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1. Account Registration
- Customer




asta Account Registration

1. Open website https://www.astacipta.com/

2. Goto Login or Register menu on the upper right home page. Choose your account type

3. Select Customer Registration button. 9

4. Choose your account type.

5. Fill the required data in Account Information.

Account Information

Username

Username
First Name First Name
Last Name Last Name
Password Password

Confirm Password

Email

Phone Number

Confirm Password

Email

+62 v

Phone Number

A 4

Personal

Company



https://www.astacipta.com/
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asta Account Registration

/‘
. . Company Legali
6. Input your contact person details. Then, click Next button. pany Legallty
Industry Category ‘ -- Select Industry -
7. Select your Industry Category.
Company Name Company Name Choose File | No file chosen
. . Company Profile
8. Input your Company Name and upload your Company Profile (optional). Your data confidentiality is secure
Bank Account ; Choose File | No file chosen
BCA ~ Rekening Number
9. Input your Bank Account and upload the Front Page of Bank Account Front Page Bank Account
book.
NPWP NPWP Choose File | No file chosen
Image NPWP Card
10. Input your NPWP and upload Image NPWP Card.
Taxable Company ® Yes
11. Select “Yes” if your company taxable (PKP). Then click Next button. | (PKP) © No

Contact Person

Name

Name
Phone Number +62 v Phone Number
Email Email

e - |




12.

13.

14.

15.

16.

17.

18.

asta Account Registration
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Input data in Correspondence
Address.

Select your Province.
Select your City.

Select your Sub-district.
Input your ZIP Code.
Then, click Submit button.

Please wait until your account
verified by admin in maximum 24

hours.

Correspondence Address

Address

Country

Province

City

Sub-district

ZIP Code

Address

Indonesia

-- Select province --

-- Select city -

-- Select subdistrict --

ZIP Code
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(Account login required)
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1. Login account and gO to My Hello sahrul (not sahrul? Log out)

From your account dashboard you can view your recent orders, manage your shipping and billing

Account menu. f] My inquiries account details.
ps J
: . ) & My Orders For submit the RFQ (Request for Quotation}click
2. In Dashboard, click Submit Inquiry L )
button to make Request for \E My Inbox |
QUOtation_ ~ Inquiry Report
> J

»~ History Transaction

. A
(@ Ccompany Legality

\ J
L\ Notifications €B)

. /
© Addresses

\ J
S Account Details




asta Submit Inquiry

e
Input your Inquiry Title. Inquiry Title Inquiry Title
Input your End user Company. End User Company Company Name

Please fill this column if the end user is not your company or you work for other company project (This data won't be published)

Select your inquiry Category.

Category ‘ Category ‘
Set your Inquiry Expiry Date. | |
Inquiry Expiry Date Tanggal
Click Add Item to input item o

details.

No Product Name Quantity Action




10.

11.

12.

13.

14.

15.

16.

17.

18.
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Search product by Product Category/Product Name.

If the product is not available yet, you can manually input the

product name
Then, input Serial Number (if there any) and Description.

If you give checklist on alternative product, we may send the

guotation with alternative product for this item.
Select Unit of Measure (UoM).

Input quantity item request.

Input your budget/unit for your purpose.

Input your delivery time.

Click Add image to upload file as reference.
Click Submit button to save item.

Then, Click Next button for continue to the next step.

Product Name

Serial Number

Description

Uom

Quantity

Budget / Unit

Delivery Time

Product category - Product name

Serial Number / SKU

Input product Specification

Rp | Input Price

0 Days

Catalog / Photo =+ Add Image

Product

U Accept Alternative Product




19.

20.

21.

asta Submit Inquiry

The address is autofill with the correspondence address data that you input on registration, but you

can change it if you use different address.

If the shipping address different with billing address, you can give checklist on ship to a different

address and fill the data.

Then, click Submit button.

Billing Address

Address jI. jakarta
Country Indonesia
Province Jawa Barat
City Kota Bekasi
Sub-district Rawalumbu
ZIP Code 17115

Shipping Address
(J Ship to a different address?

Back ‘




3. Confirm Order

(Account login required)
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Status

Dashboard

Log in to your account.

Select Status v

f] My Inquiries
Click My Inquiries menu. Create Date Inquiry Title Inquiry Number @  Quotation Number @  Order ID Status
& My Orders
CI|Ck Quotation Number Wlth > < 22 Mar 2022 Request Safety Glove INQ-2022-10054767 QC.2022.10054781 -
B4 My Inbox
status Need Review. y <
2~ Inquiry Report
. . A vy
Also, you can check it on email , _
»~ History Transaction

. ./

and Notifications.
Company Legality
\

\

Addresses

.

|

J My Notifications

®
L Notifications @
©
8

Account Details

() Dashboard

L E[l My Inquiries J ‘ New quotation OC.2022.10054787 for Inquiry INQ-2022-10054767. 22 Mar 2022 08:18- & |
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asta Confirm Order

- 1V . >anrul H imnyuiry mwuimger TNW-LULL- IUUISGIOS

Give a checklist to the item you Q@ Shipping Address © jl. jakarta, Rawalumbu, Kota B Quotation Number :  QC.2022.10054781

Bekasi, Barat 17115
ekasi, Jawa Bara & Quotation Date : 22 Mar 2022

want to order.

