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Welcome to the System of Registered Suppliers for the University of Macau (thereafter referred as 
“system”). Please follow the steps below for establishing an online account. 
 

1. For first time users, click “Register as a new user” to establish an online account. For 
suppliers which have established an online account, please log into the system directly. (See 
step 5) 

 
2. In the “User Registration” page, input the following basic information, then press “Register”. 

  
 
  

*Email will be used for future communication purpose. 

*Remember the username and password 

for future login purpose.  
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3. After sending out the registration request, the system will send the verification link to the 
supplier’s registered email. Click the link to activate the online account created in step 2. 

  
4. After activating the online account, the supplier can now log into the system for the detailed 

registration process. 

 
5. Enter username and password to login. 

  

*Every registration request will 

receive a unique verification link.  
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6. Choose “Supplier Registration”, read and confirm acknowledgement of the “Guideline of 
Supplier Registration for the University of Macau” and “Guidelines of Tender”. The said 
guidelines have been uploaded to the system and the webpage of the Office of 
Administration of the University. 

 

   

   

7. Following each of the steps below, suppliers provide information of the company, such as 
company profile, contacts, business types and other supporting documents. Please see 
below samples for reference.   
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7.1 Company Profile 

 
 

 
 

 The company name should be consistent 

with the business registration documents   

For Macau local suppliers only   

The M/1 form for new registration of business   

Local suppliers should provide the following documents 

The M/8 form for the current year (if available) 

The most updated business registration documents 

(if available) 
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7.2 Contacts 

For the purpose of communication on procurement or financial issues, suppliers should 
provide at least one contact for sales and one for finance issues. After approval of supplier 
registration, suppliers can update their contact information anytime through the system. 

  

Non-Local suppliers should provide the following documents 

The most updated business registration documents 

Press “Add” to add new contact person 

Choose from the scroll down menu for the 

types of contact person 

After filling in the details, press “Done” to save 
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7.3 Business types and supporting documents 
 

 
 
 

 
 
 
 
 
 

There should be at least two contact persons upon completion, one for 

sales and one for finance. 

Suppliers can provide “Reference Clients” in the same way. 

Suppliers choose their business types from the list 

of “Goods”, “Service” and “Works”. 
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7.4 Review 
After filling in all the required information, suppliers can review their input here. Having 
verified that all the details are correct, press “Submit”. Your registration request will be 
submitted to the Procurement Section of the University for approval. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Companies for security service or works should provide 

relevant registration/license 

Suppliers are welcomed to provide other information for our reference. 
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After submitting the registration request, suppliers will receive a notification in their registered 
email address. During the approval process, suppliers cannot change any of the information 
submitted, they can only add payment information. The University will inform supplier the approval 
result by email within 10 working days. Should there be any enquiries, please contact us directly at 
PCTSupplierMgmt@um.edu.mo .   
 
8.  Payment information 
 For timely settlement of payment, suppliers are advised to provide payment method and 
related banking information as earlier as possible. 

 

Local suppliers can only use autopay for as payment method; non-local suppliers can choose 
telegraphic transfer (TT) or bank draft (BD) as payment method. All information should be filled in 
English. First choose the payment method, then press “ADD” to start inputting the banking 
information. 

 
Attention: 

 Suppliers must ensure the bank account information provided will accept the currency as stated; any 

delay, bank charge, exchange loss, penalty, etc., thus arisen will be fully borne by Supplier. 

 Non-local suppliers are advised to use USD or HKD as the currency on quotations and invoices, 

Renminbi (RMB) and Taiwan dollar (TWD) CANNOT be used for telegraphic transfer. 
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 Non-local suppliers are advised to choose telegraphic transfer as payment method, in order to 

minimize the risk of losing the bank draft during to the postage or delay in payment. 

 

 
 

 
8.1 Autopay 
Local suppliers input local bank information for receiving payment in the future. 

 

Local suppliers: 

Non-local suppliers: 

Confirm all information is correct before pressing “Done” to save the data 

Check this box only when English bank account name is not available. 
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8.2 Bank Draft 
Non-local suppliers are advised to choose telegraphic transfer for receiving payment, so as to minimize 

the risk of losing the bank draft during to the postage. If supplier insists to choose bank draft as 

payment method, please fill in the information below in English. 

 
 
 
 
  

Confirm all information is correct before pressing “Done” to save the data 
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8.3 Telegraphic transfer 
Non-local suppliers are advised to choose telegraphic transfer for receiving payment, please fill in the 

information below in English. 

 
For enquiries, please email to PCTSupplierMgmt@um.edu.mo. 
 

~End~ 

Confirm all information is correct before pressing “Done” to save the data 


