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Supplier Registration 

• SMA will invite the existing supplier to register in HKJC Supplier Portal. 

 

• Supplier will receive the email from HKJC for the registration process. The 

email will have a link with the detailed instruction for Supplier to complete the 

registration process. 

 

• Supplier’s are required to complete the registration form by entering all the 

necessary registration information and provide the required supporting 

documents. 
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Supplier Registration 

List of Information that the Supplier need to complete at the time 

of registration:  

• Address 

 

• Contact 

 

• Associate the address to the contact 

 

• Contact purpose (PO / RFQ / Payment). Please note that each address must 

have exactly three Contact Purpose and only one Contact for each Purpose. 

 

• All Supplier need to fill the “Business Details” region and details in “Conflict of 

Interest” region as applicable. 
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Supplier Registration 

List of Information that the Supplier need to complete at the time 

of registration:  

• Property R&M Suppliers need to fill the details in the “For Construction / 

Facility Management Companies” region. 

 

• F&B Suppliers need to fill the details in the “For Food & Beverages 

Companies” region. 

 

• Optionally, Suppliers can select the Product & Services they are suppose to 

supply to HKJC. 

 

• Optionally, Suppliers can enter their bank details. 
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Supplier Registration 

Click here to start the Registration 

1 
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Supplier Registration 

Click here to respond 

against invitation  

2 
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Supplier Registration 

Click “Next” to proceed 

to next step 

4 

Enter fields below and all fields 

start with * are mandatory 

3 
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Supplier Registration 

Click here to update 

your address 

5 

This is system generated 

default address 
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Supplier Registration 

Enter fields below and all fields 

start with * are mandatory 
6 

Click here to perform the 

next step for address 

update 

7 

Note:  

Purchasing Address: Checking this enables the 

address to use as a delivery address for PO. 

 

Payment Address: Checking this enables the 

address to use for invoice related information.  
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Supplier Registration 

Click here to update 

Contact Person 

8 
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Supplier Registration 

Enter fields below and all fields start with 

* are mandatory 
9 

Click here to associate this 

contact to an existing address 

10 
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Supplier Registration 

Click here to indicate 

contact purpose 

12 Attach Address 

11 
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Supplier Registration 

Enter Contact Purpose 

13 

Click “Apply” to save 

your record and 

proceed for next step 

14 

Note: Please note that each address must have 

exactly three contact purpose and only one contact 

for each purpose.  



16 

Supplier Registration 

Click here to add the types of 

Product and Services your 

company is offering to HKJC  

15 

Note: You can provide up to 3 levels of Products 

and Services Classification.  

 

Products and Services are UNSPSC code to 

identify what product and services you are offering 

to HKJC. 
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Supplier Registration 

Click here if your 

company is providing 

‘Mineral and Textile’ 

16 
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Supplier Registration 

Click here if your 2nd 

level is ‘Minerals and 

ores and metals’ 

17 

Click here if your 3rd 

level is ‘Minerals’ 

18 

Click “Apply” to add ‘Products 

and Services’ selection 

19 
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Supplier Registration 

Click here to add the 

banking details 

20 

Addition of Products and Services 
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Supplier Registration 

Enter fields below and all fields 

start with * are mandatory 

Click here to save the 

entered record and 

proceed for next step 

22 

21 



21 

Supplier Registration 

Click here to proceed 

for next step 

23 
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Supplier Registration 

24 

25 

Enter fields below and all fields 

start with * are mandatory 

Click here to proceed for 

Supplier Declaration Step 
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Supplier Registration 

Click here to submit the 

registration request 

29 

Check here to accept Terms and 

Conditions governed by HKJC  

26 

Check here to acknowledge Supplier 

Sustainability Guidelines  

Check here to acknowledge Food and 

Beverage Receiving Standards and 

Food Safety Guidelines  

27 

28 

Supplier Declaration Page 
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Supplier Registration 

Return to Index 
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Supplier Profile Management 

• HKJC Supplier Portal allows Supplier to maintain their profiles such as 

address information, names of the main contacts, business classification, 

banking details, and products and services offered. 

• Any modification done by the Supplier will be send over to SMA for 

approval. The changes will be reflected in the supplier master once the 

SMA has approved the changes. 
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Supplier Profile Management 

1 

Note: You might not have access of both “iSupplier 

Portal Full Access” and “Sourcing Supplier” link 

Click on ‘iSupplier Portal Full 

Access’ link to go to HKJC 

Supplier Portal Home Page 



28 

Supplier Profile Management 

Click “Admin” Tab 

2 
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Supplier Profile Management 

 Update Supplier Profile: 

Click here to update your 

company information 

3 
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Supplier Profile Management 

 Update Supplier Profile: 

Update the required 

information below 

Click here to 

save your record 

4 

5 
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Supplier Profile Management 

 Create New Address: 

3 

Click here to add your 

company new address 
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Supplier Profile Management 

 Create New Address: 

Click here to create 

a new address 

4 
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Supplier Profile Management 

 Create New Address: 

Enter fields below and all fields 

start with * are mandatory 
5 

7 

Click here if you are going to use this 

address for Purchasing and Payment 

purpose both 

6 

Click here to 

save your record 
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Supplier Profile Management 

 Update Address: 

