles



Vendor to complete Addresses Tab

Addresses Tab

Icon Description:

To Create additional new 

Address

To go back to previous tab

To Edit selected Addresses 

details

To continue to the next tab

To Delete selected Addresses 

details

To save page and continue vendors can continue 

registration later

To detach screen to full-size To cancel the registration

Please take note that vendors are required to key in at least one business addresses. Should vendors have additional 

business addresses in different location, vendors are able to create multiple business addresses and assign the business 

address for PR1MA to Send Purchase Order, Send Payment Check  and Send RQF & Bidding documents.  



Vendor to complete Addresses Tab (Continue)

1. As required, complete/review the following fields: 

Field M/O Description

*Office   

Address

M Input Office Address

Example: 

HQ or PJ Site Office or PHG Sales Off

1. To Create New Address

2. CliĐk ͞Cƌeate IĐoŶ͟

2. Click and Select 

Country

M/O = M

3. As required, complete/review the following fields: 

Field M/R/O/C Description

Address Line 1 M Example

1st Floor, Block F, No.2, Jalan PJU 1A/7A

Address Line 2 O Example:

Oasis Square

Address Line 3 O Example:

Ara Damansara



4. As required, complete/review the following fields: 

Field M/O Description

* Postal 

Code

M Example:

47301

*City M Example:

Petaling Jaya

* State M Example:

Selangor

Vendor to complete Addresses Tab (Continue)

5. Click and Select 

Phone Country

Code 

M/O = M

6. As required, complete/review the following fields: 

Field M/O Description

Phone Area 

Code

M Example:

3

* Phone M Example:

79624374

Phone 

Extension

O Example:

102



7. Click and Select 

Fax Country

Code

M/O = M

Vendor to complete Addresses Tab (Continue)

8. As required, complete/review the following fields: 

Field M/O Description

Fax Area 

Code

M Example:

3

Fax M Example:

79624371

* Email M Example:

vms@pr1ma.my



Vendor to complete Addresses Tab (Continue)

Checkbox Description:

Check box if Vendor prefer PR1MA to send 

Purchase Order to this address 

Check box if Vendor prefer PR1MA to send 

check  to this address

Check box if Vendor prefer PR1MA to send RFQ 

or Bidding document to this address

Please take note that vendors are mandatory to select at lease one 

check box. Vendors are able to check more than one box. 



9.   To assign a contact

ϭϬ. CliĐk ͞“eleĐt aŶd Add IĐoŶ͟ 

Vendor to complete Addresses Tab (Continue)

Vendors to assign a Person In Charge Contact for this Address 

ϭϭ.  “eleĐt a CoŶtaĐt aŶd CliĐk ͞OK͟          
ϭϮ.  To seleĐt ŵoƌe thaŶ ϭ ĐoŶtaĐts, hold the ͞“hift oƌ ͞Ctƌl͟͟  
KeǇ aŶd seleĐt the ĐoŶtaĐt aŶd ĐliĐk ͞OK͟

13. Once vendors complete the Addresses Tab, vendors can

CliĐk ͞Cƌeate AŶotheƌ͟ to 
create another new address

CliĐk ͞OK͟ to saǀe addƌess CliĐk ͞CaŶĐel͟ to ĐaŶĐel the 
Address InformationOr

Or



Vendor to complete Business Classification Tab

Business 

Classification Tab

Icon Description:

To Add Business Classification To go back to previous tab

To Delete Business Classification To continue to the next tab

To detach screen to full-size To save page and continue vendors can 

continue registration later

To cancel the registration

Please take note that vendors registered under Suruhanjaya Syarikat Malaysia (SSM) are required to Submit 

and Attach all relevant documents in this Tab.

For Foreign Vendors, you are required to check this box



Vendor to complete Business Classification Tab (Continue)

1. To add a new business classification

2. CliĐk ͞Add IĐoŶ͟ 
3. Select 

͞ClassifiĐatioŶ͟

Example:

CIDB/SPKK

M/R/O/C = M

4. Select

͞Gƌades/Codes͟

Example:

Grade-G1

M/R/O/C = O

5. Enter Certificate

Number     

Example:

1990618-SL051111

M/R/O/C = O

6. Select Start and 

Expiration Date

Example:

18 August 2016

M/R/O/C = O



Vendor to complete Business Classification Tab (Continue)

7. To add an Attachments

ϴ.  CliĐk ͞Add IĐoŶ͟

9. To add a File 

ϭϬ. “eleĐt TǇpe ͞File

11. Click Choose File

ϭϮ. “eleĐt ͞File͟

ϭϯ. CliĐk ͞OpeŶ͟

Please take note that vendors are required to attached all relevant documents prior to vendor nature of 

business. 



