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PTT Vendor Management System 
 PTT Vendor Management (PTTVM) is a system developed by PTT Public Company Limited (PTT) to assist and 

support vendors. It enhances communication channels and provides access to information regarding PTT's 
procurement processes for vendors who have or haven't previously transacted with PTT. This system allows 
companies that have conducted business with PTT to update their products, services, or company information. 
Additionally, it enables vendors to receive notifications for attending procurement events, track the status of 
contracts with PTT, proceed with contract formalities, and review performance assessment results. 

If you're a vendor from a subsidiary of the PTT Group, you can create an anonymous power of attorney 
document to submit bidder qualification documents online through the PTTVM system. For general vendors, 
registration is open to access the system, provide information on products and services, and promote their 
companies." 
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1. System Registration 

 This is a registration screen for vendors who have transacted or have never transacted with the PTT firm. 
Once the vendor has finished the request submission, The system determines if there is a duplicate national 
identity number or juristic person registration number in the system with other vendors. If the PTT admin does not 
accept and returns the request to the vendor on many occasions, The registration process can be carried out as 
follows. 
 

 
  How to register for PTT Vendor Management  
 
        To register for the PTT Vendor Management, vendor must login from the https://procurement.pttplc.com 
website and press the "Register" button. 
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  Example of the login screen 

 

 
The registration process categorizes vendor into 3 types: 

1.1 Registration for Individual 

 
  Example of registration screen for Individual type General information section 
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  Example of registration screen for Individual type The address according to the Passport. 
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  Example Registration screen for Individual type Important Document Files Section 
 
Specifying the vendor information as follows (The field with * is mandatory and cannot be blank.) 

Field Description 
General Info 
Register Country * Enter the country information where the vendor is registered, and the system 

shows as an option, choose as follows: 

• Domestic 

• International 
Vendor Type * Enter the vendor type information, and the system shows as a drop down list, 

choose as follows: 

• Ordinary Person 

• Juristic 

• Other / No Tax Identification Number 
Vendor Name * Enter the vendor's name information in English.  
Vendor Code Enter the vendor ID information in the PO/contract that has transacted with PTT. 
Telephone. * Enter your phone number  
Mobile Phone Enter your mobile phone number 
Fax Number Enter fax number information 
Website Enter Website Information  
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Field Description 
Address by Passport 
Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 
Contactable Address 
Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 
Important Document Files 
File Type * Enter document file type information. 

• Copy of Passport 
Important File * Enter important document file information The conditions for attaching the 

document file are as follows: 

• .jpg, .jpeg, .png, .pdf files only. 

• 1 file up to 10 MB. 

• All documents attached must be duly signed by the authorized person 
and stamped (if any). 

Main Contact (at least 1 person) 
First name * Enter your first name as requirement information, cannot be empty. 
Last name * Enter your last name as requirement information, cannot be empty. 
Mobile phone * Enter your mobile phone number as requirement information, cannot be empty. 
Telephone Enter your contact phone number. 
E-mail * Enter your email using to log in and for contact with PTT, cannot be empty. 
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 Vendors should accept the Terms and Conditions of the PTTVM system subscription and the Privacy 
Policy (PDPA) before registration.  Vendors can click the links to read more details. 
 

1.2 Registration for Juristic (For Thai Vendors) 
A company registered in Thailand is required to input a 13-digit VAT registration number and press a 

button to retrieve vendor information from the Department of Business Development (DBD). 

 
  Example of Registration Screen for Registration for Juristic: General Information Section 
 
If the VAT Registration No. is not provided, a popup message will appear stating "Invalid VAT Registration No." 
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  Example of Registration Screen for Registration for Juristic: Popup Requesting VAT Registration No. 
 
If no business registration information is found with the Department of Business Development, a popup message 
will appear allowing the user to either: 

• Press the "Continue" button to manually input the information. 
• Press the "Close" button to input a new VAT Registration No. 

 
  Example of Registration Screen for Juristic: Popup Indicating No Business Registration Found with DBD 
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  Example of Registration Screen for Juristic: After Pressing the Continue Button 
 
If a duplicate corporate registration number is entered into the system, a popup message will appear notifying the 
user of duplicate registration. 

 
  Example of Registration Screen for Juristic: Popup Notifying Duplicate Registration 
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If a correct 13-digit VAT registration no. with DBD business registration information is provided, a popup message 
will confirm successful data retrieval and display the vendor’s general information. 

 
  Example of Registration Screen for Juristic: Popup Confirming Successful Data Retrieval 
 
Registered Address/Business Address Section If users wish to retrieve registered address information from the 

Department of Business Development system, they can press a button   to fetch the address data.  
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  Example of Registration Screen for juristic: Registered Business Address Section 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 15 of 215 PTT Vendor Management System 

 
  Example of Registration Screen for juristic: Registered Business Address Section After Data Retrieval from DBD 
 
Company documents Section. If users wish to retrieve company documents files from the Department of Business 

Development system, they can press a button  to fetch the document files.  



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 16 of 215 PTT Vendor Management System 

 
  Example of Registration Screen for juristic: Company documents Section 
 
Users can select the desired files and press the "UPLOAD" button to use the files. 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 17 of 215 PTT Vendor Management System 

 
  Example of Registration Screen for juristic: Company documents  Section After Data Retrieval from DBD 
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  Example of Registration Screen for juristic: Company documents Section Displaying Retrieved Documents 
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  Example of registration screen for juristic: Employee or contact information section 
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Specifying the vendor information as follows (The field with * is mandatory and cannot be blank.) 
Field Description 

General Info 
Register Country * Enter the country information where the vendor is registered, and the system 

shows as an option, choose as follows: 

• Domestic 

• International 
Vendor Type * Enter the vendor type information, the system will show it as a dropdown list, 

choose as follows: 

• Ordinary Person 

• Juristic Person 

• Other / No Tax ID No. 
VAT Registration No * Enter your VAT registration number. 
Registration type (TH) * Enter your Thai registration type. The system will display a drop-down list with 

the following options: 

• บรษิัทจ ำกดั 

• บรษิัทมหำชนจ ำกดั 

• หำ้งหุน้ส่วนจ ำกดั 

• หำ้งหุน้ส่วนสำมญันิติบคุค 

• อื่นๆ 
Title name (TH) * Enter your Thai title name. The system will display a drop-down list with the 

following options: 

• บรษิัท/EN 

• หำ้งหุน้ส่วนจ ำกดั/EN 

• หำ้งหุน้ส่วนสำมญันิติบคุคล/EN 

• Other 
Vendor name TH * Enter your vendor's name information in Thai. 
Postscript (TH) * Enter the Postscript information. The system will display a drop-down list with 

the following options: 

• จ ำกดั 

• จ ำกดั (มหำชน) 
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Field Description 
Registered capital (Baht) * Enter the registered capital information.  
Vendor Name (EN) * Enter the vendor's name information in English.  
Vendor Code Enter the vendor ID information in the PO/contract that has transacted with PTT. 
Telephone* Enter your phone number  
Mobile Phone Enter your mobile phone number 
Fax Number Enter fax number information 
Website Enter Website Information  
Registered Address 
Branch office 
 

Enter branch office information. The system default is Headquarter. 

Vendor Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 
Important Document Files 
File Type * Enter document file type information. 

• Certified Copy of VAT Registration Certificate (Por Por 20) * 

• Copy of the Certificate of Company(not more than 6 month before 
application) * 

• Other 
Important File * Enter important document file information The conditions for attaching the 

document file are as follows: 

• .jpg, .jpeg, .png, .pdf files only. 

• 1 file up to 10 MB. 

• All documents attached must be duly signed by the authorized person 
and stamped (if any). 

• In case of ID card/Passport please hide the sensitive data ( Blood type, 
Religion ) 
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Field Description 
Main Contact (at least 1 person) 
First Name * Enter your first name as requirement information. cannot be empty. 
Last Name * Enter your last name as requirement information. cannot be empty. 
Mobile Phone * Enter your mobile phone number as requirement information. cannot be empty. 
Telephone Enter your contact phone number. 
E-mail * Enter your email used for login and for contact with PTT, cannot be empty. 
Additional Contact 
Contact Type * Enter the Contact type information, the system will show it as a dropdown list, 

choose as follows: 

• Sales Representative 

• Accounting/Finance Officer (F&A Chatbot) 

• Other 
First Name * Enter your first name as requirement information. cannot be empty. 

Last Name * Enter your last name as requirement information. cannot be empty. 

Mobile Phone * Enter your mobile phone number as requirement information. cannot be empty. 

Telephone Enter your contact phone number. 

E-mail * Enter E-Mail information as requirement information. cannot be empty. 

 
 Vendors should accept the Terms and Conditions of the PTTVM system subscription and Personal 
Information Declaration Form before registration. Vendors can click the links to read more details. 
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1.3 Registration for Other types/No Tax ID (For International Vendors) 

 
  Example of registration screen for Other types/No Tax ID: General information section 
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  Example of registration screen for Other types/No Tax ID: Registered address and archive file 
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  Example Registration screen for Other types/No Tax ID: Employee or contact information section 
 

Specifying the user information as follows (The field with * is mandatory and cannot be blank.) 
Field Description 

General Info 
Register Country * Enter the country information where the vendor is registered, and the system 

shows as an option, choose as follows: 

• Domestic 

• International 
Vendor Type * Enter the vendor type information, the system will show it as a drop-down list, 

choose as follows: 

• Ordinary Person 

• Juristic 

• Other / No Tax ID No. 
Vendor Name * Enter the vendor's name information in English.  
Vendor Code Enter the vendor ID information in the PO/contract that has transacted with PTT. 
Telephone * Enter your phone number  
Mobile Phone Enter your mobile phone number 
Fax Number Enter fax number information 
Website Enter Website Information  
Registered Address 
Branch Office  Enter branch office information. The system default is Headquarter. 
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Field Description 
Vendor Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 
Important Document Files 
File Type * Enter document file type information. 

• Others 
Important File * Enter important document file information The conditions for attaching the 

document file are as follows: 

• .jpg, .jpeg, .png, .pdf files only. 

• 1 file up to 10 MB. 

• All documents attached must be duly signed by the authorized person 
and stamped (if any). 

