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Accessing MISC Partner Portal for Online Invoice Submission

a. Launch an Internet browser and go to https://partner.misc.net.my to access MISC Partner Portal
for FSSC Online Invoice Submission.

b. For existing approved vendor, go to Existing User tab and enter the registered User ID and
Password.

c. Foranew vendor, please proceed with a new User ID registration.

1. New User ID Registration for New Vendor

1.1. New User ID Registration

a) Go to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

me'se

A MISC PAR]]
moving ey moving energy to build a better world

FSEC Online Invoice [ ) Vendor & Tender

a Submission / Management System

(VTMS)

MISC PARTNER PORTAL

A CONTACT US

Copyright & MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legal Notice
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b) System will navigate to “FSSC Online Invoice Submission” screen, next click on the New
User tab.

nsc

¥ MISC
moving energy to build a better world

FSSC Online Invoice Submission

F55C Online Invoice Submission L
Existing User Mew User
« User Manual

Enter your user ID and password below and click Login

User IDx | |

Password:

Reset Password | Unlock Account

c) Upon clicking on the New User tab, then click on the Continue button to go to the new user
registration form.

MISC _ (
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invaice Submission i |
= User Manual Buisting User

Register here for a new Login 1D

Thank you for your interest to do business with MISC Group of Compaines.
Applicants are advised to read carefully and understand the contents of the Guideline

before performing registration.
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d) At the “FSSC Online Invoice Submission Account Registration” screen, fill in all the required
fields with asterisk (*) then click on the Submit button to process for FSSC Administrator
approval.

msc
= MISC PARTNER P
moving energy to build a better world

FSSC Online Invoice Submission Account Registration

Please key in the neccessary information to create new account

User ID * miscvendord @hotmail com
(Emsil Address)
If you have an existing Partner Portal user ID, please click
here to register.

Confirm
First Mame * MISC
Last Mame * VENDOR
Company Name * WVENDOR SDM BHD
Business Registration Mo / ROC * 281810
Country * Malaysia [~]
Contsct Mo * 0101234567
Company Tel Mo * 0312345678

Please select security questions

Sacurity Quastion 1~ Vihere is your hometown? []
Security Answer 1* ki

Security Question 2~ WWhat is your occupation? [~]
Security Answer 2 * admin

Security Question 3 * What is your nickname? ]

Security Answer 3 *

miscvendor
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Note:
Please refer the notes below for new User ID registration.

1. User ID — Input EXISTED desire company email address for registration.

Please be noted that the provided company email address during the registration
will be used as FSSC Online Invoice Submission User ID login purpose (once FSSC
Admin approved).

2. Password — Inputted Password format must contain AT LEAST fourteen (14)
characters long, AT LEAST one number (numeric), ONE capital letter and ONE
special character.

Referring to above User ID, this password is for FSSC Online Invoice Submission
system login purpose (once FSSC Admin approved).

3. Confirm Password — Inputted Confirm Password value MUST match with inputted
value in Password field.

4. First Name - Inputted First Name field ONLY allowed letters and it SHOULD NOT be
exceeding 50 characters.

5. Last Name - Inputted Last Name field ONLY allowed letters and it SHOULD NOT be
exceeding 50 characters.

6. Company Name - Inputted Company Name field value SHOULD NOT be exceeding
100 characters.

7. Business Registration No / ROC - Inputted Business Registration No / ROC field
value SHOULD NOT be exceeding 50 characters.

8. Country — Select country from the drop-down list.

9. Contact No — Input person in charge contact number.

Page | 5
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10. Company Tel No — Input Company telephone number.

11. Security Question (1-3) — Select each UNIQUE question and provide the respective
answer.

Please be noted upon registration, the provided security ANSWERS are required
to input during Reset Password and Unlock Account activities.

Thus, kindly KEEP a record of the selected security questions and provided
security answers.

Upon new registration submission, message as below will be displayed, showing the user ID
account has been registered successfully and an email has been sent for verification.

Click on the OK button to close the displayed message.
x

Message from webpage

You have successfully registered.
An email has been sent to your registered email account for

verification,

Login to the registered email mailbox and click on the received email Verification with
subject title “FSSC Vendor Self Service Account Registration System Notification” as below.
Then, click on the “here” link to verify the registered email.

Page | 6




nanl
e

DOC. NO: G-MISC-GICT-ICA-PRC-2017-0002
REV NO : | Page 7 0f 30
DATE: 11" November 2020

VENDOR’S QUICK
GUIDE

FSSC Vendor Self Service Account Registration System Notification.

W

miscportal@miscbhhd.com £ Reply all
Today, %:03 P

You ¥

- THIS IS AN AUTOMATIC EMANL PLEASE DO WOT REPLY —

Dear VENDOR SDN BHD,

Thank you for your interast to apply for consideration to be registered as a vendor with MISC Berhad. To complete
your registration, kindly clicto verify your email.

If you did not apply to register in Partner Portal Registration System, please disregard this message.

Thank you.
MISC Group Portal

g) Upon clicking on the “here” link, system will navigate to the screen below showing email has
been verified successfully and account is pending for FSSC Administrator verification and

approval.

msec

=] MISC PARTNER P
moving energy to build a better world

Email has been verified successfully. Please wait for FSSC Administrators fo verify and approve the registration.You will receive an email notification
once approved.

Click here to proceed to login page.
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1.2. Resubmitting the Rejected or Removed New Account Registration

a)

b)

If the new User ID registration has been Rejected OR Removed by FSSC Administrator.
System still allowing Vendor to perform resubmission.

Go to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

mesc

Iy MISC PAR]
moving vy moving energy to build a better world

] FSEC Online Invoice f ) Vendor & Tender
a Submission / Management System
(VTMS)

MISC PARTNER PORTAL

1) CONTACT US

Copyright ® MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legal Notice

OR

Access to MISC Partner Portal from the Rejected email received with subject title “Your
FSSC Vendor Self Service Account Registration has been Rejected” as below.

Then, click on the “here” link to access to MISC Partner Portal to proceed with
resubmission.
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Your FSSC Vendor Self Service Account Registration has been Rejected.

miscportal@misckhd.com
‘festerday, 311 P }; REP')" all |+

You ¥

Inbox

-=THIS IS5 AN AUTOMATIC EMAIL PLEASE DO NOT REPLY --
Dear VENDOR SDN BHD,

Your FSSC Vendor Self Service Account Registration has been rejected by FSSC Admin.

FSSC Vendor Login ID : miscvendord@hotmail.com

Name : VEMDOR SDN BHD
Registered Date 1 311072018
Rejected Date 1 311072018

Pleass visio register again.

Thank you.

