
 

 

 

 

Training Document 
Vendor Portal : For Vendor  

 
 

 

 

Vendor Portal 

Vendor Process 

Training Document 
Modify Date : 20 Nov 2018 

 

 

 

 

 

 

  

 



 

 

 

 
Page 2 of 7 

  

 

Training Document 
Vendor Portal : For Vendor  

 

Business Process Description 

 

After Purchase complete approved the Vendor Admin.  The system will send the automatic mail to 

the Vendor Admin by the capture as below ; 

 

 

The Vendor Admin click URL Link for Log in to the system and identity Usename and Password that 

got from e-mail 

  

 

When user signed in the system you will meet the capture as below ; In this case you got 1 PO from 

KCE by you can considerate in these icon.  
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After select menu Purchase Order  you will go to the page "Purchase Order List". The vendor will see 

PO that KCE sent to vendor and for the item which still not read/reply to KCE will show    then 

select  for download PO to display 
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When you choose the botton "Acknowledge"     that mean you want to sent back the 

acknowledgement document and you will ment the screean as below ; 

 

 

 

By the condition you  can sent your acknowledge file that the file size must no over 10 MB. After 

selected file you must be choose botton “Submit”  the system will show the message. 

 

 

 

In case that Vendor admin need to add a person who work in charge by the Vendor Admin you can 

do by select icon  

 

By the user that you added , The system will check by the e-mail addreass must be same in the part 

of “Domain Name” so the system will allow you to add that person in the system. And the other 

thing you can set the application that you want that person to do. By the application that will allow 

must be not accessable more than the Vendor Admin that have. 
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And select function “Setting”   “Add User”  
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You have just added user “VD01ACE003” but you still not maintain application for this user. Go to 

the menu “Applications”  for the user that you want to maintain. 

You will see the window that refer to user and application that you can allow him to use. (By 

condition the vendor team can be receive authorize less than or equal with the Vendor Admin) 
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After added user “VD01ACE003” the system will sent the automatic mail to e-mail which you register. 

And user will receive user name and password for come to use in the Vendoe Portal System. 