• In case of ID card/Passport please hide the sensitive data ( Blood type, 
Religion ) 

Main Contact (at least 1 person) 
First Name * Enter your first name as requirement information. cannot be empty. 
Last Name * Enter your last name as requirement information. cannot be empty. 
Mobile Phone * Enter your mobile phone number as requirement information. cannot be empty. 
Telephone Enter your contact phone number. 
E-mail * Enter your email used for login and for contact with PTT. cannot be empty. 
Additional Contact 
Contact Type * Enter the Contact type information, the system will show it as a dropdown list, 

choose as follows: 

• Sales Representative 

• Accounting/Finance Officer (F&A Chatbot) 

• Other 
First Name * Enter your first name as requirement information. cannot be empty. 
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Field Description 
Last Name * Enter your last name as requirement information. cannot be empty. 

Mobile Phone * Enter your mobile phone number as requirement information. cannot be empty. 

Telephone Enter your contact phone number. 

E-mail * Enter E-Mail information as requirement information. cannot be empty. 

 
 Vendors should accept the Terms and Conditions of the PTTVM system subscription and Personal 
Information Declaration Form before registration. Vendors can click the links to read more details.  
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2. Steps to add a vendor code 

 The addition of a vendor code can be done when registering for vendor access according to the type of 
vendor as follows: 

• In case the vendor registered within the country and the type of vendor is Other types/No Tax ID 

• In the case of registered vendors from foreign countries, for all types of vendors 
 
 1. Press the button. (The vendor code consists of 8 digits, which can be found in the vendor code in the 
PO or contract that you have transacted with PTT or can inquire at the procurement unit that you are in contact 
with.) The popup will be displayed as shown in the picture. 
 

 
  Example of a vendor adding popup screen 

  
 2. Enter the vendor code notified by PTT in the Vendor Code field. 

 3. Press the button  To find the vendors code available in PTT system, when the information is 
found, the system will display a list of information as shown in the picture. 
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  Example of a vendor ID search list screen 

 

4. Press the button  To save a list or press the  to cancel the item. 

 5. When press the button  The system will display a list as shown in the picture. 

 
  Example of vendor code list screen 

  
 6. Unwanted items can be deleted by pressing the button,  in that list. 
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3. Login to the System 

To login to the PTT Vendor Management, vendors must log in from the https://procurement.pttplc.com 
website and press the Login button. 

 
  Example login screen 

 

 

When press the button   The system displays the screen as shown in the picture. 

 
 ▰ Example of PTTVM sign-in screen  

  

https://procurement.pttplc.com/
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The information for logging in to the system consists as follows: 
Field Description 

Login Type Enter the type of access information, which is displayed  as a drop down list, and 
choose as follows: 

• Vendor 

• PTT 

• PTT Group 

• BSA/Other 
 
For Vendors the login process to the PTT Vendor Management System can be done as follows: 
 

Select your user type and click "Login." 

 
  Steps for Selecting User Type 

 
Enter your email and password, then click "Sign in." 
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  Steps for Entering Email and Password 

 
click "Send verification code" 

 
  Steps for Send verification code 

 
Check your email for the OTP. 
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  Check your email for the OTP. 

 
Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 
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Once you have successfully logged in, you will be directed to Web Portal PTTVM screen as seen in the 
picture. 

  
  Display screen after login (VM portal) 

 
Vendors can access many functionalities by clicking on the menu box on the main menu screen or the 

right menu bar, as seen in the image. 

 

   
  Example of Main Menu display 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 35 of 215 PTT Vendor Management System 

 

  
   Example of Menu Bar display 
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4. Notification for pending status 

It is a screen that displays the current state of the number of works in progress. Which can be logged in from the 
website https://procurement.pttplc.com  and then select the menu bar on the right. 
 

 
  Example of the dispute lay screen after successfully logging in (VM portal) 
 

When pressed the button,   system will display Manu Bar, vendors can check the number of applications 
from the notification bell, as shown in the picture. 

 
   Example of Menu Bar display 

 

https://procurement.pttplc.com/
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5. Vendor Information 

This is a screen for viewing vendor information, which can be logged in from the website 
https://procurement.pttplc.com When you're logged in, select Menu Vendor Informations. 

 
  Example of a screen showing a vendor information menu 
 

When you press the vendor information menu, the system will display the screen as shown in the picture. 

https://procurement.pttplc.com/
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  Example of a detailed vendor information display 

 
Vendor data is divided into 7 data segments as follows: 

    1. General Information 
    2. Registered Address 
    3. Company Documents 

   4. Business Information 
   5. Payment Information 
   6. Main Contact 
   7. Additional Contact 

Details of each group of vendor data are described in the next section, Editing Vendor Data. 
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5.1 Edit Vendor Information 
PTT Vendor Management System allows the company’s Main account or the Permission 2 account to edit 

vendor information by pressing the button,  . To see more details about PTTVM permission in the 
“Vendor Permission Management” Section. 

 To edit vendor information, vendors can edit the draft record by pressing a button,  . The 
system will save the corrected information, and the vendor can come back to edit the information later.  
  

5.1.1 Vendor Information 

Displays vendor information. When the vendor presses the button,  the system will 
request vendor data modification for the administrator to consider and approve before completing the 
data modification process. 

• Vendor Information Individual Type 
 

 
  Example of the Edit vendor Master Data screen Category Individual – Company Details 
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  Example of the main vendor data edit screen Type Individual – Registered address 

 
Specifying the vendor information as follows (The fields * sign is mandatory and cannot be blank.) 

Field Description 
Objective of request for 
editing * 

Provide the purpose of the request.  

Company Details 
Register Country * Country information where the vendor is registered. (Data editing is not allowed.) 
Vendor Type * Vendor Type Information (Data editing is not allowed.) 
E-Mail (for contact PTT) * E-Mail for contact with PTT  
Vendor Name * English vendor name information  
Vendor Code Enter the vendor ID information in the PO/contract that has transacted with PTT. 
Tel. * Phone Number Information  
Mobile Phone Mobile Number Information 
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Field Description 
Fax Fax Number Information 
Website Website Information  
Registered Address  
Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 

 

• Juristic Person Type 
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  Example of the Edit vendor Master Data screen Juristic type – Company Details 
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  Example of vendor master data edit screen juristic type – Registered  address 
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  Example of vendor master data edit screen juristic type – Company Documents 
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  Example of vendor master data edit screen juristic type – Business Information 
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  Example of vendor master data edit screen juristic type – Payment Information 
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  Example of vendor master data edit screen juristic type – Main Contact Information 
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  Example of vendor master data edit screen juristic type – Contact Information 

 
 
 
Specifying the vendor information as follows (The field with the * sign is mandatory and cannot be blank.) 

Field Description 
Objective of request for 
editing * 

Provide the purpose of the request.  

Company Details 
Register Country * Country information where the vendor is registered. (Data editing is not 

allowed.) 
Vendor Type * Vendor Type Information (Data editing is not allowed.) 
Registered Capital (Baht) * Registered Capital Information 
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Field Description 
E-Mail (for contact PTT) * E-Mail Information for contact with PTT 
Vendor Name * English vendor name information  
Vendor Code Enter the vendor ID information in the PO/contract that has transacted with PTT. 
Tel.* Phone Number Information  
Mobile Phone Mobile Number Information 
Fax Fax Number Information 
Website Website Information  
Registered Address 
Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 
Important Documents 
Document Type * Specify the document type, including: 

• VAT Registration Certificate (Form P.N.T. 20) 
• Company Certification Letter (not older than 6 months) / Certified Copy of 
Company Certification 
• Other documents 
• VAT Registration Change Request (Form P.N.T. 09). 

Document File * Attach the important document file. The document must meet the following 
requirements: 
• Acceptable file formats: .jpg, .jpeg, .png, .pdf 
• Maximum file size: 10 MB 
All attached documents must be signed and certified as true copies by the 
authorized person and stamped (if applicable). 

Business Information 
Product/Service * Information about the vendor's products or services. 
Product/Service Type Information about the product or service category. 
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Field Description 
Payment Information 
Payment Method * Choose the payment method from the following options: 

• Check at Bank Counter 
• Bank Transfer 

Main contact 
Firstname * The firstname of the primary user. 
Lastname * The lastname of the primary user. 
Mobile Phone * The mobile phone number of the primary user. 
Telephone The contact phone number. 
Email * The email used to login to the system. 
Additional Contact Information 
Contact Type * The type of additional contact  
Firstname * The firstname of the additional contact. 
Lastname * The lastname of the additional contact. 
Mobile Phone * The mobile phone number of the additional contact 
Telephone The contact phone number of the additional contact. 
Email * The email address of the additional contact. 
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• Vendor Information Other/No Tax ID type 

 
  Example of screen in company detail tab 
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  Example of vendor master data edit screen Other types/No Tax identification number – Registered address 

 
 
Specifying the vender information as follows (The field with the * sign is mandatory and cannot be blank.) 

Field Description 
Objective of request for 
editing * 

Provide the purpose of the update request.  

Company Details 
Register Country * Country information where the vendor is registered. (Data editing is not allowed.) 
Vendor Type * Vendor Type Information (Data editing is not allowed.) 
E-Mail (for contact PTT) * E-Mail for contact with PTT  
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Field Description 
Vendor Name * Enter the vendor's name information in English.  
Vendor Code Enter the vendor ID information in the PO/contract that has transacted with PTT. 
Tel. * Enter your phone number  
Mobile Phone Enter your mobile phone number 
Fax Enter fax number information 
Website Enter Website Information  
Registered Address 
Address * Enter address information  
Street Enter street information 
Country * Enter country information  
City * Enter city information  
District * Enter district information  
Sub-District * Enter sub-district information  
Postal Code * Enter postal information 
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Steps to edit main contact information 

 1. The system will display the contact information screen as shown in the picture. 
 

 
  Example of the edit contact information screen 
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2. To edit contact information, the system will display the contact information screen as shown in the picture. 
 

 
  Example of the Add contact information screen 
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• If you want to change your email, you must enter the new email address and click the button

 to verify the email with an OTP code. After clicking the button , the system will display a 
request form for changing the email, as shown in the image. 

