l@l LAPASAR VENDOR MANAGEMENT PLATFORM

Your Onboarding & Operations Guide

Everything you need to know to get set up and operating on the platform —
step by step, from invitation to getting paid.



Your journey at a glance

Six stages, from invitation to your first payment

What this guide covers

=,

Get Registered Set pricing Fulfil orders Get paid

J Exactly what's expected from you at each stage
° Realistic timelines, so you know what to expect and when
J What happens automatically vs. what needs your action

o The few moments where reaching out to support is the right move



Stage 1 — Invitation & account access

You're nominated by a client, then invited onto the platform directly

anltatlon emall LAPA\SAR Home Catalog Y %  Login

e Supplier Login
& Vendor Q Search products, brands, SKUs... M = Quick Order 4 Lapasar Co-Pilot

Create Account

You receive an email once a client has nominated you

OR you can self Register [ L @ - B oo survies
B Corporate Gifts

& Al Categories

First time?

- @ o Click "Become a Supplier"

Login credentials Returning?

Click "Supplier Login"

ﬂ' =

ALFLUKE
ISTRIBUTION PARTNER®,

ACCESS 2,000+ PRODUCTS WITH EXCLUSIVE '
PROJECT PRICING

Sent by email -- no separate registration needed

1
First login

Log in directly with the credentials provided

Forgot password?

Up to NET 30 Q 100% Authentic

Same-Day Dispatch MOF Registered
B orinstook tems O Govermment verticd B o croat tems Vartid supptrs

® © &

Self-service reset, any time, from the login screen

Open Office Management >

Shop by Category View All >
B / . E o
Accessories & Air Quality & HVAC Cable & Wire Cases & Carrying Clamp Meters Digital Multimaters Earth Ground Electrical
- Probes Locators Testers.

le .' Contact support if: you haven't received your invitation email, or your reset link isn't working.



Stage 2 — Submitting your documents

Two separate moments: applying to join, then verifying once you're in

BEFORE LOGIN Part A — Apply to join

Apply to Join Our Supplier Network

Complete the form below. Our team reviews every application within 1-3 business days.
Business / Company Name * SSM Registration Number *

ABC Trading Sdn Bhd e.g. 1234567-H

Business Email * Contact Number *

Fill in your business details, then upload your SSM certificate at the bottom of the form.

~

SSM Certificate *

Upload your Companies Commission of Malaysia (SSM) business registration certificate. Accepted formats:
PDF, JPG, PNG.

A&, Click to upload SSM certificate

AFTER LOGIN Part B — Get verified

‘I I I Upload your bank header

Once logged in, go to the "Get Verified" page in your vendor portal to upload
your bank header -- this is what gets you paid correctly.

Accepted formats: PDF, JPG, PNG

c Reviewed in 1-3 business days

If something's missing, our team will email you with what's needed. (Automatic
in-portal notifications are coming soon.)



Your vendor portal — dashboard overview

This is your home base once you're logged in as a supplier

—
ﬁ . ‘ welcome back ® Page Demo Show Onboarding Guide
My Catalog HctShoes Asia - Vendor Dashboard
98 Dashboard | )
Your I_isted products & prices (Bulk upload o Saies Analytics 48 B 0 = 0 2
fu nCtIOI’l) & Product Catalogue Active Quotations Open Orders Pending Deliveries
Pending & approvec quotes Active VD purchase orders Awaiting snipment confirs
(b Orders Page Demo .
Step-by-step guide on every page
7§ RFQs
Quick Actions
Suggest a Product 4 Reverse bidcing
¢) Sales Analytics Q. Browse Products B My Quotations Gb Fulfiment Orders 4% New Products
| Statement of Account
Onboarding Guide
Propose a new product for the platform @ Shipping Settings g )
In-platform walkthrough, always available
8 My Catalog () Getting started

Browse the product catalogue Lo submit guoles. Once approved by LaPasar, you'll receive orders to fulfil here

@ SuggestaProduct

) Get Verified

Get Verified

¢ Promotions
Messages

Upload your bank header here

(8 Notifications

Orders

View and manage fulfillment orders

Use the left navigation menu to move between sections — it's
always visible on every page.