MISC Group Portal
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Upon clicking on the “here” link, screen will navigate to MISC Partner Portal page as below,
then click on FSSC Online Invoice Submission application icon.

e s¢

Iy MISC PAR]
moving energy to build a better world

FSSC Online Invoice / ) Vendor & Tender

Submission / Management System

[

(VTMS)

MISC PARTNER PORTAL

# CONTACT US

Copyright © MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsl Notice

At the “FSSC Online Invoice Submission” screen, click at Existing User tab and enter the
registered User ID and Password then click on the Login button.

ne’sc
Al MISC PARTNER
moving energy to build a better world

FSSC Online Invoice Submission

FSEC Online Invoice Submission

« User Manua Existing User Hew Usar

Upload CoR . .
+ User Manus Enter your user |D and password below and click Login
User ID: miscvendord@hotmail com
Password: sEsssssssssssRERERER.
Login

Beset Password | Unkock Account

Page | 10
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d) A message will be displayed as below showing the user ID has been rejected.

Click on the OK button to proceed with resubmission to FSSC Administrator for verification
and approval.

Message from webpage *
Your user ID has been rejected,
Do you want to resubmit for FS5C approval 7

e) A message will be displayed as below showing user ID has been resubmitted successfully.
Message from webpage ¥

| . Youruser ID has been resubmitted successfully,

2. Existing ID Registration for New Vendor

2.1. Existing User ID Registration
a) Go to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

mese

AM MISC '
moving energy to build a better world

FSSC Online Invoice / ) Vendor & Tender

Submission Management System

(VTMS)

1§

MISC PARTNER PORTAL

# CONTACT US

Copyright ® MISC Berhad (Company No. 8178-H) 2017. All Rights Reserve d Legsl Notice
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b) System will navigate to “FSSC Online Invoice Submission” screen, next click on the New
User tab.

MISC

maoving energy to build a better world

FSSC Online Invoice Submission

FE5C Online Invoice Submission 0
= User Manusl e

Enter your user ID and password below and click Login

User I0: | |

Password:

Reset Password | Unlock Account

c) Upon clicking on the New User tab, then click on the Continue button to go to the new user
registration form.

¥ MISC PAR]
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission i, f
= User Manual Bxisting User

Register here for a new Login ID

Thank you for your interest to do business with MISC Group of Compaines.
Applicants are advised to read carefully and the contents of the Guideli
before performing registration.
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d) Atthe ‘New Vendor Registration’ page, if you have an existing Partner Portal User ID, then
click on the ‘Here’ link to proceed registration New Vendor.

¥ MISC PARTNER P
moving energy to build a better world

FSSC Online Invoice Submission Account Registration

Please key in the neccessary information to create new account

UserlD *
(Email Address)
If you have an exisfing Partner Portal user 1D, plese click
register.
Password *

Confirm Password *
First Name *
Last Name *

Company Name *

Business Registration Mo / ROC *
Country * Please select Country ﬂ

Contact No *

Company Tel No *

Please select security questions

Security Question 1* Question Set 1:5elect one ﬂ

Security Answer 1 *
Security Question 2 * Question Set 2:Select one ﬂ

Security Answer 2 *
Security Question 3 * Question Set 3:Select one ﬂ

Security Answer 3 *

Page | 13
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e) Enter registered User ID and Password then click on the Continue button to proceed
registration new vendor.

msc
=] MISC PARTNER P
moving energy to build a better world

FSSC Online Invoice Submission Account Registration

Please login existing user |D to continue registration

UserID * vendoraaal@hotmail com

(Email Address)

Password *

f) To verify the existing registered data on ‘Company Name’ and ‘Business Registration No.’
Fill in all necessary information then click on the Submit button to proceed registration new
vendor.

I MISC PARTNER P
moving energy to build a better world

FSSC Online Invoice Submission Account Registration

Account verified! Please key in the neccessary information to create new account

Follpwing information is populsted based on previously registered data.
Fleazs verify before submission.

First Mame *
Last Hame *
Company Mame * SHIPFORYOU SDN BHD
Buginass Repgistration No f ROC * TEDE1IM
Country * Please select Country
Contact Mo *

Company Tel Mo *

Page | 14
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g) A message will be displayed as below showing User ID has been registered successfully.
Please wait for FSSC Admin will review and approve the registration ID.

Message from webpage *

You have successfully registered. Please wait for FS5C Admin
I to approve your registration.

2.2. Existing User ID login to FSSC Online

a) Go to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

ne'se

= MISC PAR]
moving energy to build a better world

FSSC Online Invoice 4 ) Vendor & Tender

E Submission Management System

(VTMS)

MISC PARTNER PORTAL

® CONTACT US

Copyright @ MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsl Notice

b) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
enter the User ID and Password, then click on the Login button for invoice submission.

Page | 15
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MISC _ |
moving energy to build a better world

FSSC Online Invoice Submission

FS5C Online Invoice Submission o
+ User Manual Existing User MNew User

Upload CoR

= User Manual Enter your user ID and password below and click Login

User ID: vdr.ccc01@zetmail com

P.

Login

Reset Password | Unlock Account

c) A message will be displayed as below showing this password does not meet the requirement
of password policy. Please reset and try again. Click OK.

Message from webpage

| This password does not meet the requirement of password
policy. Please reset and try again.

d) Atthe “Reset Password” screen, enter the registered User ID and click on the Next button.
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moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

UserID * I vdr.ccel1@zetmail. com I

e) Atthe User ID Security Question screen, enter all the Security Answers for user ID
verification then click on the Next button.

msc

hm MISC

Home

moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

Security Question 1 * WWhere is your hometown?
Security Answer 1 * I kuala lumpur I
Security Qusstion 2 * WWhat is your ocoupation?
Security Answer 2 * I sdmin I
Security Question 3 * What is your nicknama?
Security Answer 3 * I test I
l Mext ]

Forgot your Security Answer? Click Here to reset.

f) Enter the New Password and Confirm Password, then Click on the Submit button to
proceed resetting the password.
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nanl
e

DOC. NO: G-MISC-GICT-ICA-PRC-2017-0002

VENDOR’S QUICK | REVNO: | Page 18 0f 30
DATE: 11 November 2020
GUIDE

MISC _ |
moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

Mew P * sauw

Confirm P * LT

Update Securify Question and Answer O

Note:
Please refer the notes below for reset new password.

1. New Password — Inputted Password format must contain AT LEAST fourteen (14)
characters long, AT LEAST one number (numeric), ONE capital letter and ONE special
character.

This password is for FSSC system login upon reset successfully.

2. Confirm Password — Inputted Confirm Password value MUST match with inputted
value in Password field.

g) A message will be displayed as below showing the password has been reset successfully.

Message from webpage

| Your password has been reset successfully.

Page | 18
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3. Submitting Invoices via FSSC Online Invoice Submission

3.1. Login to FSSC Online Invoice Submission for Invoice Submission

a) Please ensure the registered User ID has been Approved by FSSC Administrator. Launch an
Internet browser and go to https://partner.misc.net.my to access MISC Partner Portal for
FSSC Online Invoice Submission.

b) Click on the “FSSC Online Invoice Submission” icon to proceed.

m'se

¥ MISC PAR]
maving ey moving energy to build a better world

FSSC Online Invoice ) Vendor & Tender

Submission / Management System

(VTMS)

[T

MISC PARTNER PORTAL

# CONTACT US

Copyright @ MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsl Nofice

OR

Upon FSSC Administrator approved the registered User ID, an Approved email notification
will be sent to the registered email address.