 
  Example Screen After Confirming OTP 

 

 
  Example Screen of OTP Notification Email 
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3. Press the button  to display a form for changing email and your information as shown in the picture. 
Then, printing this form and sign by authorized director of the company. 
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  Example of the Add contact information screen 
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4. Press the button  to attach the request form with authorized signature and additional documents. 

 
  Example of the Add document files screen 
 

5. In the case where the vendor has specified a Vendor Code in the PTTVM system, the button  
will appear on the screen as shown in the picture. 

 
  Example of the Add contact information screen (Vendor code) 

 

6. When you press the button  , vendor can edit the main contact information.  
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• In the case of editing the main contact information without changing the email, the vendor can fill in the 

information, attach supporting documents, and click the button  as shown in the picture. 
 

 
  Example of Editing the main contact information screen (without chabging the email) 
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• In the case of editing the main contact information and/or changing the email, the vendor must click the 

button  to verify the email with an OTP code.  

Then, clicking the button  to display a request form for changing the email, as shown in 

the image. After that, attach supporting documents, and click the button  . 

 
  Example Screen After Confirming OTP 
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  Example Screen of OTP Notification Email 

7. In case you want to delete document, vendor can press the button,   in the desired list. 
 

Steps to add additional contact information  
1. The system will display the contact information screen as shown in the picture. 

 

 
  Example of the Add additional contact information screen 

 

2. Once the contact information has been specified. Press the button  , the system will save the 
contact information and display it as shown in the picture. 
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  Example of the Add additional contact information screen 

 

3. To edit contact information, press the button  in the desired item. The system will retrieve the contact 
information from the system to display it as shown in the picture.  
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  Example of contact information editing screen 
  

4. In case you want to delete contact information, vendor can press the button,  in the desired list. 
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5.1.2 Important document information 
 Displays the list of important document information for the vendor. If only the important document data 
section can be edited. The system will save data, and there is no need to send a request to the PTT administrator 
for approval.  

• Important Document Information Individual Type  
The list of archive file types is as follows: 
o Copy of Passport 
o Others 

 
  Example of editing important document information screen for individual type  
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• Important Document Information Juristic Type 
The list of archive file types is as follows: 
o Registration Letter/Incorporate Letter/Document stating name and address  
o Other  

 
  Example of edit screen for important document information juristic type 
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• Important Document Information Other types/No Tax ID  
The list of archive file types is as follows: 
o Others  
o Registration Letter/Incorporate Letter/Document stating name and address 

 
  Example of the Edit Archive screen Other types/No Tax ID 
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 Steps to add important documents 
 1. The system will show it as a dropdown list, choose as follows, on the system will display the file 
addition screen as show in the picture. 
 

 
  Example of the Add archive file screen 

 
2. Specify document information. 

 

 
  Example of the Add archive file screen 
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 3. When the document information is provided, press the button,  to save the document to the 
system. 

 
  Example of the Add archive file screen 

  

 4. To delete a document file, press the button,  in the desired item. 
 

5.1.3 Business Information 
 Display the vendor's business details. The information will be changed even if only one component of the 
company data is altered. PTT authorizes the data saving, and there is no need for an administrative request. 
 The Business Data list includes: 

• Products & Services 

• Product and service referral files 

• Portfolio and Experience 

• Certificate of Standard or Quality File 
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  Example of screen in business Information tab 
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Steps to add product and service information 
 1. The product and service addition screen will be displayed as shown. 

 
  Example of adding product and service information screen 

 
 2. Provide product and service information 

 
  Example of adding product and service information screen 

  
 If the system doesn't provide any specific types of products or services, consumers can specific in others. 

by selecting the icon,  vendors may also obtain a list of the products and services offered by the 
company 
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 3. Press the button,  to save the login credentials after the product and service information is 
complete. 

 
  Example of adding product and service information screen 

 
Steps to add Recommended File Product and Service 
 1. The system will display the Add recommended file products and service as shown in the picture. 

 
  Example of adding recommended product and service screen 

 
2. Provided document file information. 

 
  Example of adding recommended product and service screen 
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3.When the document file information is provided, press the button,  to save the credentials. 

 
  Example of adding recommended product and service screen 

 
Steps to add Portfolio file and Experience 
 1. The system will display the Add portfolio file and experience as shown in the picture. 

 
  Example of adding portfolio file and experience screen 

 
2. Provided document file information. 

 
  Example of adding portfolio file and experience screen 
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3.When the document file information is provided, press the button,  to save the credentials. 

 
  Example of adding portfolio file and experience screen 

 
Steps to add Certificate or Quality Certificate 
 1. The system will display the Add certificate or quality certificate as shown in the picture. 

 
  Example of adding certificate or quality certificate screen 
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2. Provided document file information. 

 
  Example of adding certificate or quality certificate screen 

 

3.When the document file information is provided, press the button,  to save the credentials. 

 
  Example of adding certificate or quality certificate screen 

 
5.1.4 Payment Information 

 Provide information about vendor payments. The system will submit a request to the PTT administrator for 
approval before starting the process of data alteration when the vendor hits the button to change the vendor 
information. 
 Payment information will be displayed only when the vendor has a vendor code notified by PTT.  
The payment method is divided into 2 types as follows: 

• Cheque Payment at SCB Bank Counter 

• Bank Transfer 
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  Example of screen in payment information tab 

 
 Steps to Add Payment Method: Check Pickup at Bank Counter 

1. Select the Option 
Choose the payment method for check pickup at the bank counter. 

2. Specify the SCB Branch for Check Pickup 
Select one of the following SCB branches for check pickup: 

• Ratchayothin 

• Khlong Luang 

• Asoke 

• Sathorn Road 

• Sirinrat Building (Rama IV Road) 

• Sun Tower Building (Vibhavadi Rangsit Road) 

• Rojana (Ayutthaya) 

• Amata Nakorn Industrial Estate 

• Rayong 

• Sriracha 

• Kaeng Khoi 

• Nakhon Pathom 

• Rat-Yindee Road (Hat Yai) 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 77 of 215 PTT Vendor Management System 

• Maliwan Intersection (Khon Kaen) 

• Phuket 

• Laem Chabang Industrial Estate 

• Map Ta Phut 

• Bang Saen 

• Surat Thani (Kanchanawithi Road) 
Note: Bank branches may be subject to change. 

 
 Steps to add a money transfer payment method 
 Money transfer payment methods are divided into:  

• Domestic [Money Transfer in Thailand] 

• Oversea [Swift code/IBAN]] 
 When you select a money transfer payment method, the system will display an additional popup as 
shown in the picture.  
 

 
  Example of more detailed popup screen 

 1. Details of money transfer in Thailand 
1.1 The system will display the details of the transfer in Thailand, as shown in the picture. 
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  Example of a screen detailing money transfers in Thailand 

 
  1.2 Provided details of transfer in Thailand 
 
Transfer details include: (The field with the * sign is mandatory and cannot be blank.) 

Field Description 
Bank * Bank Information 
Branch * Bank branch information  
Account Number * Bank account number information  
Name of Account * Bank account name information 
Copy of Book Bank * Copy of bank passbook with attached file with the following conditions: 

• Specific files type such as .jpg, .jpeg, .png, and .pdf  

• Maximum file size allowed is 10 MB for each file. 
Letter of intent to transfer 
money to account * 

Information of the letter of intent to transfer money to the account can be 
downloaded at the heading  
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Field Description 
Import Information 

 
Once the details are filled in, attach a file with the following conditions: 

• Specific files type such as .jpg, .jpeg, .png and .pdf  

• Maximum file size allowed is 10 MB for each file. 
Company Certificate and 
ID Card of Authorized 
Signatory * 

Company certificate and ID card with attached file with the following conditions: 

• Specific files type such as .jpg, .jpeg, .png, and .pdf  

• Maximum file size allowed is 10 MB for each file. 
 

 
  Example of a screen detailing money transfers in Thailand 

   

  1.3 When press the button,  the system will save the information. 
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  Example of a screen detailing money transfers in Thailand 

  

Once the login information has been saved, the information can be edited by press a button or press 

the button  to delete the file. 
 2. Details of International Money Transfer 
  2.1 The system will display the details of the international transfer, as shown in the picture. 
 

 
  Example of international money transfer details screen 

 
  2.2 Provided details of international transfer 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 81 of 215 PTT Vendor Management System 

Transfer details include: (The field with the * sign is mandatory and cannot be blank.) 
Field Description 

Bank Account/IBAN * Bank Information 
Bank Country * Country Information of the Bank  
Beneficiary Bank SWIFT * Beneficiary Bank SWIFT Information 
Beneficiary A/C Name * Beneficiary Account Name Information 
Beneficiary A/C No * Beneficiary Account No Information 
Correspondent 
Bank/Intermediary Bank 
SWIFT  

Correspondent Bank/Intermediary Bank SWIFT Information  

Copy of Invoice * Copy of invoice information  with attached file with the following conditions: 

• Specific files type such as .jpg, .jpeg, .png, and .pdf  

• Maximum file size allowed is 10 MB for each file. 
Payment Instruction  
Form * 

Payment Instruction information can be downloaded at the following  
Import Information 

 
Once the details are filled in attach a file with the following conditions: 

• Specific files type such as .jpg, .jpeg, .png, and .pdf  

• Maximum file size allowed is 10 MB for each file. 
Other Once the details are filled in. Attach a file with the following conditions: 

• Specific files type such as .jpg, .jpeg, .png, and .pdf  

• Maximum file size allowed is 10 MB for each file. 
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  Example of international money transfer details screen 

   

  2.3 When the button is pressed,  the system will save the credentials. 
 

 
  Example of international money transfer details screen 

  
2.4 Once the login information has been saved, the information can be edited by press a button 

 or press the button  to delete the file. 
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5.2 Update History 
 It is a screen for viewing the history of corrections of vendors' information. When press the button, 

 the  system will display a list of revision history as shown in the picture. 

 
  Example of the Revision History screen 

 
 Vendors can press the button, to access the editing details in the list of desired requests. 

 
  Example of the Revision History screen 
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Vendors can press the button,  to access the request history in the list of desired requests 

 
  Example of the Request history screen 
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5.3 E-Mail notification of expiry/expiring documents 
The PTT Vendor Management system will send an email notice of the expiry and expiry documents to the 

specified E-Mail in the system if the vendor uploads various documents into the system, and those papers 
have an expiration date. 