14. To continue adding a File

ϭϱ. CliĐk ͞Add IĐoŶ͟

ϭϲ. “eleĐt TǇpe ͞File

17. Click Choose File

18. Select File

ϭϵ. CliĐk ͞OpeŶ͟

Vendor to complete Business Classification Tab (Continue)



20.  Vendors can add notes

21.  Click 

22.  Type Notes

Ϯϯ.   CliĐk ͞OK͟

Vendor to complete Business Classification Tab (Continue)

24. Once vendors complete the Business Classifications Tab, vendors can

CliĐk ͞Add͟ to aŶotheƌ Ŷeǁ 
Business Classification

CliĐk ͞Neǆt͟ to go to Ŷeǆt taď
Or



Vendor to complete Bank Account & Track Records Tab

Bank Accounts & 

Track Records Tab

Icon Description:

To Create additional new Bank 

Account & Track Records

To go back to previous tab

To Edit selected Bank Account 

& Track Records details

To continue to the next tab

To Delete selected Bank 

Account & Track Records details

To save page and continue vendors can continue 

registration later

To detach screen to full-size To cancel the registration

Please take note that vendors are required to key in at one Bank Account record and three (3) Track Records in the past 5 Years.



Vendor to complete Bank Account & Track Records Tab

Please take note that vendors are required to key in at one Bank Account record. 

1. Select 

͞CouŶtƌǇ͟

Example:

Malaysia    MY

M/O = M

2. Select 

͞BaŶk͟

Example:

CIMB Berhad

M/O = O

3. Select 

͞BƌaŶĐh͟

Please select  branch by

default ͞N/A͟



Vendor to complete Bank Account & Track Records Tab

5. Select 

͞CuƌƌeŶĐǇ͟

Example:

MYR  Malaysian Ringgit

M/O = O

4. As required, complete/review the following fields: 

Field M/O Description

Bank Account 

Number

M Example:

11221133123



Vendor to complete Bank Account & Track Records Tab

Please take note that vendors are required to key in at least Three (3) Track Records in the past 5 years. 

6. As required, complete/review the following fields: 

Field M/O Description

Project Reference Number M Example:

PR1MA/1001/20U/2015

Project Manager & Contact 

Number

O Example:

Michael Chan & +60121234567

Project Client & Contact 

Number

O Example:

PR1MA & +6037962 4374

Project Start Date & 

Completed Date (DD-MM-YY)

O Example:

01-01-2014 till 31-12-2014

Project Value (MYR) O Example:

RM 10 Million



Vendor to complete Bank Account & Track Records Tab

7. As required, complete/review the following fields: 

Field M/O Description

Project Name O Example:

Supply Construction Chemical for 

Project A

8. Select 

͞PƌojeĐt “tatus͟

Example:

Completed

M/O = O

9. Once vendors complete the Bank Account & Track Records Tab, vendors can

CliĐk ͞Cƌeate AŶotheƌ͟ to 
create another new address

CliĐk ͞OK͟ to saǀe addƌess CliĐk ͞CaŶĐel͟ to ĐaŶĐel the 
Address InformationOr

Or



Vendor to complete Products and Services Tab

Icon Description:

To Select and Add new Products 

and Services

To go back to previous tab

To Remove selected Products 

and Services

To continue to the next tab

To detach screen to full-size To save page and continue vendors can continue 

registration later

To cancel the registration

Please take note that vendors are required to select at least one Product and Services Category.

Products and 

Services Tab



Vendor to complete Products and Services Tab

1. If Vendor is Supplier for 

Construction Chemicals products, 

vendor are require to click the 

check box.