Login to the registered email mailbox and click on the received Approved email with subject
title “Your FSSC Vendor Self Service Account Registration has been Approved” as below.
Then, click on the “here” link to login to the FSSC Online Invoice Submission.

Page | 19
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Your FSSC Vendor Self Service Account Registration has been Approved.

miscportal@miscbhd.com H Replyall [V
Today, 319 PM
You ¥

--THIS IS AN AUTOMATIC EMAIL PLEASE DO NOT REPLY --

Dear VENDOR SDN EHD,

Your FSSC Vendor Self Service Account Registration has been verified and approved by FSSC Admin.

FSSC Vendor Login ID : miscvendord@hotmail.com

MName : VENDOR SDMN BHD
Registered Date 1 31/10/2018
Approved Date : 31/10/2018

Please visi | to proceed login for the invoice submission.

Thank you.
MISC Group Portal

After clicking on the “here” link, system will navigate to MISC Partner Portal screen as
below, then click on FSSC Online Invoice Submission application icon.

me'sec

Iy MISC PAR]
moving energy to build a better world

> FSSC Online Invoice [ ) Vendor & Tender
E Submission / Management System
(VTMS)

MISC PARTNER PORTAL

® CONTAC

Copyright @ MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legal Nofice
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c) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
enter the User ID and Password, then click on the Login button for invoice submission.

n:sc
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission

+ User Manual Existing User New User

Upload CoR

« User Manual Enter your user |D and password below and click Login

User ID: miscvendordi@hotmail com

Password: LTI T TN PP T T

Beset Password | Unlock Account

Note:
Please refer the notes below for login.

Condition 1: If login attempt exceeded FIVE (5) time due to forgotten password, kindly
proceed for Unlock Account THEN Reset Password.

Condition 2: If login attempt exceeded FIVE (5) time due to mistake input, kindly proceed
for Unlock Account and retry to login again.

Example: Caps Lock is ON then turn it OFF and retry for login again.

d) Upon a successful login, system will navigate to “FSSC Online Invoice Submission” Home
page with the registered user ID displayed above as screenshot below.

At the left navigation menu, click on the Vendor Self Service under Vendor menu to view
the invoice submission screen.
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e Finance Shared Service Center

Vendor
Vendor Self Service
Vendor Invoice Listing

Vendor Invoice

Submission History I%‘

Upload CoR

Vendor

e) Atthe “Vendor Self Service — Invoice Submission” screen, fill in all required fields with
asterisk (*).

m Finance Shared Service Cente . ) ] )
- Vendor Self Service - Invoice Submission

VoEEy Invoice Submission
PO Number *
Vendor Self Service umber b | pozsoz
Billing To *
Vendar Invoice Listing ——pe MISC Berhad
) Invoice No. * INV2503
Vendor Invoice
Submissicn Histary Invoice Date * 25/03/2020 B
Upload CoR Currancy &
Invoice Amount * 1000.00
Note: Input numbers only [ e.g. 1234.56 )
Invoice Attachment *
Browse...
Click Upload to attach file.
Invoice_20200325142452.pdf Delete
Notes

-Attach invoice, delivery order, purchase order & other supporting document in 1 PDF file with maximum size 1GB.
-Pleas avoid using spedial characters for mxample ("= % &F 1 <> 7\ /{ |} []~+$~ 1@ =, ') for your file name.

Attention To * ESSC FS5CTest1; FS5C FSSCTesth
Remarks

Please view invoice,

Note:
Please refer the notes below for invoice submission.

1. PO Number - This is an optional field, to tick on the check box and input PO number
value.

2. Billing To — Click on the textbox and select the invoice billing to company name.
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l Search Company

Company Name:

WV |Poo701 Company Name

[ Eaglestar Marine Holdings (L) Pte Ltd—| MISC Berhad

INV07012020 POLARIS LNG ONE PTE.LTD.
07/01/2020 ™ POLARIS LNG TWO PTE.LTD.

MYR ﬂ Eaglestar Marine Holdings (L) Pte Ltd I
2000.00 Eaglestar Shipmanagement (L) Pte Ltd

Note: Input numbers only ( e.g. 1234.56 ) Eaglestar Shipmanagement (S5) Pte Ltd

3. Invoice No — Input invoice number.

4. Invoice Date — Select the invoice date.

5. Currency — Select the invoice currency.

6. Invoice Amount — Input invoice amount.

7. Invoice Attachment — Click on the Browse button to attach invoice file.

Please be noted that

i) Attach invoice, delivery order, purchase order & other supporting document in
only one PDF file with maximum size 1GB.

ii) the file SHOULD NOT contain any special character.
Example: ("#% & *:<>?\/{|}[]~+$r1@=,")

8. Attention To — This is a READ ONLY field, it will be auto populated based on
selection of Type of AP Invoice and Billing To fields.

9. Remarks — This is an optional field, allows to input special remarks for the invoice.
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Note:

For WHT and SST checklist, the system will identify vendor based on the vendor
registered country. Please refer two conditions as below.

Condition 1:

If the Registered Country is equal to Malaysia (MYS).

The vendor will be categorized as Local Vendor/ Residence.

Local Vendor / Residence are not required to fill-up WHT and SST checklist form.

Condition 2:

If the Registered Country is NOT equal to Malaysia (MYS).

The vendor will be categorized as Foreign Vendor.

Foreign Vendor are required to fill-up WHT and SST checklist form.

3.2. Local Vendor submit invoice without WHT and SST checklist

Local Vendor is not required to fill in WHT and SST checklist form.

b) At the “Vendor Self Service — Invoice Submission” screen, fill in all required fields with

asterisk (*) then proceed click on the Submit button.

MESE \/andor Self Service - Invoice Submission

Vendor
*
Vendor Self Service DL M [Po12345
Vndor Invoice Listing Billing To Puteri Intan Sdn Bhd
3 ®
Vendor Invoice Invoice No. INV27052020
Submission History Invoice Date * 27/03/2020 e
Upload CoRt Currency MYR [¥]
Invoice Amount * 1000.00
Mote: Input numbers only ( e.g. 1234.56 )
Invoice Attachment *
| Browse...
Click Upload to attach file.
Invoice_20200327163339.pdf Delete
Note:
-attach invoice, delivery order, purchase order & other supporting document in 1 PDF file with maximum size 1GB.
-Pleasa avoid Using special characters for example (" # 9% Bt <> ?2\/ {[}[]1~ 4%~ ! @ =, ) for your file name.
Attention To * FS5C FS5CTestl; FSS5C FS5CTest6

Remarks Flease review invoice.

