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Training Agenda

► Introduction to EPRO

► Walkthrough of EPRO Periodic F&B RFQ Submission Process

► Change Impact & Rollout Timeline for F&B Periodic RFQ Submission

► System Demonstration

► Rollout Support
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Introduction to EPRO
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Introduction to EPRO – HKJC e-Tendering System

Background & Objective
The e-Tendering System, E-Procurement (“EPRO”) will be implemented for Periodic RFQ on 2 July 2024 in order to achieve the below benefits.

Improve the efficiency and governance 

associated with the RFQ workflow

Systemize & automate the Club’s RFQ events 

based on best on a centralized e-platformEPRO 

Background & Objective
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EPRO Periodic RFQ Submission Process
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EPRO Periodic RFQ Submission Process

Supplier will 
receive email 
notification of the 
RFQ

Prepare the RFQ 
response by filling 
in the Quotation 
template (Excel 
file)

Navigate to HKJC 
EPRO system to 
upload RFQ 
Submission

System will 
provide a Receipt 
for successful 
Submissions
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EPRO Implementation Timeline

Type of 
Submission

Before EPRO Launch Initial Launch Period 
(Email and EPRO will run in Concurrent)

Launch
(Current Process Phase Out)

Periodic RFQ

Launch Date
2 July 2024

Submission Method – By Email – all invitations on or before 28 June

Jun

Submission Method – By EPRO – all invitation after 2 July

Closing time 
passed for all 

Email invitations

• Periodic RFQ issued on or after July 2, 2024 will need to be uploaded via EPRO

• Periodic RFQ issued on or before June 28, 2024 will still be submitted via email mailbox.

• Both email and EPRO submission methods will be running concurrently July. Please follow the 
instructions in the email and contact the buyer closely to prevent hiccups.
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Respond to Periodic RFQ

► Invited suppliers will receive an email with the quotation Excel template
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Respond to Periodic RFQ

► Supplier to download and fill in the quotation Excel

► Go to the website stated on the invitation email and choose the language

► Click <Choose File> to upload the filled quotation Excel *** File Name should be same as original invitation file

► Read & Accept the Terms and Privacy Policy Statement

► Click <Continue>
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Respond to Periodic RFQ

► Select your email address and retype the email address (full address is masked for confidentiality)

*** If HKJC buyer has forwarded the invitation email to other email addresses of your company, there will be 
multiple email addresses available to be selected here

► Click <Confirm Email Address and Request One-Time Password>

► Click <OK>
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Respond to Periodic RFQ

► An One-Time Password (OTP) will be sent to the selected email address

► Type the OTP (10 minutes validity) or click <Resend OTP> if the above email is not received

► Click <Confirm>
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Respond to Periodic RFQ

► Verify the details in the following page

► Provide additional documents according to the instructions of HKJC Buyer (e.g. product specs, Certificates, Pictures)

► Click <Yes, proceed with submitting the offer> to confirm the submission
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Respond to Periodic RFQ

► System Completion will be shown if your upload is successful.

► Periodic RFQ Submission Information – Reference, Submission Time will be shown.

► Click <Complete and Close> to exit the page
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Respond to Periodic RFQ

► Supplier will receive an email notification upon successful submission, please check in your “Junk” 
mailbox if you have not received it. 
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Common Error when Supplier uploads the Quotation File
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Common Error

► Missing quotation file

► Have not accept the Terms and Privacy Policy Statement
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Common Error

► File name does not contain the quotation number

► Wrong file format
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Common Error

► Excel File Blank or empty cell (File Format: Tender Request Upload Template for CAMMS)

► Excel File Blank or empty cell (File Format: Quote Export/Import Template) 
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Common Error

► Late Submission

► Expired Quote Submission
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Keynotes for Periodic RFQ Submission

►Please Access EPRO with Chrome or Edge browser

►For Periodic RFQ, there is no need for supplier registration

►One-Time Password (OTP) has a validity period of 10 minutes

►Keep the filename of the quotation excel file and do not edit the filename

►You can re-upload the submission but only the LAST submission will be 
captured

►System has a hard deadline on the closing date & time. Please allow 
sufficient time for uploading your submissions
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Post Go-Live Support

Below post go-live support tools will be provided to enable the Club’s user and supplier adoption to the EPRO system.

Supplier Network
https://suppliernetwork.hkjc.com/e-pro.aspx

The HKJC Supplier Network will be 
updated to include an “EPRO” section, 
where suppliers can access to log in to 
EPRO, search for relevant contacts and 
receive guidance from training manuals 
and FAQs.

Helpdesk

The EPRO helpdesk will be launched after 
the initial launch date to handle enquiries 
received from suppliers.

For system usage & operation enquiries, 
Suppliers could contact ePRO helpdesk via

Email: eproenquiry@hkjc.org.hk

For EOI, RFQ and RFT specific enquiries, 
suppliers would directly contact the 
subject buyer.

https://suppliernetwork.hkjc.com/e-pro.aspx
mailto:eproenquiry@hkjc.org.hk
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Frequently Asked Questions
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FAQ

Q : Do I need to register ePRO account for submission of periodic RFQ? 

A : For the information covered in this training – Periodic RFQ, registration of account is not needed. 
Please consult HKJC buyer if you are not sure what type of RFQ you are submitting.

Q : Do email invitation only sent to 1 email address per supplier? How can I submit periodic RFQ if my 
responsible staff is on leave or resigned?

A : Yes, only 1 email address per supplier will receive the invitation email. In any cases that the 
responsible staff is not available, please contact responsible buyer to forward the email to your another 
staff and change the contact record in our system.

Q : Can I revise my submitted quotation?

A : Yes, the process is the same as the original submission. System will only keep the latest submitted 
version. Please be reminded to upload the other supporting documents again, otherwise they not be kept 
in the system.
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FAQ

Q : If we do not have the requested items or the spec is not exactly the same as requested in the RFQ, do 
we still need to submit the quotation?

A : If actual product specifications are not matched per the request on the Periodic RFQ, please do not 
input the quote in the Periodic RFQ. Instead, please inform Buyer separately for consideration and update.

Q : Can I view my submitted quotation for periodic RFQ?

A : Currently, suppliers are not allowed to download the previous submitted quotation. If you are uncertain 
about the quotation submitted, you may re-submit again. 

Q : If I have some remarks / additional information which cannot be reflected on the Excel template, do I 
have a field to input when I submit the quotation?

A:  There is no remarks field for supplier during the submission process. You may include them in the 
additional documents instead. 
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The End


