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1. Account Registration
- Supplier




asta Account Registration

ONC-STOP PROCURCMENT SOLUTION

—

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

Go to Login or Register menu on the upper right home page.
Select Supplier Registration button.

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 ~

Phone Number



https://www.astacipta.com/

10.

ONC-STOP PROCURCMENT SOLUTION

asta Account Registration

—

Input the detail of contact person. Then, click Next button.
Select your Industry Category.

Input your Company Name and upload your Company

Profile (optional).

Input your Bank Account and upload the Front Page of Bank

Account book.
Input your NPWP and upload Image NPWP Card.

Select “Yes” if your company taxable (PKP). Then click Next

Company Legality

Industry Category ‘ -- Select Industry -

Company Name Company Name

Your data confidentiality is secure

Bank Account BCA

v Rekening Number
NPWP NPWP
Taxable Company ® Yes
(PKP) O No

button. Contact Person
Name Name
Phone Number 62 v
Email Email

Phone Number

o

Choose File | No file chosen

Company Profile

Choose File | No file chosen

Front Page Bank Account

Choose File | No file chosen

Image NPWP Card

o




11.

12.

13.

14.

15.

16.

17.

asta Account Registration

ONC-STOP PROCURCMENT SOLUTION

—

Input detail your 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




2. Submit Quotation

(Account login required)




ONC-STOP PROCURCMENT SOLUTION

—

1. Login accou nt and go tO My Hello supplier asta (not supplier asta? Log out)

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

asta Submit Quotation

Account menu. ﬂ] All Inquiries account details.
. vy
D My Quotations For submit quotation, cIick to check the available RFQ.
2. In Dashboard, click See Inquiry List N )
¢ My Purchase Order
button to check the available RFQ . /
2 Quotation Report
from customer. > <
»" Purchase Order Report
(@ company Legality
L vy
B9 My Inbox
L vy
Ll Notifications @
L vy
© Addresses
L vy
L) Account Details




asta Submit Quotation

—
a StG I OC search for products... Q EZE:IIPPI'I'IE car L Hi, supplier sstacipta
Use Select Status, Sort
Dead I i ne Se I eCt De I ive ry All published inquiries/RFQ are shown here. Supplier could click Create an Offer button to send the quotation.
’
POi nt’ O r se I ect I n d u St ry fo r Select Status - ‘ Sort Deadline v Select Delivery Point Select Industry R Search Inguiry
filtering the inquiry based on
yo ur p refe rence. ITEM BY ASTA - 31 MAR - AV-PO2022-04329 Total iten
KIAOMI MI SMART BAND & 1 Items
. . Deadline Submission
You can also Search inquiry I
by title keyWO rd. Delivery Paint

Create an Offer | & Jakarta

Click Create an Offer button

to see the inquiry detail.




ONC-STOP PROCURCMENT SOLUTION

asta Submit Quotation

—

You can send a question in
comment box to ask more

about the inquiry.

Click Create My Quotation

button to provide a quote.

Leave a Reply

Logged in as supplier asta. Log out? Required fields are marked *

Your Comment:

B Inquiry Number

INQ-2022-10054767

Product Name

Original/Safety Glove - The Original Yellow Mechanix Wear

@ Deadline Submission 31 Mar 2022

Q@ Delivery Point Jakarta - Muara Karang Blok B 8
Barat, No. 67, JI. Pluit Karang
Indah XVI, Kel. Pluit, Kec.

Penjaringan, North Jakarta 14450

Original/Safety Glove - The Original Yellow Mechanix Wear

Alternative Product Description Qty UoM Catalogue
No @ 20 Pair
No @ 20 Pair

Note:

© Back to Inquiry List

Create My Quotation




10.

11.

12.

13.

14.

15.

asta Submit Quotation

ONC-STOP PROCURCMENT SOLUTION

—

Give a checklist to the item you want to quote.

Alternative Qty Price
Product Proposed Proposed

Product Name Total Price

If the Alternative Product box is active, you can input the

Original/Safety Glove -

Indent
Time
(Days)

substitute item name The Original Yellow input here Pair v 20 500.000 10.000.0 0 1 No...sen
. Mechanix Wear
. Original/Safety Glove -
Select Unit of Measure (UOM) of your prOdUCt' The Original Yellow input here Pair v | 20 600.000 12.000.0 0 ‘ 1 ‘ | Choose File | No...sen
Mechanix Wear J

Input Qty (Quantity) Proposed.

Note Sub Total Rp 22.000.000

. . A ax
Input the discount if you want to. - " 2'2"0;’”2
iscount p
Upload catalog/image of the item you proposed. Total Rp 24.200.000
Click Generate Quotation button to submit your quotation.  rariaipurchase . Allowed
Delivery Point Jakarta - Muara Karang Blok B 8 Barat, No. 67, JI. Pluit Karang Indah XV, Kel. Pluit, Kec.

Penjaringan, North Jakarta 14450

The quotation will be reviewed by admin and you will get

Quotation Validity : 30days (valid until 21 Apr 2022)

the notification if its approved or rejected.