Submit Cancel
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3.3. Foreign Vendor submit invoice with WHT and SST checklist

a) After fill up the invoice submission, WHT and SST checklist will display. Foreign Vendor is
mandatory to fill in information on WHT checklist.

b) In Part B WHT Checklist will displayed the type of Invoice for payment.
PART B - Witholding Tax [WHT) Chedkdist 8
TYPES OF PAYMENT TO NON-RESIDENTS @
() Procurement of materials, technical/professional services and rental of moveable property
() Rental of moveable property only @
) Procurement of technical/professional services only
) Procurement of materials only
() Logistics expenses and services

(") Other payments to non-resident wendor

c) In Part B WHT Checklist, if select the FIRST option: Procurement of material,
technical/professional services and rental of moveable property: -

To tick on the applicable checkbox option(s): a) Material, (b) Services, (c) Rental of
moveable property, and (d) Reimbursement/Disbursement and enter the Amount.

To ensure Total as per Invoice amount from (a) Material, (b) Services, (c) Rental of
moveable property and (d) Reimbursement/Disbursement are same with Invoice Amount.

To tick on the appropriate checkbox for where the service was performed and enter the
Amount.

To ensure a numeric value for number of days if checkbox Inside Malaysia ticked.

To ensure location is filled i.e. country the service was performed if checkbox Outside
Malaysia ticked.

To ensure Total as per amount for services is same with (b) Services amount.
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PART B - Witholding Tax (WHT) Checklist ©
TYPES OF PAYMENT TO NON-RESIDENTS @

[ ® Brocurement of matarizls, achnical/professional services and rental of movesble progerty |

0 Rental of moveable property only @

O Procurement of technical/professional services only
{0 Procurement. of materials only

() Logistics expenses and services

) Other payments to non-resident vendor @

Procurement of materials, services and rental of moveable property

Segregation between material, services and rentzl of moveable property

(a) Material m] Amount

(b) Sarvices [m] Amount -

() Rental of moveable property @ [m] Amount =

(d) Reimbursement/ Disbursement @ O
i) Travelling expenses in Malaysiz Amount o
i) Travelling expenses outside Malaysia Amount *
i) Hotel accommadation charges Amount *
iv) Others Amount =

Total as per invoice Amount

(a) Inside Malaysia @ Amount i
Length of stay in respect of services performed in Malaysia: @ ¥ days

(b) Outside Malaysia @ Amount b
Location Outside Malaysia -

Total as per amount for sarvices Amount

In Part B WHT Checklist, if select the SECOND option: Rental of moveable property only: -

To select the Types of equipment of rental of moveable property from drop-down list and
enter the Amount.

Then proceed to click the Submit button.

PART B - Witholding Tax (WHT) Checklist ©

TYPES OF PAYMENT TO NON-RESIDENTS @

ocurement of materials, technical/professional services and rental of moveable property

| of moveable property only @

rocurement of technical/professional services only
O Procurement of materials only
O Logistics expenses and services

O Other payments to non-resident vendor @

Rental of moveable property only

Types of equipment for rental of moveable property: Ship/Vessel ™ Amount: 0.00

In Part B WHT Checklist, if select the THIRD option: Procurement of technical/professional
services only: -

To tick on the appropriate checkbox where the service was performed: (a)lnside Malaysia,
(b)Outside Malaysia, (c)Reimbursement/Disbursement and where applicable, enter the
Amount, numeric value for number of days or location i.e. country the service was
performed.

To ensure Total as per invoice is same Invoice Amount.
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PART B - Witholding Tax (WHT) Checklist ©
TYPES OF PAYMENT TO NON-RESIDENTS @
O Procurement of materials, technical/professional services and rental of moveable property

O Rental of movesble property only @

Procurement of technical/professional services only |

Procurement of materials only
O Logistics expenses and services

O Other payments to non-resident vendor @

Procurement of technical/professional services only

Place of services performed:

(a) Inside Malaysia O Amount S
Length of stay in respect of services performed in Malaysia: * days
(b) Outside Malaysia (m] Amount %
i) Location Outside Malaysia ®
(G] Reimbursement/ Disbursement O
i) Travelling expenses in Malaysia Amount ®
i) Travelling expenses outside Malaysia Amount *
iii) Hotel accommodation charges Amount ®
iv) Others Amount »
Total as per invoice Amount

* Mandatory field

f) In Part B WHT Checklist, if select the FOURTH option: Procurement of materials only. To
select the option “Bunker” or “Others”, then proceed to click the Submit button.

PART B - Witholding Tax (WHT) Checdklist &
TYPES OF PAYMENT TO NON-RESIDENTS &

() Procurement of materials, technical/professional services and rental of mowveable property
() Rental of movesble property only @

2 Procurement of technical/professional services only

I@ Procurement of materials only I

{7) Logistics expenses and services

0 Other payments to non-resident vendor @

2 Bunker
() Ochers

Submit Camcel

g) In Part B WHT Checklist, if select the FIFTH option: Logistics expenses and services, proceed
to click on the Submit button.
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PART B - Witholding Tax {(WHT) Chedklist @
TYPES OF PAYMENT TO NON-RESIDENTS &
) Procurement of materials, techmical/professional services and rental of mowveable property
2 Rental of moweable property only @
) Procurement of technical/professional services only
) Procurement of materials only
L® Logistics expenses and services |

) Oeher payments to non-resident vendor @

Submit Cancel

h) In Part B WHT Checklist, if select the SIXTH option: Other Payment to Non-resident vendor:

To tick on the applicable checkbox and enter the Amount.

To ensure Total as per Invoice amount same with Invoice Amount.

TYPES OF PAYMENT TO NON-RESIDENTS @
(0 Procurement of materials, technical/professional services and rental of moveable property
(O Rental of moveable property only @
(O Procurement of technical/professional services only
() Procurement of materials only

() Logistics expenses and saervices

I @® Other payments to non-resident vendor @ I

Please select the following: @

Licensed fees Amount

Royalty fees Amount
Interest Amount
Brokerage fees/ agency fees Amount
Handling fees Amount
Commission fees Amount
Subscription fees

Others: Please specify

Amount

Amount

Ooooooood

Total as per invoice Amount

i) In Part B SST checklist. Selecting the “Procurement of materials, technical/professional
services and rental of moveable property” or “Procurement of technical/professional
services only” or “Other payments to non-resident vendor” options of the WHT checklist
will display the SST Checklist.

To tick on the appropriate checkbox where the service is consumed: (a) In Malaysia, (b)
Outside Malaysia, (c) Both.

Proceed to select the related Type of Services performed and enter the Amount.