Stage 3 — Getting your products listed

You don't upload products directly — this keeps naming and categories consistent platform-wide

ONE AT A TIME
Suggest a product

Use the "Suggest a Product" tab in the left nav to
propose a single new item

BULK UPLOAD

Submit your catalogue under my
catalogue function

Send your full price list as Excel or PDF — our
team uses Al to clean and format it

E Reviewed within 1-2 business days

Quote on existing products

Wuuleu Flvuul  @e INEW FluuuLs  999u

® All Products 68730
Q Search products, SKU, brand... 68,730 products - p.1/1432

@ Adhesives 1205 v

© Agricultural Supplies 81 v @ You are quoting to LaPasar, not the end customer. LaPasar resells to its B2B buyers — submit competitve wholesale/market rates. If your pricing is not competitive, LaPasar will continue sourcing elsewhere and your quotes
may not be selected.
© Audio Equipment 190 v

@ Automotive Supplies 46 v

© Batteries 1032 v

Cleaning Supplies 1797 v

@ Communication Eq... 2/ v

ABAGNO AB-246C
AB-246C
ABAGNO

™y SUGGESTED RANGE

RM 93.10-96.04 I Suggested range — aim for this to
| ~30% better order chances boost your order chances
AB-246C

2 no/ ctn.

® Delivery charge CD
Submit Quote

& Copy link “




Unit cost (MYR)

Your wholesale price to
LaPasar — not what the client
sees

MOQ & lead time

Minimum order quantity and
how many days you need to
fulfill

Delivery coverage

Select which Malaysian states
you deliver to for this product

Managing your prices

What to fill in, what to watch, and what to know about edits

Suggested price range

LaPasar shows a competitive
range; quoting within it
boosts your order chances by
~30%

Valid Until date

Set how long your quote is
valid — you'll need to renew
or it expires

Edits need approval

You can edit your price any
time, but changes go to
LaPasar for backend approval

Multiple vendors can quote the same product — the client chooses
who to order from.

When submitting

Submit Quote *
ABAGNO AB-246C (AB-246C)

eg.1250 c]

“a SUGGESTED RANGE
RM 9310-96.04

Valid Until

dajmmiyyyy €

Notes

After submitting — your quotes

LN LSO 87 AllProducts  Quoted Products 48 New Products 350

© AllProducts 68730

Q Search quoted products, SKU... 48 quoted products

© Adnesives 1205 v
© Agricultural Supplies 81 v S
© Audio Equipment 190 v
 Automotive Supplics 46
© Batteries 1032 v

Cleaning Supplies 1797 ~ 9P Memnory Matching

. r = ) Active = your quote is live and visible to clients
+ Communf—— —
: T

© Electrical Equip... 7079 v + Update Quof

Edit anytime — price changes go to LaPasar for approval



Stage 4 — Your orders

Find all purchase orders assigned to you here — accept, manage and dispatch

Order notification

You're notified when a client places an order — check the
Orders tab immediately

Click the PO number

Click the blue PO number or 'View' button to open the order
detail

Download PO & DO

Inside the order: download LaPasar's PO first, then print the
Delivery Order (DO) to execute the delivery

Mark Dispatched

Once goods are dispatched, press ‘Mark Dispatched' — this
moves the order to shipping status

Analytics
® Product Catalogt
b Orders
‘= RFQs

 Reverse Bidding

Vendor Orders

Purchase orders assigned to you — accept, manage delivery, ana upload proof of delivery here

Pending Payment  Lapasar v5 Orders 25

Ready to Ship @)

Partially Shipped ~ Shipped  Partially Delivered  Delivered

Partial GR

GR:Bad  GR:Rejected

® 12 Jun 2026 LPSRO34782

CRO-HQAHUQQF2X

NITORI REFAIL (M...

