I\ Inalum©

Manual Book Vendor Management System (International Vendor)
Renewal E-Procurement Application System

PT Indonesia Asahan Aluminium (INALUM)

Version 1.0



TABLE OF CONTENTS

TABLE OF CONTENTS ..ottt ettt i
CHAPTER 1 INTRODUCTION. .....cutuiuiuititiiiierireiereseeees e
CHAPTER 2 FEATURES AND FUNGCTIONS ..ottt 2
1.2.  Vendor Registration Module (International) ...............ccceiiririiieciiiiscceeescce e 2
121, CoMPANY PrOfIIE ...veeeeee e 4
1.2.2. BUSINESS FIBIG......cooiiieicie ettt 4
1,23, VAT ettt n st 5
1,24, Bank REEIENCE ...ttt 6
1.2.5. ANNUAI REPOM ..ottt 6
1.2.6. Directors & StaKENOIAEIS..........couiicei e 7
1.2.7. WOTK EXPEIIENCE ... cuviieeieiiiiste ettt s s 7
1.2.8. Certificate Of INCOMPOTAtioN .........ccceiiiiiiiiiicecee e 8
1.2.9. CUITENt Trade LICENSE ...cuvvveeeieeiieiiceeeee ettt 8
1,210, INEEGIILY PACT......c.ouiiiiii ettt 9
1.2.11. Send The DOCUMENT .......cuiiiiecicesse ettt 9

User Manual [Sistem E-Procurement | PT Indonesia Asahan Aluminium (Persero) i



CHAPTER 1 INTRODUCTION

E-Procurement INALUM (IPRO) is a web-based application that acts as a mechanism for businesses
to manage and procure staffing services. One of the parts of this system is the vendor management system
(VMS). This system is used to compile supplier data and build a database system. VMS will give us some

advantages, such as:

1. Speed up the process of registering & documentation.
2. Bringing together vendor information, products and services.

3. Accelerate the process of evaluating the procurement of goods and services.

This guideline applies to all suppliers of PT INALUM (Persero) who want to collaborate or already
have business cooperation. This guideline is intended to assist the registration and data update of
international vendors as suppliers of PT INALUM (Persero). This guideline consists of two chapters with the

following topics:

1. Chapter 1 Introduction
Provide objective / purpose of this guideline.
2. Chapter 2 Features and Functions

Provide the detail information about how to use the system.
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CHAPTER 2 FEATURES AND FUNCTIONS

This chapter describes provide the detail information about how to use the E-Procurement system as follows:

1.2. Vendor Registration Module (International)
Vendors can register in the IPRO system through https://ipro.inalum.id/, and they can change the

language by clicking the flag icon on the top right corner. The following steps for registration:

A Inalum © trati HE
# Home Tender Package Vendor Registration FAQ Contact Us
E-PROCUREMENT o 9

B o _

TENDER PACKAGE
&  E-mail/ Vendor Code
# 20 JAN 2022  INSPECTION OF UPS SYSTEM

&  Password

8 20 JAN 2022

Click the "Register" button

to register
% 20 JAN 2022 FIXING EAUCTION FHM

P

Forgot Password;(/,r—‘ ===

(13 JAN 2022  NEW SMELTER 500 KTPA n Please Check

Qg-a\-g“:“REMENT @ Home Tender Package Vendor Registration FAQ Contact Us b=

# | Registrasi Rekanan

PROVIDER For

Compony identity

Make sure the data e

submitted is correct Enter data that is needed,

than checkist it especially in the required
field

Click the button ¥
to register !
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https://ipro.inalum.id/

Yours faithfully,
You have successfully registered on the system IPRO - PT Indonesi

After that, vendors will

! . 1 ) ) .
1 Company Name : LTD gurita Ml receive an email containing
! |
I Registration Number © V010275 g @ usemname & password
! 1
: Current registered e-mail : inwanky @gmail.com |
1
: Username : inwanki (@omail.com :
I
| Password . BwaFQG7a ,I

Henceforth, please complete your company information in our Vendor Management Systems IPRO.

