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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.

e ( Q
ePRO  (©) s
Systemize & automate the Club’s RFQ events Improve the efficiency and governance
EPRO based on best on a centralized e-platform associated with the RFQ workflow
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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
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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

Closing time
Launch Date passed for all
2 July 2024 Email invitations

Type of Before EPRO Launch Initial Launch Period Launch
Submission (Email and EPRO will run in Concurrent) (Current Process Phase Out)

Jun

Periodic RFQ

A

e 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

Quote From TR 00000027, TR will close on 28/06/2024 23:30:00

Dear Supplier,

‘We are pleased to invite your Company to guote for the items in the encdlosed guotation Excel form, please submit your guotation on or before the
closing date and time specified.

Please observe the following during quotation preparation:

* Provide quotes with unit rates according to “Cuote Size” in column Hin the guotation Excel form.

+ | there is minimum order guantity requirement, please indicate in the “IinQty" column, do not leave any blank cells, and do not enter 0 under
this column {column K)

# [ thare is no quote for an item, please keep “Price” column a5 0.00, do not l2ave any blank cells under this calumn {column 1)

* Quote according to product descriptions, pay attention to size / specifications, origin, brand, etc.

+ Alternative product proposals are welcomed, please send information by email to our buyers separately; do not add items to the guotation
Excel form

+ Do not unprotect the Excel quotation form, keep it as is (jg name, format, File Protection), any alternation will result in rejection during
submission|

Please observe the followings during quotation submission:

+  Submit the quotation only through EPRO Website: https://epro.hkic.com/supplier/periodicrfg.htm

+ Do not submit guotation by email or other means to any HKIC personnel, which will result in disqualification of your submission
* The maximum acceptable size of your submission is 1024ME {including fee and technical submission).

+  Late submission will not be considered

Your offer should be subject to the following standard terms and conditions:

+ Quoted prices remain valid within the quotation validity period stated on the guatation Excel form

+  The Club is not bound to accept the lowest or any guotation. Unless otherwise stated, the Club can accept all or any part of the offer

*+  Purchase Orders will be the form of award and the supply and deliveries are subject to the terms and conditions outlined in the Purchase
Order.

Please contact our buyers for enquiries. We look forward to receiving your quotation.

& Reply all
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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

The Hong Kong Jockey Club

RIDING HIGH TOGETHER

@ E-Tendering System CR456-1

EPRO Website (QA) > Supplier > Periodic RFQ Exercise

Upload your Verify your Verify your )
dentiy Quotaton Fom Compltion

Welcome to EPRO Website
= =E/%/Eng

Quotation Form

~ | Choose File |No file chosen

~1 | confirm and accept the EPRO Website Terms of Use
and Privacy Policy Statement.

&

Smart Prgcuremept
Frmpowering Your Business Sustainablily

<

The Hong Kong Jockey Club

RIDING HIGH TOGETHER

@ E-Tendering System CR456-1

EPRO#EIL(QA) > HFER > MIFBE

¥ B EPRO Website
—— S5/%/Eng

HEFE
Choose File |No file chosen

FSmart Procurement

css Sustarabilily

» 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

Upload your Verify your Verify your .
: . : : Completion
quotation form identity Quotation Form P
* Required Field
Verify your identity

Select your email * @ ermeog@h* bus.hkjc.org.hk
address
Retype your email * ‘eprosupOZQ@hq.bus.hkjc.o‘

address to verify

Confirm Email Address and Request One-Time Password m

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

@ E-Tendering System CRA56- qcepro.corpqc.hkjc.com:19443 says

Your One-Time Password has been sent to your
eprosup029@hq.bus.hkjc.org.hk.

EPRO Website (QA) > Supplier > Periodic RFQ Exer¢

Processing ... Please wait.

» Click <OK>
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Respond to Periodic RFQ

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

EPRO Website: One-Time Password (OTP)

Q qctepro_service
Today. 6:04 PM

eprosup029 ¥

Dear Sir/Madam,

‘Your One-Time Password (OTP) to complete your submission i4891-2318910This OTP will expire upon use,

Faor any further information or enquiries, please contact our Helpdesk by send us an email at HKIC@e-tendering.com.

System Login URL: https://qeepro.qeew.com: 19443 findex.aspx

Yours sincerely,
The Hong Kong Jockey Club

Web : https://www.hkjc.com/home/english/indexaspx

This email was generated automatically by the system. Please do not reply to this message.

» Type the OTP (10 minutes validity) or click <Resend OTP> if the above email is not received
Upload Veri Veri :
* Required Field

In order to verify your identity, enter the One-Time Password (OTP) that was sent to e********9@h*.bus.hkjc.org.hk
One-Time Password ~ *} 891 - :]I
Resend OTP (23) [ cancel |

» 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)

Upload your Verify your Verify your !
Quotation Form Completion

* Required Field
Verify your Quotation Form

Before submitting, we kindly ask you to review and confirm the fellowing detail:

Periodic RFQ Information

Template No. TR 00000027202406282330
Quotation Number Q00136198
Issue Date 2024/06/18 (Tue) 1645

Closing Date & Time 2024/06/28 (Fri) 23:30

Final Closing Date & 2024/06/28 (Fri) 23:30
Time

Please verify if the above details are correct:
Additional Documents

[ File Name ] [ File Size ]

[ Description ]
[] | Choose File | No file chosen
[] | Choose File | No file chosen

Levecc | unchock an | ore e

(Please tick the checkbox for adding or untick the checkbox for removing the file(s).)

Yes, proceed with submitting the offer | No, discard the operation

» 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

Upload your Verify your Verify your ,
Quotation Form Completion

Thankyou for submitting the filled quotation form. Your submission has been sucessfully received.