     
  Example of E-Mail Notifying Document Expiration/Imminent Expiry   
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5.4 E-Mail notification of documents submission for request approval 
The PTT Vendor Management system will send email notifications to the vendor for document submission 

for request approval. There will be a total of 3 email alerts as follows: 

• E-Mail Notification No. 1 is an email notification to the vendor when the deadline of 15 days is 
reached. reminding them to submit documents for request approval, as shown in the image. 

 

    
  Example of E-Mail notification of submission of documents for approval of the application No.1  
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• E-Mail Notification No. 2 is an email notification to the vendor when the deadline of 30 days is 
reached, reminding them to submit documents for request approval, as shown in the image. 
 

    
  Example of E-Mail Notification of Submission of Documents for Application Approval No.2  

• E-Mail Notification No. 3 is an email reminder to the vendor when the deadline of 90 days is reached, 
notifying the vendor of the cancellation of the request. 

 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 88 of 215 PTT Vendor Management System 

 
  Example of E-Mail to inform of cancellation No. 3  
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6. Vendor Permission Management 

To manage your employee’s permission, vendors must log in to PTT Vendor Management using the main 
account. The following permissions are available in the PTT Vendor Management system: 

Permission 1 : VIEW  
Permission to read the company’s general information and contract management status. 

Permission 2 : EDIT 
Permission to read/write/modify the company’s general information, add/remove the rights 
of access on the service. 

Permission 3 : E-BG 
Authorization to represent the company to identify and place collateral on Electronic Bank 
Guarantee (eBG) Service. 

The main account's default the permission 1  and 2 . They have the rights to request the certificate of work in 
PTTVM system. 

 
6.1 Request for New Permission 

To request authorization access for the employee or staff members of your company, the main account 
user needs to follow these steps: 
 6.1.1 Click on the PTTVM icon and select the menu "Vendor Permission Management" as shown in the 
picture. 
 

 
 Exaple of the PTTVM Portal screen 
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  Example of the PTTVM menu screen 
 

The system will provide a list of requests for access when the option is selected. (There won't be a list of 
requests that first time). 

 

    
  Example of the permission request list screen 
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 6.1.2 Click the button  to enter the vendor permission management request screen as 
shown in the picture. 
 

  
  Example of a list of system access requests 
 

Vendors may create new request before printing the application forms for approval and submitting 
documents to PTT for the review and approval of the application list. 

 
 Step 1 - Identify the name and authorization. 
 6.1.3 The system will display a page for identifying the approval authority when you click the button 

  to add an approval authority (as per the company registration certificate). 
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  Example of adding company’s authorized directors 
 
Specifying the information as follows: (The field with the * sign is mandatory and cannot be blank.) 

Field Description 
Name * Enter the authorized director's name  
Surname * Enter the authorized director's surname  

 6.1.4 Click the button  to add authorization information as shown in the picture. Please  select 
company’s authorized directors (as per the company registration certificate) or the company’s attorney as 
evidenced in the power of attorney letter, their name will be shown in the application form. Otherwise, the list of 
authorized directors without the sign  will not be shown.  

 
  Example of a list of approval authority after adding data 
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List of authorized persons utilizing the system 
6.1.5 Add the details for your employee who is the authorized person utilizing the system. 

 
  Example of the list of authorized persons utilizing the system information screen 
 
Specifying the information as follows.  
(The field with the * sign is mandatory and cannot be blank.) 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 94 of 215 PTT Vendor Management System 

Field Description 
List of authorized persons utilizing the system 
ID Card No. * Enter the 13-digit Thai National ID card number*, which will be used as a 

username for each employee. This ID Number must not duplicate information 
already approved under the same organization in the system. (*cannot use the 
passport number) 

Name-Surname (Eng) * Enter the authorized person’s full name, including the prefix (English) 
E-Mail * Enter the authorized persons’ E-Mail address. The email address must not duplicate 

that of other users. In cases where the email matches the main user, it must belong 
to the same individual. The system will verify this by checking the first and last name  

Tel. * Enter the telephone number 
Permission 
Permission 1 : View  Permission to read the company’s general information and contract management 

status. 
Permission 2 : Edit  Permission to read/write/modify the company’s general information, add/remove 

the rights of access on the service. 
Permission 3 : e-BG Authorization to represent the company to identify and place collateral on Electronic 

Bank Guarantee (eBG) Service. 

To input details for another employee, click the button  to add a new one. The screen 
will display their information as shown in the picture below.  

 

 
  Example of the employee detail and permission  
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6.1.6 Press the button,  to complete the authorized person details step, and then move on to 
the next step. 
 

Step 2 - Terms and Conditions 
The screen will display details about the teams and conditions in this step. 
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  Example of terrms and conditions detail screen 
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6.1.7 After reading the Terms and Conditions, you must check  the box to indicate your acceptance of 

all of them. For a review and additional information, click the link  .  

Next, press the button  to proceed to the next step or press the button   for 
returning to the previous step. 
 

 
  Link to read details of the Terms and Conditions 
 

6.1.8 By clicking the button , a popup will appear on the screen for notes. It is mentioned in 
this message that you must print the application form and have the approval authority sign it. Press the 

button  to continue next step. 

 
  A popup message reminds the vendor to print the application form for the approval authority to sign. 
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Step 3 – Form Preview 
In this step, the screen displays a preview of the application form with the permission information. 



 Example of the application form preview before printing 
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6.1.10 Press the  button to print it out and and have the accountable party sign and stamp it 
(if applicable). Then, save this signed document to your computer as a PDF or JPG file by scanning it. 

6.1.11 Press the button  to next step or press the button  for returning to the previous 
step. 
 
Step 4 – File Attachment 

In this step, the system requires documents for the registration of PTT Vendor Management and 
Electronic Bank Guarantee (eBG) Service as follows 

• The application form file includes the signature of the accountable party for this form. 

• Certified Copy of the Certificate of Registration Issued by Ministry of Commerce not more than 
3 months before application submission date which certified true copies with signature of 
authorized directors and company’s stamp (if any) on every page 

• Documents of company’s authorized directors/the company’s attorney as evidenced in the 
power of attorney letter. 

• Documents of authorized person to utilize the system. 
 

  
  Example of the file attachment step 
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Description of Data:  
Field Description 

File Type The system determines the list of documents that need to be attached to the 
system for approval of access authorization, consisting of 2 types of documents: 

-  (Require) means that documents to be attached to the system 
-  (if any) means optional documents 

The vendor must attach all the requires to the system to allow the request. 
More explanation Use for clarifying the additional file information. 

 

6.1.12 Press the button  to select files on your computer. The system only supports file extensions 
.jpg, .jpeg, .png, and .pdf, with a file size not exceeding 5 MB.  
 

6.1.13 Click the button  to confirm upload an attachment file to the system or click the button 

 to cancel. 

 
  Example of a list of the file attachment screen. 
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6.1.14 To confirm your request, press the button  and click  at the popup as shown in the 
picture. 
 

 
  Example of a confirmation popup message  

 
6.1.15 The message popup is shown on the screen, noting that the vendor has to submit all of the 

original documents to PTTPLC. Press the button  to acknowledge the message. 
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  Example of acknowledged popup message 

 
According to the image, the system indicates that the request is "Waiting for approval". 
 

  
  Example of a system access request list screen Show the status of the Add Access Request line as "Pending". 
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The system will display a message prompting the user to submit the required documents to PTT. This message will 
appear when there is at least one access request with the status “Waiting Approval.” Once the request has been 
approved, the vendor will receive a confirmation email, as shown in the image below. 

 
  Example of Confirmation Email for Approved Request 
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6.2 Modifying the existing permissions 
The main account user has the right to request a modification to the existing list of authorized persons 

utilizing the system as follows: 
6.2.1 Click the button "Modify the existing permissions" as shown in the picture. 
 

 
  Example of a system access request list screen 
 

Step 1 - Identify the name and authorization. 
6.2.2 The system will display a page for identifying the approval authority when you click the button 

 to add an approval authority (as per the company registration certificate). 
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  Example of adding approval authority information 

 
Specifying the information as follows: (The field with the * sign is mandatory and cannot be blank.) 

Field Description 
Name * Enter the authorized director's name  
Surname * Enter the authorized director's surname  

 

6.2.3 Click the button  to add more authorization information as shown in the picture. Tick  to 
select company’s authorized directors (as per the company registration certificate) or the company’s 
attorney as evidenced in the power of attorney letter, their name will be shown in the application form. 
Otherwise, the list of authorized directors without the sign  will not be shown. 
 

 
  Example of List of approval authorities after adding data 
 

6.2.4 The screen displays information about the existing authorized persons and their permissions. You 
can adjust their permissions by  ticking the box or removing the tick, as shown in the picture.  
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  Example of modifying the existing authorized person screen 
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Step 2 - Terms and Conditions 
The screen will display details about the teams and conditions in this step. 

 
  Example of a list of system access requests In the detailed procedures and conditions. 
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6.2.5 After reading the Terms and Conditions, you must check  the box to indicate your acceptance of 

all of them. For a review and additional information, click the link  .  

Next, press the button  to proceed to the next step or press the button   for 
returning to the previous step. 
 

 
  Example of Link to read details of the Terms and Conditions 

 

6.2.6 By clicking the button , a popup will appear on the screen for notes. It is mentioned in this 
message that you must print the application form and have the approval authority sign it. Press the button 

 to continue next step. 
 

 
  A message reminds the vendor to print the application form for the approval authority to sign. 
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Step 3 – Form Preview 
In this step, the screen displays a preview of the application/revision form with the new permission 

request. 
 

 
  Example of a list of system access requests In the detailed procedures and conditions. 
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6.2.8 Press the  button to print it out and have the person who responsible sign and stamp it 
(if any). Then, save this signed document to your computer as a PDF or JPG file by scanning it. 

6 .2 .9  P ress  the button  to  next step or press the button  for returning to the previous 
step. 
 
Step 4 – File Attachment 

In this step, the system requires documents for the registration of PTT Vendor Management and 
Electronic Bank Guarantee (eBG) Service as follows 

• The application form file includes the signature of the person responsible for this form. 