Enter the username and password in the IPRO - PT Indonesia Asahan Aluminum (Persero) system.
Instructions for using the system can be found on the IPRO website - PT Indonesia Asahan Aluminum

Go to IPRO App

Ainalum © —
# Home Tender Package Vendor Registration FAQ Contact Us
E-PROCUREMENT < d *

== Package e Vendor

TENDER PACKAGE N e
Then vendors need to log & | Email/ vendor Code
f# 20 JAN 2022 INSPECTION OF UPS SYSTEM . .
in to IPRO using the 8 ereouors

username and password
informed by email to
complete the required data

B8 20 JAN 2022

ff 20 JAN 2022 FIXING EAUCTION FHM e Password;.///—\_\
9P o) & ark z p

L

813 JAN 2022  NEW SMELTER 500 KTPA n Please Check
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1.2.1.

Company Profile

Select the “Company Profile” Home  Tondor Package  Vendor Maragement= Otmersvionu: SfE A+ ®-

LIST OF REQUIREMENTS

Document Status Monitoring
v

Registration Number  15-INLM-0059

Company Name  PTE TES INTERNASIONAL

VAT Number 905490309

E-mall  dizefnglyepi@eantga.org

|

Group "
| A
I Type of company
| &
1
1 Company Status * ® Main Office O Branch Office
| Address
1
1 = :
: it 99.448682 9 Select Location :
1
: Latitude * 3.358959
: g i
| S | aepre— click "Submit" to save the data
1

Minimum upload of 3 photos

Click Select File again to add photos
The file format s jpg. jpeg, png with a maximum fijg

1.2.2. Business Field

<
A nalum # Home Tender Package Vendor Management~  Others Menu~ % os- ®-

ca
HE) No file selected

Click “Add” to
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IPRO (Inalum Procurement) | PT Indonesia Asahan Aluminium (Persero)

FIELDS & SUB FIELDS A Double click to select data

oo e

~

Double click on the business
sub field

* 916003
916004 - PREVENTIVE MAINTENANCE & REPAIR OF LABORATORY
/916999 - NON SERVICE
/916001 - OFFICE RENT
© 917001 - JAMSOSTEK
*/917939 - NON SERVICE
531- Rekonstruksi Tungku Reduksi dan Tungku Bakar Anoda
532 - Sewa Kendaraan Urmum
04 - Measuring Tools
- REPARABLE EQUIPMENT

A nalum ©
# Home Tender Package Vendor Management- Others Menu- oR- ®-
E-PROCUREMENT m

# / Field

BUSINESS FIELD LIST OF REZREMENTS

Choose the qualification {2 =]

i of your business Gy e
Coen | (growse. | skpar category =
prr—
R RS e
91010 - Jasa - Jasa Lainnya - Io == L Lo
| aperAtEaL a A8 - W O oo
= =
o OB EED
;‘“mm =
"Submit" to save the data e e
e

1.23. VAT

A Inatum © #Home Tender Package  Vendor Management=  Others Menu~ [ O#+ @+
LS L Sclect the “VAT?

* / VAT Number tab Upload supporting

VAT NUMBER

documents in .pdf

format

VAT Number

NPWP 903490300

e R
T T
-
If everything is filled in, = &
click "Submit" to save e I
the data e, @@
A ot ey
“.i:w:' =

User Manual | Sistem E-Procurement [PT Indonesia Asahan Aluminium (Persero) 5



1.2.4. Bank Reference

A Inalum ¢
E-PROCUREMENT

#  Bank Account

BANK REFERENCE LETTER

Account Number

Select the “Bank Reference” tab

Account Owner Name

Data has nat been entered

Bank Branch Action

Home Tender Package Vendor Management- Others Menu- EE os- ®-

LIST OF REQUIREMENTS

Document Status Monitoring

=
o e | 5| o=
- company e § [ o]
P =
o

k. o cEm

s, =

0 i s ]
cwn  EEE

Cuporincs

R s v
comn XD

1.2.5. Annual Report

A Inalum ¢
E-PROCUREMENT
# / Balance Sheet

AUDITED FINANCIAL REPORT

Audited Financial Report

r=n

£,

Click “Add” to add data

Select the “Annual Report”