Generate Quotation



3. Negotiation Process

(Account login required)




asta Process Negotiation

ONC-STOP PROCURCMENT SOLUTION

/‘
{ € Dashboard } Sort Status
. \ Select Sort v Select Status v
Log in to your account [ Allinquiries
Create Date Inquiry Title Quotation Number @ Inquiry Number Status
. o [ My Quotations
CI I C k M y Qu Otat I o n S 23 Mar 2022 Request hand glove Q5.2022.10054815 INQ-2022-10054810 Negotiation Review
{? My Purchase Order

» Quotation Report

RFQ/RA/WS/018 -- Extension RA usage _—
Purchase Order Report 01 Dec 2021 permit Q5.2021.10051536 INQ-2021-10051532 Rejecte

m e n u * ' ‘ 22 Mar 2022 Request Safety Glove Q5.2022.10054778 INQ-2022-10054767

-

Click Quotation Number

with Negotiation Review @ company Legality .
status. [ e
L Notifications @)
Also, you can check it on ' scresses
email and Notifications. — )

J My Notifications

{1 Anlnquiries 23 Mar 2022 03:22 - & |

J ‘ You received negotiation request 05.2022.10054215, Please give response.

L () Dashboard
(

)



asta Process Negotiation

ONC-STOP PROCURCMENT SOLUTION

—

Item Description Price MNegotiate Disc. Quote Final Price Total Price
Proposed Price

Input the Final Price for

Original/safety Glove - The Original Pair Rp. 500.000 Rp. 400.000
H H Original/Safety Glove - The Original Pair Rp. 600.000 Rp. 400.000
Negotiate Price. Yellow Mechanix Wear 10 0 500.000 5.000.000

You can add more

Sub Total Rp 10.000.000
Discount to the item. Tax 10% Rp 1.000.000
Discount Rp 0O

Click Send Negotiation Total Rp 11.000.000

button to process the

Partial Purchase X Allowed

price.

. . Jakarta - Muara Karang Blok B 8 Barat, No. 67, JI. Pluit Karang

Delivery Point ) .
Indah XVI, Kel. Pluit, Kec. Penjaringan, North Jakarta 14450

Price Validity :  30days

Note

© Back to Quotation List Send Negotiate




Purchase Order (PO)

(Account login required)




asta Manage Purchase Order (PO)

ONC-STOP PROCURCMENT SOLUTION

—

Open My Purchase Order
menu in the account
dashboard.

You can check the Status of
Purchase Order which Asta
send to you.

Click PO Number to see the

detail of Purchase Order.

{ (%) Dashboard

[ f1 Allinquiries

D My Quotations

0 My Purchase Order

/" Quotation Report

" Purchase Order Report

(D Company Legality

B My Inbox

Q Notifications )

© Addresses

g Account Details

] Logout

1 Status

|

Select Status

Create Date halo

23 Mar 2022

Inquiry Title

Request Safety Glove

PO Number @

P0O.2022.10054807

Quotation Number

Q5.2022.10054778

Shipment

Status




asta Manage Purchase Order (PO)

ONC-STOP PROCURCMENT SOLUTION

—

. . © Status : Need to Review
Give a checklist to the -

. | Image Product Name Qty Price Disc Total Status
Item you can process. Delivery Receipt
Original/Safety Glove -

. O = The Original Yellow i ] Rp Choose File | No file chosen
CI ICk Approve b utto n to Mechanix Wear 20 Pair Rp 500.000 Rp 0O 10.000.000
Process PO and give - originalisafety Glove - w .

[2a) The Original Yellow 20 Pair Rp 600.000 Rp O 12.000.000 Invoice
Mechanix Wear R
confirmation to Asta. o fle chosen
Sub Total Rp 22.000.000 o
Tax 10% Rp 2.200.000 Tax Receipt
Discount Rp O
No file chosen
Total Rp 24.200.000

@ Back to PO List Payment Receipt

Choose File | No file chosen

& Create PDF




asta Manage Purchase Order (PO)

ONC-STOP PROCURCMENT SOLUTION

—

Give a checklist to the item
you want to update.

Change status to Shipping if
the item is on delivery.
Upload your delivery receipt

as a proof of the shipment.

© status Need to Process
| Image Product Name Qty Price Total Status
Delivery Receipt
Original/safety
Glove - The Choose File | No file chosen
: Rp [shipping v |
2a] original Yellow 20 Pair Rp 500.000 Rp 0 10.000.000 Shipping ~
Mechanix Wear
Original/safety Invoice
love - The
olov ! Rp .
8 Original Yellow 20 pair Rp 600.000 Rp0 12.000.000 Choose File | No file chosen
Mechanix Wear —
Shipping
Delivered R
Sub Total Rp22.000.000  Tax Receipt
Tax 10% .
= Rp 2.200.000 Choose File | No file chosen
Discount Rp 0
Total Rp 24.200.000

@ Back to PO List

< Create PDF

Payment Receipt

Choose File | No file chosen




asta Manage Purchase Order (PO)

ONC-STOP PROCURCMENT SOLUTION

—

Invoice

Choose File | No file chosen

If admin has change the item status to

delivered (signifies that Asta already

Tax Receipt
receive and check the item), you can " TexReceptpdt
Na file chosen
upload the invoice and tax receipt file.
If you don’t have official invoice, you can Generate Auto Invoice
Logo
make it with Generate Auto Invoice [Croose Fie o e chosen
feature that we provide by: mn:e
a. Fill the required Invoice data. mepm
b. Set the payment due date as agreed. "‘":Mgm
C. Click Generate Invoice button to create Due Dace
ddimmiyyyy o
the file. Bonk
e

Generate File Result
Empty




11.