Periodic RFQ Information

Template No. TR 00000027202406282330
Quotation Number Q00135198
Issue Date 2024/06/18 (Tue) 16:46

Closing Date & Time 2024/06/28 (Fn) 23:30

Final Closing Date & 2024/06/28 (Fri) 23:30
Time

Submission Information

Submission Reference TR 00000027202406282330/7520
Submitted By eprosupl29@hg.bus.hkjc.org hk
Submission Start Time 2024/06/18 18:04 HKT (GMT+08:00)
Submission End Time 2024/06/18 18:13 HKT (GMT+08:00)

Complete and Close
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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.

Submission of Periodic RFQ(TR 00000027202406282330 - Periodic RFQ Exercise)

gctepro_service
T 614 PM

oday, 6:

eprosupl2g %

Dear Sir/Madam,
Your submission was transmitted.
Submission Date: 2024,/06/18 18:13 HKT (GMT+08:00)

Pericdic Request for Quotation Information

Reference No.: TR 00000027202406282330
Title: Periodic RFC Exercise

If you have any questions, please contact our buyers for enquires.

System Login URL: hitps://gcepro.qcew.com: 19445/ /index.aspx

Yours sincerely,
The Hong Kong Jockey Club

Web : https://fwww.hkjc.com/home/english/index.aspx

This email was generated automatically by the system. Please do not reply to this message.
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Common Error when Supplier uploads the Quotation File
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Common Error

» Missing quotation file

@ E-Tendering System CR456- gcepro.corpqc.hkjc.com:19443 says
ERROR: Missing quotation file.

EPRO Website (QA) > Supplier > Periodic RFQ Exerc

ockey Club

» Have not accept the Terms and Privacy Policy Statement

@ E-Tendering System CR456- qcepro.corpqc.hkjc.com:19443 says

Please tick here to indicate you have read and agree to the terms
presented in theEPRO Website (QA)Terms of Use and Privacy Policy

Statement.

EPRO Website (QA) > Supplier > Periodic RFQ Exerc

ockey Club

A
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Common Error

» File name does not contain the quotation number

j

The Hong Kong Jockey Club

RIDING HIGH TOGETHER

4
|
|
&k
.
7

E-Tendering System CR456-1

EPRO Website (QA) > Supplier > Periodic RFQ Exercise

Please correct the following error:

* Invalid Quotation Number

» Wrong file format

|
1
4
e

4

The Hong Kong Jockey Club

RIDING HIGH TOGETHER

E-Tendering System CR456-1

EPRO Website (QA) > Supplier > Periodic RFQ Exercise

Please carrect the following error:

* 500 Internal server error (error)
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Common Error

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

EPRO Website (QA) > Supplier > Required Field

Verify your
Quotation Form

Verify your
identity

Upload your
quotation form

* Required Field
Verify your Quotation Form

\We have identified error(s) in your guctation form. Please review and correct the following error(s) before resubmitting the Quotation Form.
Invalid File. Please upload a valid guotation form

Completion

Incomplete Quotation Form. Please ensure that the Original Price (Column I, Cell I7) is not left empty or blank
® [ncomplete Quotation Form. Please ensure that the Min Qty (Column K, Cell K77} is not left empty or blank

» Excel File Blank or empty cell (File Format: Quote Export/Import Template)

E-Tendering System CR456-1 @ The Hong Kong Jockey Club
RIDING HIGH TOGETHER

EPRO Website (QA) > Supplier > Required Field

Upload your Verify your Verify your .
quotation form identity Quotation Form R
* Required Field

We have identified error(s) in your quotation form. Please review and correct the following errar(s) before resubmitting the Quotation Form.
Invalid File. Please upload a valid quotation form

Incomplete Quotation Form. Please ensure that the Discount % (Column J, Cell J7) ) is zero 'O
* Incomplete Quotation Form. Please ensure that the Lead Time (Column M, Cell M7} ) is zero "0’

s Incomplete Quotation Form. Please ensure that the Supplier Product Code (Column N, Cell N7) is left empty or blank
e« Incomplete Quotation Form. Please ensure that the Supplier Product Description (Column O, Cell O7) is left empty or blank
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Common Error

» Late Submission

E-Tendering System CR456-1

EPRO Website (QA) > Supplier > Periodic RFQ Exercise

The Hong Kong Jockey Club

RIDING HIGH TOGETHER

Please correct the following error:

» The Closing Time is over. Late submission is not accepted.

» Expired Quote Submission

EPRO Website (QA) > Supplier > Periodic RFQ Exercise

Please correct the following error:

* (Cuctation Form Expired. The closing date for submitting quetations has already passed
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Keynotes for Periodic RFQ Submission

» Please Access EPRO with Chrome or Edge browser
& e
» 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.

Helpdesk

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

SUPPOR

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

HKIC SUPPLIER NETWORK

For system usage & operation enquiries,
Welcome to HKJC Supplier Network Suppliers could contact ePRO helpdesk via

Email: eproenquiry@hkjc.org.hk

I |

SUPPLIER PORTAL ..o v

10 Sugcies o 8 rer bty e bimed

—

NEE——— The purpose of
5 e 100 3 0 e you 2 P fommaton Bt
[T ——

©  Answers to Frequently Asked Questions (FAQ)
*  E-PRO Login Page X00000000000000K

®  HKIC contact at XXXXXXXXXXXX for any assistance for
accessing E-PRO or responding to the sourcing request
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https://suppliernetwork.hkjc.com/e-pro.aspx
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Frequently Asked Questions
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FAQ

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

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

[FE26 G HAIELFFKFH RIDING HIGH TOGETHER FOR A BETTER FUTURE CONFIDENTIAL 24



The End
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