Ϯ. CliĐk ͞ApplǇ͟

3. CliĐk ͞OK͟ to pƌoĐeed

4. CliĐk ͞CaŶĐel͟ to go ďaĐk to 
previous screen



Vendor to complete Review Tab

Review Tab

Vendor to click on the Review Tab to View the overall vendor input information.  See Sample Below 



Vendor to complete Review Tab

Vendor to confirm on the 

registration by clicking 

͞Registeƌ͟ ďuttoŶ. 



1. Once the registration is complete, Vendor will receive 3 email based on the following:

Vendor Received 3 Emails



2. First (1st) Email Content

Vendor Received 3 Emails



3. Second (2nd) Email Content. Vendors are required to log into PR1MA Vendor system with the temporary password and change 

password. 

Vendor Received 3 Emails



4. Third (3rd) Email Content

Vendor Received 3 Emails

Used this RFI Number to search for 

the set of questionnaire for Trade 

Qualification 

Used this PR1MA Portal Link URL to 

directly launch the page to PR1MA 

Vendor Portal



Vendor First Time Log In PR1MA Vendor Portal



Vendor Required to change Password



Vendor Required to answer Questionnaire based on Trade Qualification

CliĐk           aŶd ĐliĐk ͞VeŶdoƌ Poƌtal͟
1. Steps to navigate to Questionnaire Page



Vendor Required to answer Questionnaire based on Trade Qualification

2. Go to Search, select Negotiations



Vendor Required to answer Questionnaire based on Trade Qualification

3. IŶput RFI Nuŵďeƌ. Eǆaŵple ďeloǁ is to iŶput ͞ϭ͟ aŶd ĐliĐk “eaƌĐh. Please ƌefeƌ to VeŶdoƌ RFI Ŷuŵďeƌ ďased oŶ ϯrd Email. 



Vendor Required to answer Questionnaire based on Trade Qualification

4. CliĐk ͞Cƌeate RespoŶse͟ to go to QuestioŶŶaiƌe Page. 



Vendor Required to answer Questionnaire based on Trade Qualification

5. CliĐk ͞Neǆt͟ to ďegiŶ aŶsǁeƌiŶg QuestioŶŶaiƌe



Vendor Required to answer Questionnaire based on Trade Qualification

6. Vendor are required to answer all the sections to complete the questionnaire. 

Vendor are required to 

answer all the sections

Vendor are required to 

answer all the questions



Vendor Required to answer Questionnaire based on Trade Qualification

7. Sample Section 1 of 5: COMPANY PARITUCLARS/MANPOWER. Vendors are required to select the answer based on the options given 

and once complete, vendor are require to select          to continue with the next section question. 

Vendor to select answer based on 

the options given. 

Click for next 

Section 

Questionnaire



Vendor Required to answer Questionnaire based on Trade Qualification

ϴ. To Đoŵplete the ƋuestioŶŶaiƌe, ǀeŶdoƌ aƌe ƌeƋuiƌe to ĐliĐk ͞Neǆt .͟ The oǀeƌall suŵŵaƌǇ page ǁill ďe displaǇ.  



Vendor Required to answer Questionnaire based on Trade Qualification

ϵ. VeŶdoƌ aƌe ƌeƋuiƌed to ǀeƌifǇ all RespoŶses ďǇ ĐliĐkiŶg ͞ReƋuiƌeŵeŶts Taď͟ CliĐk ͞“uďŵit .͟ A popup ŵessage ǁill appeaƌ aŶd click 

͞Yes͟ to seŶd ƋuestioŶŶaiƌe to PRϭMA VeŶdoƌ Teaŵ foƌ eǀaluatioŶ. 

Requirements Tab to 

preview Responses Submit Button



Vendor Required to answer Questionnaire based on Trade Qualification

ϭϬ. Popup ŵessage. CliĐk ͞Yes͟ to ĐoŶtiŶue. 



Vendor Required to answer Questionnaire based on Trade Qualification

11. Submission confirmation Notification 



Vendor Required to answer Questionnaire based on Trade Qualification

ϭϮ. Eŵail NotifiĐatioŶ of ͞CoŶfiƌŵatioŶ of QuestioŶŶaiƌe “uďŵissioŶ͟ 



Vendor Required to answer Questionnaire based on Trade Qualification

ϭϯ. Eŵail BodǇ of ͞CoŶfiƌŵatioŶ of QuestioŶŶaiƌe “uďŵissioŶ͟ 