• Certified Copy of the Certificate of Registration Issued by Ministry of Commerce not more than 
3 months before application submission date which certified true copies with signature of 
authorized directors and company’s stamp (if any) on every page 

• Documents of company’s authorized directors/the company’s attorney as evidenced in the 
power of attorney letter. 

• Documents of authorized person to utilize the system 

 
  Example of a list of system access requests In the attachment file step 
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6.2.10 Press the button  to select files on your computer. The system only supports file extensions 
.jpg, .jpeg, .png, and .pdf, with a file size not exceeding 5 MB.  

6.2.11 Click the button  to confirm upload an attachment file to the system or click the button  
to cancel. 

6.2.12 To confirm your request, pr e ss  the button  and click  at the popup as shown in the 
picture 

 
  Example of a confirmation message for requesting an increase in access 
 

6.2.13 The message popup is shown on the screen, noting that the vendor has to submit all of the 

original documents to PTTPLC. Press the button  to acknowledge the message. 
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  Message after confirming an access request 
 
According to the image, the system indicates that the request is "Waiting for approval". 

 
  Example of a system access request list screen Show the status of the Add Access Request line as "Pending". 
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Once the request has been approved, the vendor will receive a confirmation email, as shown in the 
image below. 

 
  Example of Confirmation Email for Approved Request (No Email Update Case) 
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  Example of Confirmation Email for Approved Request (Email Update Case) 
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6.3 Checking the user's account permissions. 
The main account user and employees with the right to access PTTVM can check their account permissions 

and information using the following steps: 
6.3.1 Click the menu "Account Information" as shown in the picture. 

 
  Example of PTT Vendor Management system screen 
 

6.3.2 The system displays a list of all permissions as shown in the picture. 

 
  Example of all authentication screens 
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7. Abandonment of Work 

In the case of vendors who have abandoned their work either at PTTPLC or any government agency, they 
can check their status in PTTVM through two channels: 

• PTT Procurement Website : To access the page, input the URL https://procurement.pttplc.com/ and 

click the button  to get into the LOGIN screen. 

 
  Example of PTT Procurement Website - LOGIN  button 

 

• PTT Vendor Management : To access the page, input the URL 
https://pttvm.pttplc.com/index.html#/app/signin. Enter your email and password, then press the button 

 to login to the system. 
 

For Vendors the login process to the PTT Vendor Management System can be done as follows: 
 

  

https://procurement.pttplc.com/
https://pttvm.pttplc.com/index.html#/app/signin
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Select your user type and click "Login." 

 
  Steps for Selecting User Type 

 
Enter your email and password, then click "Sign in." 

 
  Steps for Entering Email and Password 

 
click "Send verification code" 
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  Steps for Send verification code 

 
Check your email for the OTP. 

 
  Check your email for the OTP. 
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Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 

 

7.1 On the screen displaying the PTTVM web portal, click on the PTTVM system menu in the upper right 
corner of the screen as shown in the picture. 

   
  Example of PTTVM web portal display 
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   Example of Menu Bar display 

7.2 The PTTVM system menu expands the list of PTTVM options. When you click on the 'Vendor Information' 
menu, it will display a menu bar with a people icon. If a vendor's status is normal, only the white people icon will be 
shown. However, if vendors have abandoned their work at PTTPLC or any government agency, it will display the 
white people icon with the 'Abandonment of Work' sign. Vendors can click on the icon for more details about their 
general information and abandonment of work.  

 

 
  Example of vendor information menu selection screen 
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Remarks : Vendors can press ‘X’ to close the PTTVM system menu or press to  to display the PTTVM system 
menu. 

7.3 The menu bar displays on the left, click the menu “Abandonment of Work” to show details. 

  
  Example of the menu “Abandonment of Work” and history list 

7.4 The screen displays the history of work list abandonment broken down into three categories: 

• B/L PTTPLC 

• B/L Government Agency 

• B/L The National Anti-Corruption Commission 
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  Example of vendor blacklist list screen 

 

Remarks: Each category tab will be displayed only if vendors have abandoned their work. However, if vendors have 
never abandoned work in other categories, that category tab will not be shown on the screen. 

Description of Data: 

Field Description 
Blacklist Date Displays the timestamp when the vendor blacklist status was recorded. 
B/L Type Displays a list of categories for work abandonment. 
Status There are 2 status as follows: 

1. ‘Blacklist’ refers to a vendor who has abandoned their work either at PTTPLC 
or any government agency. 
2. ‘Unblacklist’ refers to a vendor who had abandoned their work in the past 
and has returned to being a normal vendor. 

Attachment Displays the number of file attachments. 

 

7.5 Vendors have access to see more details about their abandonment of work by clicking the button  
to expand and download file attachments. 
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  Example of screen viewing/ download of vendor blacklist documents 
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8. Registration as PTT Approved Vendor List (AVL) 

Vendors applying for PTT AVL through the PTT Vendor Management System (PTTVM) must follow the 
following procedures.  

• Vendor must register with PTTVM and create an account in order to access PTTVM (Please see 
section 2 of this manual for more information about PTTVM registration)  

• Vendor must read and accept the PTT Vendor Sustainable Code of Conduct's terms and conditions 
(PTT SSCoC)  

• Vendor must provide an online ESG Self-Assessment with a minimum score of 2.5. 
 

8.1 Steps for registering as a vendor 
Login to the PTTVM system by going to PTT Procurement Website with URL https://procurement.pttplc.com 

or directly to PTT Vendor Management Website with URL https://pttvm.pttplc.com/index.html#/app/signin as 
shown in the two images below 

8.1.1 After successfully logging in, Vendor may access the PTTVM system through two methods by 
selecting the “PTT AVL Registration” menu option.  

• Through the first method, Vendor may access PTT Procurement Website through the URL 

https://procurement.pttplc.com and then click   button as shown in the image below. 
 

 
  Example of PTT Procurement Website - LOGIN  button 

 

https://procurement.pttplc.com/
https://pttvm.pttplc.com/index.html#/app/signin
https://procurement.pttplc.com/
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• In case of accessing via PTT Vendor Management (PTTVM), type the URL. 
https://pttvm.pttplc.com/index.html#/app/signin Provide information email and password, then 

press the button  to login to the system. 
 

For Vendors the login process to the PTT Vendor Management System can be done as follows: 
Select your user type and click "Login." 

 
  Steps for Selecting User Type 

 
Enter your email and password, then click "Sign in." 

https://pttvm.pttplc.com/index.html#/app/signin
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  Steps for Entering Email and Password 

 
click "Send verification code" 

 
  Steps for Send verification code 

 
Check your email for the OTP. 
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  Check your email for the OTP. 

 
Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 
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Once you have entered your username and password, Press the button,  the system will display 
the Web Portal PTTVM screen as shown in the picture.       

  
  Display screen after login (VM portal) 

Vendors have access to a features by selecting them from the menu box on the Main Menu screen or the 
menu bar to the right, as seen in the picture. 

 

   
  Example of Main Menu display 
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   Example of PTT AVL Registration Menu 

 

 
8.1.2 The system shows the "Registration as PTT AVL information" screen once the vendor chooses the 
PTT AVL Registration menu. The vendor can chooses the AVL group for which registration is desired, as 

seen in the picture, and clicks the button, . 
 

 
 

 
 

 
  Example of Registration as PTT AVL Announcement and AVL Group 
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The SSCoC terms and conditions will display when the vendor hits the button, . 
Vendor is required to read and agree to the SSCoC terms and conditions by pressing the button as shown below.

 

 
  Example of Popup showing the terms and condition PTT Vendors Sustainable Code of Conduct (SSCoC) 

 
  Example of Popup showing the registration for the AVL Group was successful. 

 

Remarks: 

• In case Vendor accepts SSCoC's Terms and Conditions in an earlier version or has never accepted them, 
the popup window will shown.  
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(For further information about PTT SSCoC, see Section 8.2 of this manual.) 

• In case Vendor has no ESG scores before. the screen will show ESG Self-Assessment, in which Vendor must 
complete an ESG Self-Assessment Online with a minimum score of 2.5 
(For further information on the ESG Self-Assessment, see Section 8.3 of this manual.) 

 

8.1.3 The system will display the "Pre-Q" button with a "Waiting status" for the vendor to evaluate once the 
vendor has chosen an AVL group and filed an application for PTT AVL Registration, as shown in the picture 
below. 

 
  Example of Registration for the AVL Group was a success. 
 
There are 6 statuses for PTT AVL Registration as follows 

Status Definition 
Waiting The vendor has submitted an application to register with PTT AVL and is 

expecting the questionnaire from AVL. 
Waiting for evaluation (Save Draft) Vendor has completed AVL questionnaire answers and keep its within 

the system before submitting. 
Cancelling PTT AVL Registration The vendor canceled the PTT AVL registration before submitting the AVL 

evaluation. 
Revision and Editing PTT has reviewed the vendor's registration and requests that more files 

be attached. 
Review and Consideration PTT has reviewed the registration of the vendor. 
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Status Definition 
Evaluation Result (PASS/NOT PASS) Your registration has been confirmed by PTT, who has determined if the 

vendor's evaluation was "PASS" or "NOT PASS." 
 

8.1.4 By pressing the button,  as shown, the vendor can answer the questionnaire on this 
screen. 
 

 
  Example of Choose a questionnaire 
 

The assessment questionnaire will then be shown by the system as seen in the image. 
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  Example of Pre-Q questionnaire (EN version) 

 

 

Vendors can save the draft Pre-Q questionnaire by clicking the button,  as seen in the picture. 
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  Example of How to save pre-Q questionnaire (EN version) 
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The replies and attached documents have been saved, the vendor is informed when they click the button

 and a popup message appears. 

 
  Example of Popup showing success in saving draft 
 

 
  Example of Display showing the questionnaire is being answered 
  

Please press the button  as shown in the image once the vendor has completed all the fields on the 
questionnaire. Then, wait while PTT reviews your questionnaire. 
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  Example of Pre-Q questionnaire – the last page (EN version) 
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The system will then display a pop-up window requesting the vendor to confirm submit the AVL 

questionnaire. Please click the button,  as seen in the image to confirm. 
 

 
  Example of Popup showing Confirmation (TH version) 
 
Remarks: In case you are not prepared to submit the AVL's questionnaire, kindly click the "CANCEL" option. 
  