12.

13.

14.

ONC-STOP PROCURCMENT SOLUTION

asta Manage Purchase Order (PO)

—

You can download the Purchase Order in pdf

file.

Check the payment status in Email or

Notification.

You can download Payment Receipt from Asta

in pdf file.

The transaction will be Completed if Asta

receive the item and you receive the payment.

Glove - The Original
Yellow Mechanix

Price

Rp 500.000

Status

Delivery Receipt

* Delivery Receipt.pdf

Glove - The Original
Yellow Mechanix

Rp 600.000

Q@ Back to PO List

& Create PDF

T:;WD 000 Completed
B Choose File | No file chosen
Rp .
12.000.000 Completed Invoice
Choose File | No file chosen
Sub Total Rp22.000.000
Tax 10% Rp 2.200.000 Tax Receipt
Discount Rp 0 * Tax Receipt.pdf
Total Rp 24.200.000 Choose File | No file chosen

Payment Receipt

* Payment-Receipt.png

Choose File | No file chosen

() Dashboard

>

El] All Inquiries

A

D My Quotations

My Notifications

‘ The payment PO.2022 10054207 is completed. Please check your email for the details.

23 Mar 2022 04:59- A

‘ Please prepare PO 2022 10054807 the item for shipping and complete the required

23 Mar 2022 04:05 - A




5. Report Monitoring

(Account login required)




asta Report Monitoring

ONC-STOP PROCURCMENT SOLUTION

—

Open Quotation Report menu.

You can see and download the statistic report of your Quotation in csv file.

g (11) 2.
@ Astacipta v “I| Guide & Support | [2] Hi, supplier asta

QUOTATION REPORT
(%) Dashboard
A A
|22 Feb 2022 - 23 Mar 2022 | Export CSV &3
f1 Allinquiries
AL e
D My Quotations 1 ° [ Get Purchase Order [ | Approved
\ J 1.0
Approved 0.9
& My Purchase Order e
0.7
Quotation Report 1 0 ® 0.6
05
Get Purchase Order Cancelled 0.4
" Purchase Order Report 0.3
\ J 0.2
0.1
(@ Company Legality 5
A A 22 Mar 2022 23 Mar 2022
My Inbox
A s

Notifications
m Quotation Number Submitted Approved Get Purchase Order Cancelled Status

Q8.2022.10054778 22 Mar 2022 22 Mar 2022 23 Mar 2022 PO Sent

© Addresses QS.2022.10054815 23 Mar 2022 23 Mar 2022 Approve
S) Account Details
—

AN




3.
4.

asta

uuuuuuuuuuuuuuuu

- Report Monitoring

Open Purchase Order Report menu.

You can see and download the statistic report of your Purchase Order in csv file.

(11)
t"‘l Guide & Support | [2] Hi, supplier asta

@ Astacipta

A

() Dashboard

PURCHASE ORDER REPORT

A

f] Allinquiries

N

[y My Quotations

N\

¢{J My Purchase Order

» Quotation Report

» Purchase Order Report

A

(@ Company Legality

N

& My Inbox

h

Q Notifications 0

© Addresses

f

) Account Details

AL

22 Feb 2022 - 23 Mar 2022 |

0 o 0

Processing Shipping

Completed

0 ®

Cancelled
Processing
cq
“ RpoO
Completed

10 o
0.9
0.8
0.7
06
0.5
04
0.3
0.2
0.1

0

23 Mar 2022

25M

20M

15M

[/ completed

[ completed

Export CSV &

o




asta

ONE-STOP PROCUREMENT SOLUTION

—

6. Inbox

(Account login required)




asta Inbox

—

10054815

QS.2022.

[(?) Dashboard lv
Log in to your account. o i

My Quotations J Request Safety Glove

Request hand glove Quotation Created

QS.2022.10054778

CI iCk menu My I n bOX. {? My Purchase Order Q5.2021.10051536

RFQ/ — Extension RA usage permit

L " Quotation Report

CIiCk the QUOtat. ~ ase Order ReportJ

Chat bOX. @ Company Legality ‘
B My lnbox

Click chat box to open the 0 Norfcations @

22 Mar 2022

conversation and send a

message to admin.
Request Safety Glove

PO Sent

In the inbox details, type your

message in the box provided.

See Detail