Alternative Qty Indent Time

CI |C k CO nfi rm 0 l‘d e l‘ b U ttO n . iemiDescRtos Product Request LR RS fotaliEne (Days) SLischeSek

: Original/safety Glove - The Original Yell RP.
Choose Yes, Continue to O M::f::lxzv:: everThe Brigial Telow 20Pair  Rp.S0OOOD e 1Days AﬂaChm”H

confirm select item.

Original/safety Glove - The Original Yellow 20 Pair Rp. RP. 1Days Attachment 1

Mechanix Wear 1.000.000 20.000.000

Click Confirm Order button to

process order.

Sub Total Rp 38.000.000
Tax 10% Rp 3.800.000
Total Rp 41.800.000

Confirm Order

30 days

Are you sure you want to process this order? If you choose Yes, it

means you have agree with the order details and can't request any
. © Back To List Inquiry
revision.

Confirm Order




9.

®

(@)
O
O
O

O
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Next, you will be redirect to checkout page. Choose the payment method you

preferred, click on terms and condition checkbox and click Pay for Order. Finish

your payment by following steps on the email notification.

Bank Transfer - BCA L]

Bayar pesanan dengan transfer bank BCA dengan virtual account melalui Xendit

Bank Transfer - BNI BNI

Bank Transfer - BRI

Bank Transfer - Mandiri

Bank Transfer - Permata mxm

Credit Card (Xendit) visa @

I have read and agree to all the terms and conditions
Pay For Order

231 58 | 38

1AM MENIT DETIK

PT Asta Bumi Cipta

IDR 450.000,00

Payment for Order #10040733 at Astacipta

ATM BNI

&

ORGRORCEOROROROJONC

Masukkan kartu Anda

Pilih Bahasa

Masukkan PIN ATM Anda

Pilih "Menu Lainnya"

Pilih "Transfer"

Pilih jenis rekening yang akan Anda gunakan (Contoh: "Dari Rekening
Tabungan")

Pilih "Virtual Account Billing"

Masukkan nomor Virtual Account yang akan dituju 8808785776915340

Tagihan yang harus dibayarkan akan muncul pada layar konfirmasi

Konfirmasi, apabila telah sesuai, lanjutkan transaksi

Transaksi Anda telah selesai




4. Negotiation Process
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asta Negotiation Process

Status
. Dashboard
Log in to your account. Select Status v
f] My Inquiries
ClICk menu My Inquiries. Create Date Inquiry Title Inquiry Number @ Quotation Number @  Order ID Status
& My Orders
. . . 22 Mar 2022 Request Safety Glove INQ-2022-10054767 QC.2022.10054781 -
Click Quotation Number with & My Inbox
status Need Review. : .
~ Inquiry Report

R

History Transaction

Also, you can check it on email

and Notifications. Company Legality

Addresses

®
L Notifications @
©
59

{ Account Details

(> Dashboard J My Notifications

L E[l My Inquiries } ‘ New quotation OC.2022.10054787 for Inquiry INQ-2022-10054767. 22 Mar 2022 08:18- & |
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- 1V . Sarnrui [=] |||l.||.||ry NuImper TNV -LULL- IUUDS/07
>. Give a checklist to the item you @ Shipping Address © |l jakarta, Rawalumbu, Kota B Quotation Number :  QC.2022.10054781
want to order. Bekasi, Jawa Barat 17115 & Quotation Date ;22 Mar 2022
6. C“Ck confirm order button. Alternative Qty Indent Time

Unit Pri Total Pri Attach t
—— Request nit Price otal Price (Days) achmen

Item Description

7. Choose No, Negotiate for

Original/Safety Glove - The Original Yellow i RF. Attachment 1
. ) ) Mechanix Wear 20 Pair Rp. 900.000 18.000.000 1 Days
continue to negotiation
p rocess. Original/Safety Glove - The Original Yellow 20 Pair Rp. RP. 1Days Attachment 1
Mechanix Wear 1.000.000 20.000.000
Sub Total Rp 38.000.000
Tax 10% Rp 3.800.000
Total Rp 41.800.000

Confirm Order

Are you sure you want to process this order? If you choose Yes, it Price validity 30 days

means you have agree with the order details and can't request any Note

revision.
© Back To List Inquiry

Confirm Order




10.