 

 
  Example of Popup showing the questionnaire being submitted successfully 
  

The system will display the button,  and the state "Review and Consideration" in the AVL's 
screen once the vendor has finished and submitted the AVL questionnaire, as shown in the picture. 
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  Example of Screen Showing “Review and Consideration” Status 

 

8.2 Accept PTT Vendor Sustainable Code of Conduct (SSCoC) 
Before start using other features on PTTVM, Vendor must read and agree the SSCoC's Terms and 

Conditions, . A popup window with details on the SSCoC will appear on the screen. Vendor 
may select "Continue" to proceed or "X" to close the window as seen in the picture. 
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  Example of a popup showing SSCOC Terms and Conditions 

Remarks:   

• Vendor is not required to approve the SSCoC's current Terms and Conditions once again.  

• Vendor registration with PTT AVL will be rejected if they refuse to abide by the recent SSCoC Terms and 
Conditions. 

8.3 Submit the ESG Self-Assessment 
The ESG questionnaire is divided into four sections: business integrity, corporate social 

responsibility, Occupational health and safety, and environmental management. Vendor who are interested in 

applying for PTT AVL must complete an ESG Self-Assessment with a minimum score of 2.5. 
8.3.1 Case 1: For Vendor with a score less than 2.5 on the ESG Self-Assessment or with no score at all on 
the ESG Self-Assessment 
When Vendor clicks the "Register for Approved Vendor List" button, a popup message appears 

requesting that Vendor complete the ESG Self-Assessment prior to PTT AVL Registration as shown in the image. 
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  Example of Popup ESG Self-Assessment Confirmation Screen 

 

To proceed, click the  button. The system will display the ESG Self-Assessment screen as shown in 
the image. 

 
  Example of ESG Self-Assessment questionnaire 

After the vendor has completed the ESG Self-Assessment questionnaire, click the  button. The 
system will display a popup window of the ESG Self-Assessment evaluation in which there are two possible 
outcomes. 

If Vendor "PASS" the Criteria and has a score more than 2.5, the system will display a popup 

window notifying Vendor that Vendor may apply for “PTT AVL Registration" After that, click the  button to apply 
for PTT AVL Registration. 
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  Example of  Popup : Pass ESG Self-Assessment 

If Vendor do "NOT PASS" the criteria, the system will display a popup window notifying Vendor that the 

ESG Self-Assessment did not pass, followed by a button  to re-evaluate the ESG Self-Assessment 
questionnaire. 

 
  Example of Popup Window : Failed the ESG Self-Assessment 
 

8.3.2 Case 2: for vendors with an ESG score of more than 2.5, vendor can apply for PTT AVL Registration 

by selecting  the appropriate AVL group and clicking the  button as shown in the 
image. 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 142 of 215 PTT Vendor Management System 

 
 

 
  Example of  Registration AVL Group screen - choose Vendor for whom Vendor wants to apply 
 

8.4 Cancellation of Vendor PTT AVL Registration  
Vendor that has registered for PTT AVL but has not yet submitted their request to PTT may cancel their 

application by pressing the "TRASH"  button, as shown in the image. 
 

 
  Example of Cancel the PTT AVL registration screen 

The system will display a popup window requesting confirmation of the cancellation of Vendor’s PTT AVL 
Registration, as shown in the image. 
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  Example of Popup showing a confirmation to cancel PTT AVL Registration 

To confirm Vendor's cancellation, click "YES" button; the system will display a pop-up message showing 
that the cancellation was successful, as shown in the image. 

 
  Example of Popup showing the canceled is successful 

 

The status will then be changed to "Canceling PTT AVL Registration" as shown in the image. 
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  Example of Popup showing status “Cancelling PTT AVL registration” 

8.5 Checking information related to the vendor registration 
8.5.1 Check Vendor’s PTT AVL Registration 

First of all, Vendor may log in through the PTT Procurement website at 

https://procurement.pttplc.com and clicking the  button as shown in the image 
 

 
  Example of Homepage PTT Procurement Website – Vendor Login 

 

https://procurement.pttplc.com/
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Vendor may log in through PTT Vendor Management (PTTVM) at URL: 
https://pttvm.pttplc.com/index.html#/app/signin, where Vendor must enter the Email and Password and then click 

the   button. 
 

For Vendors the login process to the PTT Vendor Management System can be done as follows: 
Select your user type and click "Login." 

 
  Steps for Selecting User Type 

 
Enter your email and password, then click "Sign in." 

https://pttvm.pttplc.com/index.html#/app/signin
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  Steps for Entering Email and Password 

 
click "Send verification code" 

 
  Steps for Send verification code 

 
Check your email for the OTP. 
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  Check your email for the OTP. 

 
Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 
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Once Vendor has successfully logged in, the system will display the feature menu according to 
Vendor's permission. 

 

 
  Example of Main Menu (By Permission) 

Choose PTT AVL Registration menu as shown on the right of the screen.  

 
  Example of PTT AVL Registration menu 
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  Example of PTT AVL Registration menu 

 
The system shows the "Registration menu" screen once the vendor selects the PTT AVL Registration menu 

option. The vendor can press the button,  as seen in the picture. 

 
  Example of PTT AVL History screen 

 

 Vendor may click the   button to see the details of an assessment form before submitted to 
PTT, as shown in the image. 
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  Example of Checking questionnaire screen 

 
The system shows the specifics of AVL's Assessment, with your comments and an attachment file, as 

seen in the image, once the vendor presses the button  
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  Example of Details of ESG Self-Assessment (TH version) 
 

8.5.2 Check your PTT AVL Evaluation Result 
Vendors have two options for checking the outcome. First, check the PTTVM system for the vendor's PTT 

AVL evaluation results.  
An email will be sent to vendors that apply for PTT AVL Registration to confirm their status. By visiting 

https://procurement.pttplc.com and logging into the PTTVM system following the instructions below, vendors can 
see details and results. 

https://procurement.pttplc.com/
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Vendors can visit the PTT Procurement Website at https://procurement.pttplc.com, and then they can 

click the button,  as it is displayed below. Vendors have two ways to examine the results. First, look for 
the vendor's PTT AVL Registration tab in the PTTVM system. 
 

Vendors that apply for PTT AVL Registration will get an email confirming their status. Vendors can get 
information and outcomes by going to https://procurement.pttplc.com and logging into the PTTVM system using 
the procedures below. 

 
  Example of Homepage PTT Procurement Website – Vendor Login 

Enter the Email and Password, then click the  button  

For Vendors the login process to the PTT Vendor Management System can be done as follows: 
  

https://procurement.pttplc.com/
https://procurement.pttplc.com/
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Select your user type and click "Login." 

 
  Steps for Selecting User Type 

 
Enter your email and password, then click "Sign in." 

 
  Steps for Entering Email and Password 

 
click "Send verification code" 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 154 of 215 PTT Vendor Management System 

 
  Steps for Send verification code 

 
Check your email for the OTP. 

 
  Check your email for the OTP. 
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Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 

 

Once Vendor has successfully logged in, the system will display the menu according to Vendor's 
permission. 

  
  Example of Main Menu (By Permission) 
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Select the PTT AVL Registration menu option, as shown on the right of the screen. 
 

 
  Example of PTT AVL Registration screen 

 

 
  Example of vendor Registration (AVL) menu selection screen 

After Vendor has clicked PTT AVL Registration menu, system will display “PTT AVL Results” screen, then 

Vendor clicks  button as shown in the image.  
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  Example of PTT AVL Results screen 

The system will then display Vendor's assessment result as "PASS" or "NOT PASS," as shown in the image. 

 
  Example of Vendor registration result screen 
 

The next approach: Visit the PTT Procurement website at https://procurement.pttplc.com to verify the PTT 
AVL Registration result News and Information Vendors may check the status of the PTT AVL Registration by going 
to the PTT Procurement website and following the on-screen instructions.  

The "News and Information" menu item provides access to the PTT AVL Announcement. Please click to 
view further information, as displayed in the picture. 

 

https://procurement.pttplc.com/
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  Example of News and Information screen 
 

You may download the PTT AVL Result file from this announcement using the link in the picture. 

 
  Example of PTT AVL Result screen 
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  Example of File - PTT approve vendor list (AVL) (TH version) 
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• PTT AVL Portal 
The processes listed below can be used by vendors to get information about the PTT AVL 

announcement and other information on the PTT Procurement website at https://procurement.pttplc.com.  
The "PTT AVL" menu option provides access to the PTT AVL Result Announcement. Please click to 

view more information. 
 

 
  Example of PTT AVL Menu screen 

 
The system shows the "Approve Vendor List Announcement" screen once the vendor selects the PTT AVL 

Registration menu option. The vendor then presses the button,  as it is displayed. 
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  Example of Approve Vendor List Announcement screen 

The PTT AVL as shown in the image will be displayed next, followed by the PTT AVL result and associated 
details. 

 
  Example of PTT AVL Result screen 
 
Remarks: By click on the announcement above, the vendor may get the PTT AVL Results file. 

 
8.5.3 ESG Self Assessment  
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Vendors can check ESG Self-Assessment scores through PTT Vendor Management system, type in the 

URL. https://procurement.pttplc.com The steps are as follows: press  to enter the LOGIN screen 

 
  Example of PTT Procurement Website - LOGIN  button 

 
For Vendors the login process to the PTT Vendor Management System can be done as follows: 
 

Select your user type and click "Login." 

 
  Steps for Selecting User Type 

https://procurement.pttplc.com/
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Enter your email and password, then click "Sign in." 

 
  Steps for Entering Email and Password 

 
click "Send verification code" 

 
  Steps for Send verification code 
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Check your email for the OTP. 

 
  Check your email for the OTP. 

 
Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 
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When you press the button,  after entering your email and password, the system will display the 
Web Portal PTTVM screen as seen in the picture. 

  
  Display screen after login (VM portal) 

Vendors can access a variety of features by selecting them from the Main Menu screen's menu box or by 
selecting them from the right Menu Bar, as seen in the picture. 

 

  

 
  Example of Main Menu display 
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   Example of Menu Bar display 

Select the  ESG Assessment Data menu as shown in the picture. 