® 24 Apr 2026 LPSRO33915 wH

Showing 14 of 4 orders

@ B) Contact support if: you need to correct an order after accepting it (wrong quantity, price, etc).

3,

CRD-NO6LQF43

KPJ Healthcare

Filter by status — use tabs to find orders at each stage

NITORI PAVILION, level 2, .

Lapaser Warehouse

Post It Sticky Note 3" x 3" Colo.
2 procucts, 16 urits

LAMINATCR FILM, SIZE: A3, 10...

" 1 produc, 1uric

Pilat P=n 62 Black 0.5 Black/Re.
6 procucts, 40 units

VAX STAPLER HD-88R / Max / ...
2 procusts, 101 units

56 GR'd / Received 29
sTaTUS ToTAL

A ted

LERE RM 15.30

NeT 30

Accepted AM145.00
NeT 30

Ready to Ship RM 70.20
Paia

o
Ready 1o Ship e 00

NET 30

® View
@ View
® View (b MarkDispatched

@ View (b MarkDispaiched

Previous Next




Understanding your order status tabs

Your Orders page groups every purchase order by status — here's what each one means

Vendor Orders
Purchase orders assigned to you — accept, manage delivery, and up!oad proof of delivery here

® Pagc Demo

Dashboard

Pending Payment Lapasar v5 Orders 25 ]‘ Re¢ to Ship O Partially Shipped Shipped Partially Delivered Delivered 56 GR'd / Received 29 Partial GR GR: Bad GR: Rejected

Sales Analytics

Closed Cancelled &
Product Catalogue

Sort: #4 Date L Newest & Client A-Z

RFQ ORDER # BUYER DELIVERY LOCATION ITEMS STATUS TOTAL ACTIONS
s
79 & Post It Sticky Note 3" x 3* Colo.. Accepted 5 ”
sy D3 -M0 R vel 2 k > = 2
Reverse Bldding 034782 ORD-MQAHUQOF2X NITORI RETAIL (M...  NITORIPAVILION, level 2, .. s e e RM 15.30 ® View & PO @ ViewDO
Statement of Account N
034712 ORD-MGBVHITSSL cTOS CTOS Data Systems Sdnp... - MINATORFILM, SIZE: A3, 10..  (QEEORISE RM 45.00 ® View © PO B Viewdo
1 preducs, Tunit NET 30
Shipping Settings
; = Pilot Pan G7 Black 0.5 Black/Re Recady to Ship
03 [ ~ ( asE Lse a n Il
My Catalog 1033926 wH URD - MCPHMQ4N Negeri Sembilan C... Lapaser Warehouse e = RM 70.20 ® View [b MarkDispatched & PO 3B ViewDO
Suggest a Product STAPLER IR Ready to Shij
033915 wH CRD-MC6LQF43 KPJ Healthcare Lapascr Warchousc 24::):“[:{1 1“: UTi[i BtAMach R RM 96.00 ® View [ MarkDispatched & PO [ View DO
sbiiania s NET 30
Get Verified
Promotions
Showing 1-4 of 4 orders Previous Na
Messages
Notifications
PRE-PAYMENT AUTO-SYNCED DELIVERY STAGE CLIENT-LED
Pending Payment Lapasar v5 Orders Ready to Ship — Delivered GR'd / Received onward
For vendors on pre-payment terms — orders wait Synced automatically from our legacy system — no Once payment terms are set, this is where you Progresses mainly once client verifies delivery on

here until payment is received need to check both portals manage dispatch through to delivery their end