Date. Current Asset  Assets Value. Eaquity

ender Package  Vendor Management-  Others Menu~ EE oR- ®-

LIST OF REQUIREMENTS

Document Status Monitoring

o
copy

B0,

A nalum ©
E-PROCUREMENT

Assat Value
Equity *
Fluent Debt *
Income *
Auditor
Reference

Mumber

Issue Date

File'  (Growsa) No Mo soloctod. A

Click "Submit" to save
the data

# Home Tender P4

Enter the required data and the

supporting documents in .pdf

format

e=n
e=n
=
=

[ Aeprovatof prouidor Repistracion statoment

_ Post to SPV
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1.2.6. Directors & Stakeholders

A tnalum ¢ c otersmenu- S oM. @-
E-PROCUREMENT Select the “Annual Report” tab
# / Management
DIRECTORS & SHAREHOLDERS LIST OF REQUIREMENTS
]
[ o=e ]
Position Idendity Number Identity Document Action (=]
@ Reset o=
-]
A nalum © ) ers Menu~ os- @
E-PROCUREMENT Enter the required data and the *
#/ Mansgement supporting documents in .pdf

DIRECTORS & SHAREHOLDERS format

mmmmm

~
o e I i
[ oo |
o [ i o
Click "Submit" to save E -
the data
e
1.2.7. Work Experience
C PO CUREMENT Select the “Work Experience” il JETSICE

# / Company Experience / Internasional °
LIST OF "S(REMENTS

WORK EXPERIENCE DATA

55! = =
Customer Year Action ot |
o
Click “Add” to add data . D0 CED
==
o (-]
] s ey v
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Qg;‘g‘({:UREMENT # Home  Tender Pac
Enter the required data and the
supporting documents in .pdf

format

# / Company Experience / Internasional Add

WORK EXPERIENCE DATA

ronenber [ s ey i
Reersc o oo
m =
pmm OB emm
e, =
Click "Save" to save the data = =
& [
1.2.8. Certificate Of Incorporation
Select the “Certificate Of
£ PROCUREMENT Incorporation” tab rsoement- onestins- G o8- @

Deed Of Establishment

Enter the required data and the
supporting documents in .pdf

1.2.9. Current Trade License

B REMENT Select the “Current Trade
License” tab

# | Registrasi Rekanan Nib

CURRENT TRADE LICENSE

e = = Enter the required dat

I and the supporting

: lllll - documents in .pdf
]t s format

Click "Submit" to save the data

° ST ———

 Post to SPV
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1.2.10. Integrity Pact

Qgg‘géunEMENT Select the “|ntegrity Pact’ tab Tender Package  Vendor Management-  Others Menu - EE os- @-

# / Integrity Pact

LIST OF REQUIREMENTS

Download the “Integrity

Pact’ template

st
Oocumere  Chamctor  Copy  Stas
Tompiate jo £ @
__________________________ - . 0
Document
|| [Browse | No file selected -] -
= — o
o=
[ IO s v

Upload a signed letter in
pdf format Click "Submit" to save the

data

1.2.11. Send The Document

A nalum @

# Home Tender Package Vendor Management- Others Menu- 0 - -
E-PROCUREMENT o < K ooa- o

Integrity Pact

rempse

|

1

Document RAB Kontrak Payung EE.pdf 1
Vendors can see the status in :
the right side and make sure the _ I
1

|

|

|

|

1

1

mandatory document status is

in "Draft"
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Remarks status as follow

No Status : The document is empty
Draft : The document is completed
Posting : The document under verification
Revision : The document needs to revised
Valid : Validated document

Analum ©

# Home Tender Package Vendor Management~  Others Menu~ 0oa- ®-
E-PROCUREMENT %

Browse...| RAB Kontrak Payung EE.pdf X

 Finan

Fle format is pdf

view Document

Checklist register
statement

Click “Post to SPV” for
verification

Then please kindly wait for the verification, and if the status change to ‘revision’, then vendors need to revise
the data, and it will notify the vendors by email. If the status change to ‘valid’, then the registration has been
completed.
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