 

 
  Example of ESG assessment data menu selection screen  

 
A screen outlining the ESG Self-Assessment information will appear when you choose the ESG Self-

Assessment Information menu, as seen in the picture. 
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  Example of ESG assessment data menu selection screen  

 

Vendors can access the ESG Self-Assessment submitted to PTT by pressing the button,  as seen in 
the picture. 

 

 
  Example of ESG Self-Assessment View Data Screen  

 
The system will present the specific data that PTT receives from the ESG Self-Assessment provider in the 

manner depicted in the picture. 
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  Example of ESG Self-Assessment screen 

 
8.6 Learn more information about PTT AVL 

Vendors can get further vendor registration details by going to https://procurement.pttplc.com on the PTT 
Procurement website and following the procedures there.  

To learn more about PTT AVL, visit the procurement website at https://procurement.pttplc.com and choose 
the "Information for Vendor" and "PTT Approved Vendor List" menu choices, as shown on the right. 
 

 
  Example of Select menu PTT Approved Vendor List 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 169 of 215 PTT Vendor Management System 

When a vendor chooses the "PTT Approved Vendor List" menu choice, the system will provide them the 
picture detailed PTT AVL information. 

 
  Example of PTT Approve Vendor List 
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9. ESG Self Assessment 

The following criteria apply to: 
1) The Vendor who wishes to assess their own sustainability potential must register and be approved to 

access the PTT Vendor Management (PTTVM) system. 
2) The Vendor who wishes to apply for the PTT Approved Vendor List (PTT AVL) must complete an ESG 

Self-Assessment with a score of 2.50 or higher. The steps are as follows: 
9.1 Login the ESG Self-Assessment System 

In order to access the Login page in PTT Procurement Website, Vendors can do it through.  

URL https://procurement.pttplc.com . Then, the Vendor click   to access the Login page. 

 
  Example of Screen showing login button in PTT Procurement Website 

When the Vendor clicks on the login button, the system displays a screen where the Vendors can select 
the login type "Vendor" where the Vendor enters the email and password as shown in the picture. 

 
For Vendors the login process to the PTT Vendor Management System can be done as follows: 
 

  

https://procurement.pttplc.com/
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Select your user type and click "Login." 

 
  Steps for Selecting User Type 

 
Enter your email and password, then click "Sign in." 

 
  Steps for Entering Email and Password 
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click "Send verification code" 

 
  Steps for Send verification code 

 
Check your email for the OTP. 

 
  Check your email for the OTP. 
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Enter the OTP and click "Verify Code." (If you haven't received the OTP, click "Send New Code" to request a new 
one.) 

 
  Steps for Entering the OTP 

After the Vendor fill in the username and password and press Login, the system displays information as 
shown below. 

  
   

  Example showing the Portal 
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The Vendor can select the desired page shown on the screen or press  to access the list menu as 
shown in the picture. 

  
  Example showing the list menu 

 

9.2 Review pending ESG Self-Assessment  
When the Vendor clicks on the menu, the ESG main entry page is displayed. Once the Vendor has 

logged in and found no pending ESG Self-Assessments, the system will display the message “Data Not found”, 
as shown in the picture. 
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  Example showing the ESG main entry page with no pending ESG Self-Assessment  

 

or if there is a pending item that the Vendor has not yet completed. The system displays the list of 
incomplete or pending items on the screen as shown below. 

 
  Example showing the ESG main entry page with incomplete or pending ESG Self-Assessment 

9.3 Conducting ESG Self-Assessment 
If the Vendor wishes to conduct an ESG Self-Assessment, they can click the ESG Assessment Pending 

List screen. There are two ways to complete the ESG Self-Assessment: 
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  Example showing how to complete ESG Self-Assessment  
 
1. If the Vendor wishes to start the ESG Self-Assessment from the beginning, they can click   
2. If the Vendor wishes to complete the ESG Self-Assessment that has not yet been completed or the ESG Self-
Assessment with the status of "draft", they can click. 
 

When Vendors access the ESG Self-Assessment screen, the system displays an overview of the Vendor 
Assessment form. It contains general information, question category information and additional attachments (if any). 
Vendors can fill in the general information and indicate the companies they would like to work with by selecting 
information from the list. Vendors can select more than 1  company or, if they want to work with other affiliated 
companies, they can enter the name of the company in the "Other" (specified name) as shown in the picture. 

 
  Example showing how to complete ESG Self-Assessment 
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The explanation of buttons and their colors 

Buttons and Colors Explanation 

 

It means the Save Draft button, which allows the Vendor to save the data 
for review before submitting it to PTT. Once pressed, the Vendor can also 
come back and edit the information in the Assessment form. 

 
It means that the Vendor needs to click the Confirm button to save the 
result. This confirms the results of the Assessment form to PTT. Once the 
Vendor presses the button, they will no longer be able to edit the original 
Assessment form. 

 
It means to cancel the Assessment form. Any changes previously made 
to the form will not be successful. 

 
It means to return to the main ESG Self-Assessment screen. 

 
It means more information. The vendor can click this button to read more 
information on the screen. 

 
efers to the button that must be pressed in order to load the specified do
cument file into the system in order to save the test results. 
Color Legends and their Meanings 

 
Green indicates that the Vendor has completed the Assessment in that 
category. 

 

Yellow indicates the Vendor has NOT completed the Assessment in this 
category. 

 
Grey indicates the Vendor has NOT started the Assessment in this 
category. 

 

Green button means that the Vendor has answered the question in the 
Assessment. 

 

Yellow button means that the Vendor has NOT answered the question in 
the Assessment. 

 

Grey button means that the Vendor has NOT started this part in the 
Assessment. 
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  Example showing how to complete ESG Self-Assessment 
 
The Vendor can read the questions in each category and answer them as shown in the picture. 

 
  Example showing how to complete ESG Self-Assessment 

9.4 Save ESG Self-Assessment Draft 

The Vendor can click  to save draft before submitting it to PTT and the system will display the 
popup notification as shown in the picture. 
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  Example showing ESG Self-Assessment with the pop-up notification after clicking Save Draft Button 
 

Once the Vendor clicks on the Save Draft button, the system will show “Draft” status in the “Pending ESG 
Self-Assessment” Tab as shown in the picture. 

 
  Example showing ESG Self-Assessment with the pop-up notification after clicking Save Draft button 
 

9.5 Cancel ESG Self-Assessment 

The Vendor can click   if they do not want to complete the Assessment. Once clicked, the system 
will show a pop-up notification for the Vendor to confirm. After confirmation, the system will keep the Assessment 
form which is not subject to any further modifications. If the Vendor wishes to complete the Assessment, they are 
required to start over from the beginning as shown in the picture. 
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  Example showing ESG Self-Assessment with the pop-up notification after clicking Cancel button 

 
Once the Vendor clicks on the Cancel button, the system will show “Cancelled” status in the “Pending ESG 

Self-Assessment” tab as shown in the picture. 

 
  Example showing ESG Self-Assessment with the history of cancelled items 

9.6 Submit ESG Self-Assessment to PTT 

When the Vendor has completed all the required steps and reviewed the Assessment and wishes to 

submit the Assessment to PTT, the Vendor can click  . The system will reveal the score and status as shown 
in the picture. 
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  Example showing ESG Self-Assessment after confirmation 

 
Once the Vendor has completed and submitted the ESG Self-Assessment, the system will display a pop-

up notification with the score, which is stored in the system and displayed in the Scoring History tab on the ESG 
main entry page as shown in the picture. 

 
   Example showing ESG Self-Assessment after confirmation 
 

Remarks: 

1.   After the Vendor has successfully submitted the ESG Self-Assessment, no further changes can be made. If the 
Vendor wishes to revise the score, they are required to do the Assessment again from the beginning. 
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2 .  The Vendor can take the Assessment more than once and submit the results to PTT. The system will keep the 
scores in the ESG Self-Assessment history. The Vendor, who receives less than 2.5  points and wishes to apply for 
PTT AVL registration must carry out a new ESG Self-Assessment (according to section 1.3). Only when the Vendor 
has achieved a score of 2.5 or more, they can apply for AVL Registration. 

3 .  The results obtained have a validity period of 3  years from the date on which the Vendor submits the last ESG 
Self-Assessment. When the ESG Self-Assessment performed by the Vendor expires, the system notifies the Vendor 
and requests the Vendor to perform the ESG Self-Assessment again. (As in section 1.3) 

4 .  PTT will automatically update each provider's ESG Self-Assessment with the newer version and consider the 
previous Assessments as 'expired'. This will ensure that PTT has the updated information during the 3-year validity 
period. 

5. The provider must achieve a score of 2.5 or above within 3 years of the date of the last ESG Self-Assessment. 

9.7 Review the ESG Self-Assessments history 
After logging in, the Vendor will be shown a main entry page of ESG Self-Assessment where the 

Vendor can click the Assessment History tab. After that, the system will automatically display the list of 
ESG Self-Assessments done by the Vendor as shown in the picture. 

 
  Example showing the main entry page after clicking Assessment History Tab 
 
Explanation of each button 
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Buttons and Field Description 

Version 
It means the version of eligible ESG Self-Assessments, announced by PTT. The 
Vendor can search for the information here. 

Status 
It means the status of the Vendor’s ESG Self-Assessment that is submitted to PTT. 
There are three statuses: 
1. Successfully Submitted (for Valid Assessments) – it means that the Vendor has 
successfully submitted the Assessments to PTT within 3 years of the date of the 
ESG Self-Assessment  
2. Successfully Submitted (for Expired Assessments – it means that that the Vendor 
has successfully submitted the Assessments to PTT but the Assessments have 
already been expired (More than 3 years of the date of the ESG Self-Assessments) 
3. Cancelled – it means the Vendor has cancelled the ESG Self-Assessment.  

Result 
It means the score obtained from the ESG Self-Assessment that the Vendor 
submitted to PTT. 
1. Pass – The score obtained from the ESG Self-Assessment is 2.5 or above. 
2. Failed - The score obtained from the ESG Self-Assessment is less than 2.5. 

 
Search – To search for the information as requested from the Vendor. 

 
Request for the result button – to request for the Assessment result and score 
which will be displayed automatically on the screen after Click.  

Sustainability 
Performance 

Assessment Name 

The version of the ESF Self-Assessment, announced by PTT will be automatically 
shown. 