Stage 5 — Marking shipped & proof of delivery

Inside each order: download, dispatch, and upload your signed DO

Download PO & DO LPSRO34782 Acceptad  nerso
Top right of the order panel — download PO first, then the Download PO then DO here before @ Viw || & Po || @ viewno
Lapasar Delivery Order (DO) to print, which contains all the dispatching
. . . . . 999184025412162 Track -
information clients need for receiving level 2 B s e
2 Persiaran Jalil 8 @ City-Link 990184025412162 Track -
Bukit Jali — Max Stap'es NO.10-1M / MAX [ STAPLES / BULLET / NO. 10-1M /
Kuala Lumour 57000, Wilayzh Persekutuan Kuzla Lumpur MAX10-1h | LES NO10-TM
Deliver & get DO signed Attn: NITORI - ~601234567881 JF x3'C " 7' ‘

00000415 Bulk POD — one Signed DO for the
The client signs and stamps the DO on receipt — this becomes e
your proof of delivery S

Terms: NET 30 Days

ITEMS — MARK SHIPPED & UPLOAD POD Bulk POD

Mark each item as Shipped SAME TRACKING FOR ALL ITEMS

— Select courier — b Applytoall

Select courier, enter tracking number, and mark each line item )
. Post It Sticky Note 3" x 3" Colour
aS Shlpped SKU: RVP-7747-P570985 5 of 5 delivered

Shipped | marked 24/06/2028 © Shipped @ Not Shipped
City-Link

990104025412162

Upload signed DO as POD ks optonl.

Upload the signed DO per item — or use 'Bulk POD' to upload

one signed DO for the entire order i Mark each line item Shipped with

2 KASmoperPoR courier + tracking if you’re using
courier, if not, submit proof of delivery
using lapasar’s DO to change the status

City-Link 990104025412162 7 Trck Shipment

Al reviews your POD

Max Staples NO.10-1M / MAX [ STAPLES / BULLET / NO. 10-1M / MAX 10-1M /

Our Al checks the document same day; unclear PODs go to a P R of the product line to shipped

Shipped | marked 24/06/2028

human reviewer — you can resubmit anytime (or multiple at a
time using bulk POD)

Valid POD = Lapasar's signed & stamped Delivery Order only. Photos or
other documents are not accepted.



Stage 6 — Getting paid

Track every payment in real time, right on the portal

POD approved Daily 1pm cut-off Bank transfer Track & download
. . Payment requests close at 1pm daily for Payments are made via bank transfer .
Once your proof of delivery is approved, . See your payment status anytime;
ayment is automatically scheduled MERE PEVIEN ER(E, Eel @l Il NS R Il RN 21T download your payment slip once paid
pay v moves to the following day scheduling header your pay P P

le l' Contact support if: a payment is overdue beyond the expected schedule, or your bank details have changed.



Submitting your invoice

Your Statement of Account is where you upload invoices and track every payment

Statement of Account
@ Page Demo
Qverview of all purchase orders, GR slatus, and payment history
Dashboard
= : Totel Invoiced 5] GRS (Fully Accepted) ] Total Paid (i) Outstanging (GR'd, Unpaid) In Progress ~
Sales Analytics
U load our invoice RM 35,432.60 RM 0.00 RM 9,234.10 RM 0.00 RM 30,364.45
p y Product Catalogue £9 purchase orders Buyer confirmed receict Payment confirmed GR'd orders awaiting payment Shipped | delivered / partial GR
. . N . o
Once an order is Delivered, upload the invoice against that PO e
i RFQs e8ord ligible " 5 Ease your cash flow,
1] State me nt Of ACCO u nt - ng?:’,e:f\f |g|:y ;_‘: f:l' ¥ Baymen get paid within 24 hours!
% Reverse Bidding Bl it dchint. N hidden fees Ldak forihie. - Eg|
GR'd Only (0) Unpaid (GR'd) (0) Paid (19}
© Shipping Sett
PO Number Order Buyer PO Date GR Status GR Date Payment Terms Amount Invoice Payment
My Catalog
Payment ]Olns the queue LPSRO34782 ORD-MGAHUGGF2X NITGRIRETAIL (WAL 12 Jun 2026 In Progress - NET 30 Days RM15.30 2 Uploas Irvaica Pending
Suggest a P
LPSRO34712 ORD-MGQ8VHJTSSU CT0S 11 Jun 2026 In Progress -_— NET 30 Days RM 45.00 Al a oica Pending
Invoices are processed in the order they're submitted — first
H H H $ Promotions Pending
SmelttEdl fIrSt pald LPSRO34596 ORD-MPZD5ECABC MIEA Real Estate Ed... 08 Jun 2026 Delivered NET 30 Days RM124.50 Uploa: I ELIGISLE FOR EARL’