ONC-STOP PROCURCMENT SOLUTION

asta Negotiation Process
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Input the negotiation price to a

selected item.

Click Request Nego button to
finish the step.

The final price will be notified
to you by email in maximum 2 x

24 hours.

2 To . sahrul

Q shipping Address ©jl. jakarta, Rawalumbu, Kota
Bekasi, Jawa Barat 17115

Item Description

Original/Safety Glove - The Original Yellow Mechanix

Unit Price

B Inquiry Number INQ-2022-10054767
B Quotation Number : QC.2022.10054781
& Quotation Date : 22 Mar 2022

MNegotiation Price Total Price After Nego

ol Pair Rp. 500.000 30 500.000 10.000.000

Original/Safety Glove - The Original Yellow Mechanix .

ol Pair Rp. 1.000.000 50 800.000 16.000.000
sub Total Rp 26.000.000
Tax 10% Rp 2.600.000
Total Rp 28.600.000

Price Validity

Mote

30 days

@ Back To List Inquiry




5. Manage Order

(Account login required)
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ONC-STOP PROCURCMENT SOLUTION

_—
H S
In My Orders menu, you can monitor the { (> Dashboard w ratus
Select Status v
order status change. f1 My Inquiries
Order Date Status Total Invoice Action
Click Download button to get your W MyOrders
g y #10054803 22 Mar 2022 Processing Rp 41.800.000 for 40 item(s)
& My Inbox

invoice in pdf format file.

Inquiry Report .

History Transaction

B

Click View button to open your order

h

details.

Company Legality

Notifications g

Addresses

lole@ ©|©

Account Details

SIS
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If the item your order has been o ° e

PFrocessing Shipping ltem Item Delivered Completed

delivered and received, you can give
checklist on items and click Confirm Request Safety Glove
Recelved bUtton to fInIShIng the Order‘ # Image Product Name Quy UaM Price Total Shipment
You can download Delivery Receipt. The Original Mechanix Wear 1 Unit Rp 9.250.000 Rp 9.250.000 Delivered
You can download Tax Receipt. T Tax Receipt

Sub Total Rp 9.250.000

e DT-123456789.pdf s [NV-202102664.pdf
Tax 10% Rp 925.000

» o |NV-202102665.pdf

Total Rp 10.175.000

Confirm Received
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asta Report Monitoring

Open Inquiry Report menu.

You can see and download (csv file) the statistic report of your Inquiry.

@ Astacipta fl\ Guide & Support | [&] Hi,

[ ¢ Dashboard w INQUIRY REPORT

|22 Feb 2022 - 23 Mar 2022 Export CSV &
£] My Inquiries
L -Q My Orders J 0 @ Order Placed
100
Approved 0.9
My Inbox 0s
- 07
Inquiry Report 0 Lo 1 08
05
Get Quotation Order Placed 0.4
L » History Transaction J 03
02
01
L (® Company Legality J 0 ® 5
Cancelled 22 Mar 2022
L L\ Notifications @ J
@ Addresses
INQ Number Create Approved Get Quotation Order Placed Cancelled Status
{ S) Account Details J INQ-2022-10054767 22 Mar 2022 22 Mar 2022 22 Mar 2022 22 Mar 2022 Completed
L </ Track My Order } Previous . No
[~ |
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Open History Transaction menu.

You can see and download (csv file) the statistic report of your Order.

@ Astacipta v

(%) Dashboard

HISTORY TRANSACTION

f1 My Inquiries

Y My Orders

& My Inbox

" Inquiry Report

[22 Feb 2022 - 23 Mar 2022 |

N
1 o
Processing

0 4 o @)

Shipping Completed
" History Transaction

@ Company Legality

[\ Notifications

© Addresses

S£) Account Details

</ Track My Order

0 ®

Cancelled

Processing

24 Rp 41.800.000

Completed

@ Rn N

©
_‘"I\ Guide & Support | [2] Hi,

Export CSV &

[/ Processing
10 e

09
08
0.7
06
05
04
03
0.2
0.1

0
22 Mar 2022

[ Processing
45M

40M
35M
30M
25M
w
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7. Inbox
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Log in to your account.

[ {;} Dashboard 1 INQ-2022-10054E54 e .

RFQ Handling Payment “ -
{ {1 My Inguiries 'L;ﬁ“ .

Inguiry created

Click menu My Inbox

Click the Inquiry to open chat

Wy Urders

box.

Inguiry Report ]

Click chat box to open the

~ History Tra nsaction}

conversation and send a ® o o

@ Chat Inquiry Detail

22 Mar 2022

message to admin.

In the inbox details, type your
Request Safety Glove

message in the box provided.

Other

See Detail

Type message here Send Message