To ensure Total as per Invoice amount same with Invoice Amount. Then proceed to click
the Submit button.
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SST CHECKLIST @

LOCATION OF SERVICES CONSUMED @

®1. In Malaysiz @
©2. Outside Malaysia @
3. Both (In Malaysia and outside Malaysia} @

22,

23

Legal servicas @

Accounting, auditing, book keeping @

Surveying services @

Enginesring services @

Architecturs services @

Consultancy services @

Information technology services @

Management servicss @

Employment services @

Guards or protection for security @

Insurance services

Telecommunication services @

Clearing of goods from customs control

Advertising services

Brokerage and underwriting services for financial services
Cleaning services

Logistics servicas (2.g. MOIL, Sealogics)

Repairs, madifications, upgrading, drydacking, refurbishment of vessels
Inspection/health check of equipment, spare parts, and other similar services
Inspection of vessel (2.g. Sire inspection, PETRONAS inspection)
Goods @

Reimbursement / Disbursement
(Travelling, hotel accommodation, printing, transportation, air tickets, etc.) @
Others (please specify)

Total as per invoice
* Mandatory field

Submit Cancel

Amount Amount
In Total
Malaysia

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
. 0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

OooooooOooO0Ooooooooooooooaoa

0.00

Upon clicking on the Submit button, a message will be displayed as below showing the
Invoice has been submitted successfully.

Message from webpage

| Invoice has been submitted successtully.

ped
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3.4. Login to FSSC Online Invoice Submission to View Submitted Invoice History

a) At the left navigation menu, click on the Vendor Invoice Submission History under Vendor
menu to view submitted invoice history.

€ SHARE ¥y FOLLOW

Finance Shared Service Center Search this site el

MESE \/ondor Invoice Submission History

Vendor Created Start Date 2 MINULL  Created End Date = Mnuw

View Report
Vendor Self Service

Invoice No

Vendor Invoice Listing

Vendor Invoice
Submission History

Upload CoR

b) At the “Vendor Invoice Submission History” screen, enter the invoice criteria such as
Created Start Date, Created End Date and Invoice No then click on the View Report button
to generate the report.

MESE \/endor Invoice Submission History
Vendor

Created Start Date 2] @NULL  Created End Date 2 ML
Vendor Self Service View Report
Invoice No NV002018

Vendor Invoice Listing
4 4 [1 of1 b bl @ [100%  [v] find | Next B & &

Vendor Invoice

Submission History Vendor Invoice Submission History

‘Amount

250000001 VENDOR SDN BHD. Communication INV002018 MYR 200000 O01/11/2018 01/11/2018

4. Resetting Password
4.1. Resetting the registered User ID Password

Note:
Please refer the notes below for reset account password.

Condition 1: If login attempt exceeded FIVE (5) time due to forgotten password, kindly proceed for
Unlock Account THEN Reset Password.
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Condition 2: If login attempt exceeded FIVE (5) time due to mistakenly input, kindly proceed for
Unlock Account and retry to login again.

Example: Caps Lock is ON then turn it OFF and retry for login again.

a) Access to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

msc

¥ MISC PAR
moving energy to build a better world

FSSC Online Invoice ) Vendor & Tender

E Submission Mansgement System

(VTMS)

MISC PARTNER PORTAL

L CONTACT US

Copyright @ MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsi Nofice

b) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Reset Password” link to proceed with password resetting.

msc

v wisC
moving energy to build a better world

Home

FSSC Online Invoice Submission

FSSC Online Invoice Submission "
. User Manual STETTIUSS  New User
Enter your user 1D and password below and click Login

User ID: |

Password:

Reset Password | Unlock Account

Page | 31




nanl
e

DOC. NO: G-MISC-GICT-ICA-PRC-2017-0002

VENDOR’S QUICK | REVNO: | Page 320f30
DATE: 11 November 2020
GUIDE

MISC

moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

User ID * wdr.aaal1{@outlook com

[ |

d) Atthe User ID Security Question screen, enter all the Security Answers for user 1D
verification then click on the Next button.

MISC ‘
moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

Security Question 1 * Where ts your hometown?
Security Answer 1~ 1]
Security Question 2 * What is your favourite colour?
Security Answer 2 * blue
Security Question 3 * What iz your nickname?
Security Answer 3 * miscvendord] ®
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e) Enter the New Password and Confirm Password, then Click on the Submit button to
proceed resetting the password.

nesc

¥ MISC PARTNER P
moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

New Password®* | wesssssssssssssssssss

Confirm Password* | esssssssssssssssssses

Update Security Question and Answer [}

Note:
Please refer the notes below for reset new password.

3. New Password — Inputted Password format must contain AT LEAST fourteen (14)
characters long, AT LEAST one number (numeric), ONE capital letter and ONE
special character.

This password is for FSSC system login upon reset successfully.

4. Confirm Password — Inputted Confirm Password value MUST match with inputted
value in Password field.

f) A message will be displayed as below showing the password has been reset successfully.

Message from webpage x>

| Your password has been reset successfully.
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4.2. Resetting the Security Question and Answer

a) Access to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

me'se
moving energy to build a better world

FSSC Online Invoice / ) Vendor & Tender

g Submission Management System

(VTMS)

MISC PARTNER PORTAL

# CONTACT US

Copyright ® MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsl Notice

b) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Reset Password” link to proceed with resetting the new security questions and
answers.

nsc

V= MISC PAR]
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission o
+ User Manual Existing User New User
Enter your user ID and password below and click Login

User ID: |

Password

Reset Password | Unlock Account
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c) Atthe “Reset Password” screen, enter the registered User ID and then click on the Next
button.

msc

¥ MisC
moving energy to build a better world

Home

Reset Password

Please key in the neccessary information to reset your password

User D * | wdr.aaall@outlook com

[ |

d) Enter the new password and confirm password is part of the security questions and answers
reset.

If reset password is not required, please enter the original password and tick on the Update
Security Question and Answer checkbox to enter new security questions and answers then
click on the Submit button to proceed resetting the Security Question and Answer.
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Reset Password

Please key in the neccessary information to reset your password

Mew Password * | sssssssssssssssssssss

Confirm Password * | sssssssssssssssssssss

Update Security Question and Answer

Security Question 1* Where is your hometown? ﬂ
Security Answer 1° kl

Security Question 2 * What is your occupation? ﬂ
Security Answer 2 * edmin

Security Question 3 * What is your nicknams? ﬂ
Security Answer 3 * miscwendor

Note:

1.

Please refer the notes below for security question and answer reset.

New Password — Inputted Password format must contain AT LEAST fourteen (14)
characters long, AT LEAST one number (numeric), ONE capital letter and ONE
special character.

This password is for FSSC system login upon reset successfully.

Confirm Password — Inputted Confirm Password value MUST match with inputted
value in Password field.

Update Security Question and Answer required — Tick on this checkbox a section to
reset security question and answer will be expanded.

Security Question (1-3) — Select each UNIQUE question and provide the respective
answer.
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Please be noted upon reset, the provided security ANSWERS are required to input during
Reset Password and Unlock Account activities.

Thus, kindly KEEP a record of the selected security questions and provided answers.

e) A message will be displayed as below showing account password has been resetting
successfully.