Messages Upload invoice to unlock early payment

Notifications Pending
LPSRO34590 ORDO00O7-MGI cTos 05 Jun 2026 Delivered - NET 30 Days RM 54.00 Uploa: e ELIGIBLE FOR EARLY PAYMENT
Uplosa ol to unlock warly payrien
2 Pendging
Need cash sooner! LPSRO34461 ORD-MPEYFJV2 TM Technclogy Serv... 21 May 2026 Delivered — NET 30 Days RM 16.50 Uploas Invoi AOLE OB EARLVPAVEIT

Upload involca 1o unlock early payment

Eligible invoices can request early payment right from this pending
LPSRO34252 ORD-MPOTJ3FK KP. Healthcare 12 May 2026 Delivered - NET 50 Days RM 403.00 ad Invoi Btowis whn eonls ke
screen
Penging
LPSR034240 ORD-MOXRSEKE KPJ Healthcare 12 May 2026 Delivered - NET 30 Days RM 108.00 Upload Invoi it FOR B AR BATNIRHT
Upload invoice 1o unlozk early paymen:
Pending
LPSRO34227 ORD-MPOYERDR KPJ Healthcare 12 May 2026 Delivered NET 30 Days RM 40.05 %, Uploa i ELIGISLE FOR EARLY PAYMENT
L. ) Upload invoice to unlock early payment
Look for the Eligible for Early Payment tag on any row — it
Pending
means you can req uest ea r|y payout on that invoice LPSR034226 ORD-MPOYDEYO KPJ Healthcare 12 May 2026 Delivered - NET 30 Days RM 4.50 load Invoicz N RO RARLY BAYMERD

LPSR034225 ORD-MPOYDEYO KPJ Healthcare 12 May 2026 Delivered — NET 30 Days RM 91.20 Uploa: i




Optional — requesting early payment

Need cash flow sooner? You can request early payment, per invoice

How it works Worked example

Invoice amount RM 1,000

Platform commission (10%)

o Standard terms are 30 days from invoice

o Request early payment on a specific invoice, any time before it's due

Early payment discount (3% of net)
J A 3% prompt payment discount applies to that invoice

o Your net payout reflects this automatically -- no manual calculation

needed Net amount you receive

Commission (10%) is deducted first, then the 3% early payment discount applies to the net. Your
actual commission rate is set during onboarding.




Staying active — keeping documents current

What happens if your registration or bank details expire

Q You can keep operating 0 Payment will be held

Listing products, receiving orders, and fulfilling deliveries are unaffected Payment can only proceed with active, valid documentation on file. Orders
by an expired document. will stack up at the payment stage until renewed.

Renew your documents proactively on the portal to avoid any disruption to your payment schedule.




¢ 3) When to reach out

Most of your journey is self-serve. These are the moments worth a message to support.

Missing invitation or reset link Document questions Catalogue submission status

Didn't receive your invite email or password reset Unsure what's missing after a submission Bulk upload taking longer than 1-2 business days

Order corrections Overdue payment Document renewal

Need to fix quantity, price, or details after accepting Payment is late beyond the expected schedule Registration or bank docs need updating

Need help now? Contact Collin Ng

+60 12-894 3298 e collin@lapasar.com e or ask our Al chatbot for the vendor service team

For everything else -- onboarding, listing products, orders, deliveries, and payments -- the portal has you covered.