3 
Click here to update your 

company existing address 



35 

Supplier Profile Management 

 Update Address: 

Click here to update 

this address 

4 
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Supplier Profile Management 

 Update Address: 

Update required field(s) 5 

6 

Click here to 

save your record 
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Supplier Profile Management 

 Create Contact: 

3 

Click here to create your 

company new contact member 
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Supplier Profile Management 

 Create Contact: 

Click here to add new 

contact member 

4 
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Supplier Profile Management 

 Create Contact: 

5 

6 

Enter fields below and all fields 

start with * are mandatory 

Click here to 

save your record 
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Supplier Profile Management 

 Create Contact: 

Click here to link this 

contact to a address 

7 
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Supplier Profile Management 

 Create Contact: 

Click here 

8 

Select address 

from List of Values 
9 
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Supplier Profile Management 

 Create Contact: 

Click here to enter 

contact purpose 

10 

Enter Contact Purpose 

11 
12 

Note: You have to define only one active supplier 

contact for each type of contact purpose for a given 

address. 

Click here to 

save your record 
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Supplier Profile Management 

 Create Contact: 

13 

Click here to 

save your record 
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Supplier Profile Management 

 Update Contact: 

3 

Click here to update your 

company existing contact 
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Supplier Profile Management 

 Update Contact: 

Click here to update the 

details of this contact 

4 
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Supplier Profile Management 

 Update Contact: 

Update required field(s) 5 

6 

Click here to 

save your record 
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Supplier Profile Management 

 Manage Business Classification: 

3 

Click here to manage your 

business classifications 
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Supplier Profile Management 

 Manage Business Classification: 

Check the box for all 

classification that apply to 

your company 

4 

Note: Un -Check the box to remove a business 

classification 
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Supplier Profile Management 

 Add New Product & Services: 

3 

Click here to add your 

company new product and 

services offerings to HKJC 
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Supplier Profile Management 

 Add Product & Services: 

Click here to add new 

Product and Services 

4 
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Supplier Profile Management 

 Add Product & Services: 

Click here if your 1st level of product 

and services is ‘Resin and Rosin and 

Rubber and Foam and Film and 

Elastomeric Materials 

5 
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Supplier Profile Management 

 Add Product & Services: 

Click here if your 2nd level 

of product and services is 

‘Rubber and elastomers’ 

6 

Check here of your 3rd level of 

product and services is ‘Elastomers’ 

7 

Click here to save 

your record 
8 
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Supplier Profile Management 

 Add Product & Services: 
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Supplier Profile Management 

 Remove Product & Services: 

3 

Click here to remove your 

company existing product and 

services offerings to HKJC 
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Supplier Profile Management 

 Remove Product & Services: 

Select the existing ‘Product 

and Services’ which need to 

be removed 

5 

6 

Click here to remove 

the selected record 
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Supplier Profile Management 

 Remove Product & Services: 
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Supplier Profile Management 

 Add New Bank Account: 

3 

Click here to add new bank 

account of your company with 

HKJC 
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Supplier Profile Management 

 Add New Bank Account: 

Click here to add 

new bank account 

4 
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Supplier Profile Management 

 Add New Bank Account: 

Click here to save 

your record 

5 

6 

Enter fields below and all fields 

start with * are mandatory 
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Supplier Profile Management 

 Add New Bank Account: 

New Bank details with ‘New’ 

Status 

Confirmation Message 



61 

Supplier Profile Management 

 Update Existing Bank Account: 

3 

Click here to update your 

company existing bank account 

with HKJC 
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Supplier Profile Management 

 Update Existing Bank Account: 

Click here to update 

selected bank account 

4 
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Supplier Profile Management 

 Update Existing Bank Account: 

Update required field(s) 

Click here to 

save your record 

5 

6 
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Supplier Profile Management 

 Update Existing Bank Account: 
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Supplier Profile Management 

 Manage Payment & Invoicing: 

3 

Click here to manage your 

company payment & Invoicing 

information 
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Supplier Profile Management 

 Manage Payment & Invoicing: 

Enter Address Name or Leave 

Blank and Click ‘Go’ 

4 
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Supplier Profile Management 

 Manage Payment & Invoicing: 

Add / Update required field(s) 

Click here to save 

your record 

5 

6 



68 

Supplier Profile Management 

 Manage Payment & Invoicing: 
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Supplier Profile Management 

Exercise: 

1. Manage Profile 

I. Login to HKJC Supplier Portal 

II. Navigate to Supplier Portal > Admin 

 Update fields in the Organization and Save 

 Create new Address and Save 

 Update existing Address and Save 

 Create new Contact, assign Contact Purpose and Save 

 Update existing Contact and Save 

 Enable new Business Classification and Save 

 Disable existing Business Classification and Save 

 Add new Product & Services and Save 

 Remove existing Product & Services and Save 

 Add new Bank Details and Save 

 Update existing Bank Details and Save 

 Make changes in Payment & Invoicing section and Save 

 

 

 

 

 

 

 

 

 

 

 

 

Return to Index 
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Abbreviations 
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Abbreviations 

Return to Index 

HKJC The Hong Kong Jockey Club 

PO Purchase Order 

RFQ Request for Quotation 

SMA Supplier Management Administrator 