Message from webpage X

| Your password has been reset successfully,

4.3. Resetting the Forgotten Security Answer before reset password

a) Access to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

mne'se

Iy MISC PAR]
maving eey moving energy to build a better world

FSSC Online Invoice ) Vendor & Tender

a Submission Management System

(VTMS)

MISC PARTNER PORTAL

# CONTACT US

Copyright © MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsl Notice
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b) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Reset Password” link to proceed with password resetting.

m:sc
I MISC
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission "
- User Manual Existing User New User

Enter your user ID and password below and click Login

User ID | |

Password

Reset Password | Unlock Account

c) Atthe “Reset Password” screen, enter the registered User ID and click on the Next button.

¥ MISC PARTNER P
moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

User 1D * | wdr aaal 1@outiook com

[ e |
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d) Atthe User ID Security Question screen, if not remember the security answer, at the bottom
page, to click on the Here link to reset new Security Answer.

msc
Iy misc
moving energy to build a better world

Reset Password

Flease key in the neccessary information to reset your password
Security Cuesfion 1+ Where is your homefowm?
Security Answer 1*
Security Quesfion 2 * What is your pet?
Security Answer 2*
Secwrity Quesfion 3 * What is your favourite colour?

Security Answer 3*

Forgot your Security Asnwer? Clico reset.

f) A message will be displayed as below showing email has been sent to registered email
account for verification.

Please note that the link of reset new security answer from email notification will be expired
after 30 minutes.

Message from webpage >

An email has been sent to your registered email account for
verification. Please take action immediately as the link will be
expired after 30 minutes,
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e) Login to the registered email mailbox and click on the received notification email with
subject title “Your FSSC Vendor Self Service Account Reset Security Answer Notification” as
below. Then, click on the “here” link to proceed reset security answer.

FSSC Vendor Self Service Account Reset Security Answer Notification.

miscfssc@miscbhd.com
Today. 1:35 PR

You ¥

--THIE (S AN AUTOMATIC EMAIL PLEASE DO NOT REFLY --

Dear COMPAMNY AAA

You have submitted a request to reset your Secunty Answer. Please clicklherafo reset the answer.

Please take action immediately as the link will be expired after 30 minutes

Thank you.
MISC Group Portal

f) At the “Reset Security Answer” page, enter all the Security Answers then click on the
Submit button to proceed reset new security answer.

n.sc
¥ MISC PARTNER P
moving energy to build a better world

Reset Security Answer

Security Question 1 * Where is your hometown?
Security Answer 1* ki

Security Quesfion 2 * What is your pet?
Security Answer 2 * cat

Security Question 3 * What is your favourite colour?
Security Answer 3 * blue

Submit
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Note:
Please refer the notes below for security answer reset.

Security Question (1-3) — Each question to provide the respective answer.

Please be noted upon reset, the provided security ANSWERS are required to
input during Reset Password and Unlock Account activities.

Thus, kindly KEEP a record of the selected security questions and provided
answers.

g) A message will be displayed as below showing the security answer has been reset
successfully then click on the OK button.

Message from webpage X

| Your security answer has been reset successfully.

g) Inthe “MISC Partner Portal” home page, click on the FSSC Online Invoice Submission
application icon.

mesec

¥ MISC PAR]
moving ey moving energy to build a better world

FSSC Online Invoice } Vendor & Tender

a Submission Management System

(VTMS)

MISC PARTNER PORTAL

£, 3 CONTACT US

Copyright © MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legs! Nofice
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h) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Reset Password” link to proceed with password resetting.

msc

=] MiSC
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission

= User Manual Existing User New User

Enter your user ID and password below and click Login

User ID ‘ |

Password

Unlock Account

i) Atthe “Reset Password” screen, enter the registered User ID and click on the Next button.

¥ MISC PARTNER P
moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

User ID * wdr.aaal1@outlook com

[ - |
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j) At the “Reset Password” screen, enter all the Security Answers then click on the Next
button.

¥ MISC PARTNE P
moving energy to build a better world

Reset Password

Please key In the neccessary information to reset your password

Security Question 1 * Where is your hometown?
Security Answer 1* kl
Security Question 2 * What is your pet?
Security Answer 2 * cat
Security Question 3 * What is your favourite colour?
Security Answer 3 * | blue| ®
Next

Forgot your Security Asnwer? Click Here to reset.

k) Enter the New Password and Confirm Password then click on the Submit button.

MISC _ |
moving energy to build a better world

Reset Password

Please key in the neccessary information to reset your password

Mew Password * sssssssssssssssEsEEEY

Confirm Password * sssssssssssssssEssmew

Update Security CQuestion and Answer O
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Note:
Please refer the notes below for reset new password.

1. New Password — Inputted Password format must contain AT LEAST fourteen (14)
characters long, AT LEAST one number (numeric), ONE capital letter and ONE special
character.

This password is for FSSC system login upon reset successfully.

2. Confirm Password — Inputted Confirm Password value MUST match with inputted
value in Password field.

I) A message will be displayed as below showing the password has been reset successfully.

Message from webpage >

| Your password has been reset successfully,
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5. Unlock Account
5.1.To Unlock the Account that have been locked

Note:
Please refer the notes below for unlock account.

Condition 1: If login attempt exceeded FIVE (5) time due to forgotten password, kindly proceed for
Unlock Account THEN Reset Password.

Condition 2: If login attempt exceeded FIVE (5) time due to mistakenly input, kindly proceed for
Unlock Account and retry to login again.

Example: Caps Lock is ON then turn it OFF and retry for login again.

a) Access to MISC Partner Portal. At the “Home” page, click on FSSC Online Invoice
Submission application icon.

It s¢

Iy MISC PAR]]
moving energy to build a better world

FSSC Online Invoice [ ) Vendor & Tender

E Submission / Management System

(VTMS)

MISC PARTNER PORTAL

A CONTACT US

Copyright @ MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legal Notice
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b) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Unlock Account” link to proceed unlock account.

msc
¥ wisC
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission

= User Manual LU Mew User

Enter your user ID and password below and click Login

User ID: | |

Password:

Reset Password [|Unlock Account

c) Atthe “Unlock Account” screen, enter the registered User ID and click on the Next button
to proceed.

¥ MISC PARTNER P
moving energy to build a better world

Unlock Account

Please key in the neccessary information to unlock your account

UseriD * vdr.aaal1@ocuticok.com

Next
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d) Atthe User ID security question section, enter all the Security Answers for user ID
verification then click on the Submit button to proceed account unlock.

nsc

A

MISC

moving energy to build a better world

Unlock Account

Please key in the neccessary information to unlock your account

Security Question 1 *

Security Answer 1 *

Security Cuestion 2 *

Security Answer 2 *

Security Question 3 *

Security Answer 3 *

Where is your hometown?

Kl

What is your occupation?

admin

What is your nickname?

miscvendor| »

e) A message will be displayed as below showing the User ID has been unlocked successfully.

Message from webpage

X

| Your user D has been unlocked successfully.
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5.2. Resetting the Forgotten Security Answer before unlock the locked Account

a) Access to MISC Partner Portal. At the “Home” page, click on FSSC Online Invoice
Submission application icon.

msec

¥ MISC PAR]
moving energy to build a better world

FSSC Online Invoice ) Vendor & Tender

Submission / Management System

(VTMS)

[

MISC PARTNER PORTAL

# CONTACT US

Copyright @ MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legsl Notice

b) System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Unlock Account” link to proceed unlock account.

msc

I MISC PART
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission o
- User Manual Existing User New User
Enter your user ID and password below and click Login

User ID: |

Password.

Reset Password ||Unlock Account
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c) Atthe “Unlock Account” screen, enter the registered User ID and click on the Next button
to proceed.

msc
¥ MISC PARTNER P
moving energy to build a better world

Unlock Account

Please key in the neccessary information to unlock your account

User D * vdr.aaal1@outiook.com

Next

d) Atthe User ID Security Question screen, if not remember the security answer, at the bottom
page, to click on the Here link to reset new Security Answer.

msc

Il MISC PARTNER P
moving energy to build a better world

Unlock Account

Please key in the neccessary information to unlock your account
Security Quesfion 1* WWhere is your hometown?
Security Answer 1*
Security Question 2* What is your pet?
Security Answer 2 *
Security Question 3 * What iz your favourite colour?
Security Answer 3*

Forgot your Security Asnwer? Clico reset.
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e) A message will be displayed as below showing email has been sent to registered email
account for verification.

Please note that the link of reset security answer from email notification will be expired
after 30 minutes.

Message from webpage x

An email has been sent to your registered email account for
verification. Please take action immediately as the link will be
expired after 30 minutes.

f) Login to the registered email mailbox and click on the received notification email with
subject title “Your FSSC Vendor Self Service Account Reset Security Answer Notification” as
below. Then, click on the “here” link to proceed reset security answer.

FSSC Vendor Self Service Account Reset Security Answer Notification.
o miscfssc@miscbhd.com

Todsy, 2:22 PM

You ¥

—THIS IS AN AUTOMATIC EMAIL PLEASE DO NOT REPLY -

Dear COMPANY AAA

You have submitted a request to reset your Security Answer. Please click@o reset the answer,

Please take action immediately as the link will be expired after 30 minutes

Thank you.
MISC Group Portal
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g) Atthe “Reset Security Answer” page, enter all the Security Answers then click on the
Submit button to proceed reset security answer.

m sc

I

MISC

moving energy to build a better world

Reset Security Answer

Security Question 1 *
Security Answer 1 *
Security Quesfion 2 *
Security Answer 2 *
Security Question 3 *

Security Answer 3 *

=R

Where is your hometown?

ki

What is your pet?

cat

What is your favourite colour?

black

Note:

Please refer the notes below for security answer reset.

Security Question (1-3) — Each question and provide the respective answer.

activities.

provided answers.

Please be noted upon reset, the provided security ANSWERS are
required to input during Reset Password and Unlock Account

Thus, kindly KEEP a record of the selected security questions and
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h) A message will be displayed as below showing security answer has been reset successfully
then click on the OK button.

Message from webpage x

| Your security answer has been reset successfully.

i) Inthe “MISC Partner Portal” home page, click on FSSC Online Invoice Submission
application icon.

e s¢

¥ MISC PAR]
moving ey moving energy to build a better world

FSSC Online Invoice ) Vendor & Tender

Submission Mansgement System

(VTMS)

1§

MISC PARTNER PORTAL

# CONTACT US

Copyright ® MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legal Notice
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j)  System will navigate to “FSSC Online Invoice Submission” screen. At the Existing User tab,
click on the “Unlock Account” link to proceed unlock account.

msc

I wisc
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission

= User Manual 2SNV New User

Enter your user ID and password below and click Login

User ID: | |

Password:

Reset Password \!Unlock Account |

k) At the “Unlock Account” screen, enter the registered User ID and click on the Next button
to proceed.

=] MISC PARTNER P
moving energy to build a better world

Unlock Account

Please key in the neccessary information to unlock your account

UserID * vdr.aaal1@outiook.com

Next
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I) At the “Unlock Account” page, enter all the Security Answers then click on the Submit
button to proceed unlock account.

¥ MISC PARTNER P
moving energy to build a better world

Unlock Account

Please key in the neccessary information to unlock your account

Security Question 1 * Where is your hometown?
Security Answer 1 * kl
Security Question 2 * What is your pet?
Security Answer 2 * cat
Security Question 3 * What iz your favourite colour?
Security Answer 3 * blacld *®

|

Forgot your Security Asnwer? Click Here to reset.

m) A message will be displayed as below showing the User ID has been unlocked successfully.

Message from webpage >

| Your user 1D has been unlocked successfully,
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6. Email Notification

6.1. Email Notification for Email Verification Upon New Registration

Note:
Please refer the notes below.

e Upon new User ID registration submitted, an email with subject title “FSSC Vendor Self
Service Account Registration System Notification” as below will be sent to the registered
email address (User ID) for email verification.

e Then, click on the “here” link to verify email.

FSSC Vendor Self Service Account Registration System Notification.

miscportal@miscbhd.com 5 Replyall | v

Today, 5:03 P

fou ¥

--THIE IS5 AN AUTOMATIC EMAIL PLEASE DO NOT REPLY -

Dear VENDOR SDM BHD,

Thank you for your interest to apply for consideration to be registered as a vendor with MISC Berhad. To complete
your registration, kindly clicto verify your email.

If you did not apply to register in Partner Portal Registration System, please disregard this message.

Thank you.
MISC Group Portal
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6.2. Email Notification for New Registration has been Approved

Note:
Please refer the notes below.

e Upon the successful of registered email verification and account has been Approved by FSSC
administrator, an email with subject title “Your FSSC Vendor Self Service Account
Registration has been Approved” as below will be sent to the approved email address (User
ID) for invoice submission.

e Then, click on the “here” link to proceed login to FSSC Online Invoice Submission system for
invoice submission.

Your FSSC Vendor Self Service Account Registration has been Approved.

miscportal@miscbhd.com H Replyall |v

Today, 319 PM

You ¥

--THIS 15 AN AUTOMATIC EMAIL PLEASE DO NOT REPLY --

Dear VENDOR SDM BHD,

Your FSSC Vendor Self Service Account Registration has been verified and approved by FSSC Admin.

FSSC Vendor Login ID : miscvendord@hotmail.com

Name : VEMDOR SDN BHD
Registered Date 1 31/10/2018
Approved Date 1 31/10/2018

Please visi - to proceed login for the invoice submission.

Thank you.
MISC Group Portal
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6.3. Email Notification for Rejected Account Registration

Note:
Please refer the notes below.

e Upon the successful of registered email verification but the account has been Rejected by
FSSC administrator, an email with subject title “Your FSSC Vendor Self Service Account
Registration has been Rejected” as below will be sent to the rejected email address (User ID)
for account resubmission.

e Then, click on the “here” link to proceed with resubmission.

Your FSSC Vendor Self Service Account Registration has been Rejected.

miscportal@miscbhd.com
Yesterday, F11 PM :; REP'}" all |+
You ¥

Inbax

- THIS [5 AN AUTOMATIC EMASL PLEASE DO NOT REPLY -
Dear VENDOR SDM BHD,

Your FSSC Vendor Self Service Account Registration has been rejected by FSSC Admin.

FSSC Vendor Login ID : miscvendord@hotmail.com

Mame » VEMDOR SDM BHD
Registered Date 1 3171042018
Rejected Date 1 31/10/2018

Please ~.fi5i0 register again.

Thank you.

MISC Group Portal
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6.4. Email Notification for Reset Security Answer

Note:
Please refer the notes below.

e Upon reset password and unlock account, an email with subject title “FSSC Vendor Self
Service Account Reset Security Answer Notification” as below will be sent to the registered
email address (User ID) for email verification

e Then, click on the “here” link to proceed reset security answer.

FSSC Vendor Self Service Account Reset Security Answer Notification.

miscfssc@miscbhd.com O Replyall | v
Today, 12:44 PM

You ¥

--THIS IS AN AUTOMATIC EMAIL. PLEASE DO NOT REPLY --

Dear COMPANY AAA,
You have submitted a request to reset your Security Answer. Please click to reset the answer.

Please take action immediately as the link will be expired after 30 minutes

Thank you.
MISC Group Portal
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7. Downloading FSSC Online Invoice Submission User Manual

7.1. Downloading FSSC Online Invoice Submission User Manual for New Vendor

a) Access to MISC Partner Portal. At the “Home” page, click on the FSSC Online Invoice
Submission application icon.

me'se

Iy MISC PAR],
moving energy to build a better world

FSSC Online Invoice f ) Vendor & Tender

Submission / Management System

(VTMS)

iy

MISC PARTNER PORTAL

A CONTACT US

Copyright & MISC Berhad (Company No. 8178-H) 2017. All Rights Reserved Legal Notice
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b) System will navigate to “FSSC Online Invoice Submission” screen, click on the “User
Manual” link on the left navigation.

msc

AM MISC i
moving energy to build a better world

FSSC Online Invoice Submission

FSSC Online Invoice Submission w
- SIS New User

Enter your user ID and password below and click Login

User ID: |

Password:

Reset Password | Unlock Account

c) Click Save button to download User Manual.

Password

Login

Beset Password | Unlock Account

Do you want to open or save F55C Workflow Via SharePoint2013 Quick Guide for Vendor - Invoice Online Submission 2 0.pdf (550 KE) from dev-partner.misc.net.my?

Open Save | ¥ Cancel

Note:

Above sample screenshot is using Internet Explorer browser. Please perform download
according to the browser behavior.
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8. CoR Vendor Upload
8.1.Upload CoR

a) At the left navigation menu, click on the Upload CoR under Vendor menu to upload CoR file.

= f
) SHARE ¥y Fouow O

Finance Shared Service Center

Search this site jel
N d load
Vendor CoR - Vendor Upload

Vendor Self Service Attachment * I Browse...
Vendor Invoice Listing Note: Please avoid using special characters for example (" # % & * : < >?\/ { | } [ 1 ~ +) for your file name.
Vendor Invoice Submit
Submission History

Vendor Name Country CoR Created Date Created By
Upload CoR

VENDOR Malaysia ‘ View ‘ 12/11/2019 11:41:54 misc\fssctest1

b) Inthe CoR - Vendor Upload page, click on the Browse button to attach CoR file then click on the
Submit button to proceed attach CoR file.

Please be noted the file name SHOULD NOT contain any special character.

Example: ("#% & *:<>?\/{|}[1~+)

CoR - Vendor Upload

*
Attachment }\FSSC\sarane COR.del Browse... |

Note: Please avoid using special characters for example (" # % & * : < > ?\/ { | } [ ] ~ +) for your file name.

Submit

c) A message will be displayed as below showing the Vendor CoR has been submitted successfully.

Message from webpage

| Wendor CoR has been submitted successfully,
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d) The latest CoR will be showing in the Vendor CoR list.

) SHARE {y Follow [,

Finance Shared Service Center

PESE R - Vendor Upload

Search this site jol

Vendor CoR - Vendor Upload
Vendor Self Service Attachment * Browse...
Vendor Invoice Listing Note: Please avoid using special characters for example (" # % & * : < > 2\/ { | } [ ] ~ +) for your file name.
Vendor Invoice Submit
Submission History
Vendor Name Country CoR Created Date Created By
Upload CoR
VENDOR Malaysia ‘ View ‘ 07/01/2020 15:13:38 ‘ miscvendord@hotmail.com

8.2. Downloading CoR

a) At the left navigation menu, click on the Upload CoR under Vendor menu.

) sHARE ¥y Follow [

]

Finance Shared Service Center

M€ R - Vendor Upload

Vendor CoR - Vendor Upload

Vendor Self Service Attachment * Browse...

Vendor Invoice Listing

Search this site

o

Note: Please avoid using special characters for example (" # % & * : < > 2\/ { | } [ ] ~ +) for your file name.

Vendor Invoice Submit
Submission History

Vendor Name Country CoR Created Date Created By
Upload CoR

VENDOR ‘ Malaysia ‘ View ‘ 12/11/2019 11:41:54 ‘ misc\fssctest1

b) Click on the View button under CoR.

) sHARE Yy Fouow O

Finance Shared Service Center

Search this site 0o
nt
S€ CoR - Vendor Upload

Vendor Self Service Attachment * I Browse...

Vendor Invoice Listing Note: Please avoid using special characters for example (" # % & * : < > 2\/ { | } [ ]~ +) for your file name.

Vendor Invoice Submit
Submission History

Vendor Name Country CoR Created Date Created By
Upload CoR

VENDOR

Malaysia ‘ 07/01/2020 15:13:38 ‘miswendom@hotmail.com
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c) Click on the Save button to download CoR file.

€ SHARE ¥y FoLOow O,

Finance Shared Service Center Search this site 0

MS€ R - Vendor Upload

Vendor
Vendor Self Service
Vendor Invoice Listing

Vendor Invoice
Submission History

Upload CoR

CoR - Vendor Upload
Attachment * I— Browse...

Note: Please avoid using special characters for example (" # % & * : < > ?\/{ | } [ ] ~ +) for your file name.

Submit
Vendor Name Country CoR Created Date Created By
VENDOR Malaysia

‘ View ‘07/01/2020 15:13:38 ‘miswendor‘l@hotmail.com

Do you want to open or save sample COR_20200107_151337.pdf (27.9 KB) from dev-fssconline2016.misc.net.my? Open Cancel ‘

END DOCUMENT
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