Full Score The full score of the ESG Self-Assessment will be automatically shown. 
Score The obtained score from the ESG Self-Assessment done by the Vendor will be 

automatically shown. 
Transaction Date The submission date of the ESG Self-Assessment will be automatically shown.  

 

9.8 Review the ESG Self-Assessment Details 

The Vendor can check the details of the ESG Self-Assessment by clicking   which will show the 
Assessment History tab. From here, the Vendor can check the information in each category as shown in the 
picture. 
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  Example showing the details of ESG Self-Assessment (After clicking Assessment History tab and Request for Details Button) 
 

 
  Example showing the details of ESG Self-Assessment (After clicking Assessment History tab, Request for details button, and 
Category. 
 

9.9 Export and Print the ESG Self-Assessment Report  
The Vendor is able to print the ESG Self-Assessment report from the system by clicking           Then, the 

system will show the details of the ESG Self-Assessment. If the Vendor wishes to print the ESG Self-Assessment 

report, click . After that, the system will draw the requested report from the system and send it to the 
Vendor’s computer where the Vendor can download the PDF file in three different formats as shown in the picture. 
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  Example showing how to print the ESG Self-Assessment (After clicking Assessment History tab) 
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  Example of ESG Self-Assessment Report (Format 1) 
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  Example of ESG Self-Assessment Report (Format 2) 
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  Example of ESG Self-Assessment Report (Format 3) 
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  Example of ESG Self-Assessment Summary 
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10. General Power of Attorney 

 **This function is intended for use by affiliate vendors, which are companies under the PTT Group (Vendor 
Codes starting with PF)** 
 Vendors can draft the company’s General Power of Attorney without specifying a procurement project by 
using the standard template in the PTTVM system. This document will be used and can be reused for online bid 
submissions with PTTPLC until it expires, is terminated, or modified. 
 To begin, log in to PTTVM and select the 'General Power of Attorney' menu. 

 
  Example of PTTVM system menu screen 
 

10.1 Task List  
 10.1.1 Request List 

It is a list of requests to add or edit a company’s general power of attorney, and the tasks are 
awaiting approval. 
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  Request List 
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Data of Description 
Field Description 

Power of Attorney Name Displays the name of the power of attorney set by the vendor. 
Status Displays the status of your requests:  

• ‘Draft' refers to a request where the vendor has prepared information and 
documents but has not yet submitted them for approval. 

• ‘Waiting for Approval’ refers to a request where the vendor has already 
submitted it and is waiting for review and approval by PTTPLC. 

• ‘Revise' refers to a request where the information has been reviewed and 
returned to the vendor for correction and addition of more document. 

Authorized Person Displays  company’s authorized directors (as per the company registration 
certificate) and their ID Card document files.  

Attorney Displays a person who is represent your company in procurement matters and 
their ID Card document files.  

General Power of Attorney Displays the General Power of Attorney document in printable form, including the 
signature of the person responsible for this form. 

Supporting Documents Displays a list of other documents used to support the power of attorney as 
follows 

• Company registration certificate  

• Sub-power of attorney (if any) 
Expiring Date Displays the date with the icon , indicating that documents will become 

invalid after that date. 
Expired Date Displays the date with the icon , indicating that documents are no longer valid 

and considered as inactive. 
Function Buttons There are four function buttons on the screen that vendors can use to execute their 

requests. 

•  use to create the new general power of attorney. 

•  use to modify a general power of attorney and supporting 
documents, which are waiting for submit by vendors. 

•  use to cancel a general power of attorney and supporting 
documents, which are waiting for submit by vendors. 
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Field Description 

•  use only to view details in the request for a general power of 
attorney and supporting documents, which are waiting for approval by 
PTTPLC.  

 
 10.1.2 List of General Power of Attorney 

It is an authorized list of general powers of attorney. Vendors can choose one, which is active, 
from this list to use as a supporting document in the PTT Bidder Submission system. 

 

 
  List of General Power of Attorney 
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  List of General Power of Attorney 

 
Data of Description 

Field Description 
Power of Attorney Name Displays the name of the power of attorney set by the vendor. 
Status Displays the status of the list of requests:  

• ‘Approved’ refers to a request where is approved by PTTPLC and the general 
power of attorney is effective to use for the bid submission. 

• ‘Not Approved’ refers to a request that PTTPLC has not approved and is not 
permitted for use. 

Approved Date Displays the date of approval by PTTPLC. 
Expired Displays the validity period of this general power of attorney. 
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Field Description 
Authorized Person Displays  company’s authorized directors (as per the company registration 

certificate) and their ID Card document files.  
Attorney Displays a person who is represent your company in procurement matters and 

their ID Card document files.  
General Power of Attorney Displays the General Power of Attorney document in printable form, including the 

signature of the person responsible for this form. 
Supporting Documents Displays a list of other documents used to support the power of attorney such as 

company registration certificate, sub-power of attorney, other documents. 
Expiring Date Displays the date with the icon , indicating that documents will become invalid 

after that date. 
Expired Date Displays the date with the icon , indicating that documents are no longer valid 

and considered as inactive. 
Function Buttons There are four function buttons on the screen that vendors can use to execute their 

requests. 

•  use to create the new general power of attorney. 

•  use to modify a general power of attorney and supporting 
documents, which are waiting for submit by vendors. 

•  use to cancel a general power of attorney and supporting 
documents, which are waiting for submit by vendors. 

 use only to view details in the request for a general power of attorney 
and supporting documents, which are waiting for approval by PTTPLC.  
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10.2 General Power of Attorney Preparation Process 
 There are 4 steps to prepare the general power of attorney in the PTTVM system. 
 
 Step 1 : POA / Authorized Person 

The screen displays a form to fill out the required information, including the POA’s name, 
expiration date, and authorized person. 

 
  Step 1 : POA / Authorized Person Information 

 
Data of Description 

Field Description 
POA’s Name * For naming the document of General Power of Attorney. 
Expiration Date * For setting the expiry date of General Power of Attorney. 

(Suggestion : The effective period of this POA shall not be more than 6 
months) 
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Field Description 
Authorized Person Displays  company’s authorized directors (as per the company registration 

certificate)  
ID Card No. Displays the ID card number of the authorized person. 
Expire Date Displays the expiry date of the authorized person's ID card. 
Function Buttons There are four function buttons in the authorized person’s tab that vendors can 

use to execute their requests. 

•  use to add more authorized persons and their 
document. 

•  is an edit button, use to modify an authorized person’s 
information and their document. 

•  is a delete button, use to delete an authorized person’s 
information and their document. 

•  is a download button, use to download an authorized person’s 
document file attached. 

 

  To add the authorized person’s information, click button . The screen will 
display a popup form for filling out and attaching document files.  
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  Popup form for adding the authorized person’s information 

 
Data of Description 

Field Description 
Company’s Authorized 
Directors 

If there is information for the Company's Authorized Directors in the PTTVM 
system, vendors can select from the recommended dropdown list. 

Full Name * To specify the authorized person, including their prefix, name, and surname. 
ID Card/Passport No. * To identify the authorized person’s ID card number. 
Date of Expiry * To choose the expiry date or indicate 'lifetime' based on the information from 

the authorized person's ID card. 
Copy ID Card/Passport No. * For uploading the copy of the authorized person’s ID card. 

 
 



 PTT Vendor Management System Manual  For Vendors 

 

 

 
PTT Digital Procurement Page 199 of 215 PTT Vendor Management System 

 Step 2 : Attorney 
The screen displays a form to fill out the attorney’s information. 

 

 
  Step 2 : Attorney Information 

 

 To add the attorney information, click button . The screen will display a popup form for filling 
out and attaching document files.  
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  Add a new attorney name.  

 
Data of Description 

Field Description 
Full Name * To specify the authorized person, including their prefix, name, and surname. 
ID Card/Passport No. * To identify the authorized person’s ID card number. 
Date of Expiry * To choose the expiry date or indicate 'lifetime' based on the information from 

the authorized person's ID card. 
Copy ID Card/Passport No. * For uploading the copy of the authorized person’s ID card. 

  
Step 3 : Print Form 

The general power of attorney form is previewed on the screen in this step. Vendors can verify all 
the data displayed on the form. After that, click the download button, print it out, and have the accountable 
party sign and affix a revenue stamp on the document. Finally, fill out in the blank and scan this signed 
document to save it as a JPG or PDF file on your computer. 

Press the  button to next step or press the button  for returning to the previous step 
if you want to edit authorized person and/or attorney’s information. 
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  The General Power of Attorney Print Form   
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Step 4 : File Attachment 
In this step, the system requires documents for supporting the General Power of Attorney as 

follows 

• The General Power of Attorney form file includes the signature of the accountable party for 
this form and affix a revenue stamp. 

 
 

• Certified Copy of the Certificate of Registration Issued by Ministry of Commerce not more than 
6 months before application submission date which certified true copies with signature of 
authorized directors and company’s stamp (if any) on every page.  

 

 
 Certificate of Company 
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If vendors have attached a copy of the Certificate of Registration that is active within the last 6 months in 
the PTTVM system, you can either select one from PTTVM to upload here or click the ‘Add File’ button to choose a 
new one from your computer. 
 

 
 Certificate of Company 
 
Data of Description 

Field Description 
Important File * For upload Certified Copy of the Certificate of Registration. 
Date of Issue * For choose the Certificate of Registration's issuance date. 

 
Remark: Please verify that the name on the Certificate of Registration matches the authorized 
person listed in the General Power of Attorney. 

 

• Sub-power of attorney / other documents. 
Vendors can submit sub-power of attorney files or any files for supporting the 

general power of attorney by clicking the  button. 
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  Sub-power of attorney / Other Documents (if any)   

 

 
  Add document Files 

 
 

 

 

 
 

Data of Description 
Field Description 

Document type * For select the type of document file. 
Expired Date * To choose the expiry date or indicate 'Not Specified' based on the information 

from the Sub-power of attorney. 
Sub-power of attorney / 
Other File * 

For upload the document files. 
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10.3 Check status / Progress of Approval requests  

• Status: 'Waiting for Approval' 
After the vendor submits the request, the status will show as 'Waiting for Approval.' Vendors can 

review the information by clicking the  button. Details and the file attachment for this request will be 
shown on the screen, but you are unable modify the data. 

 
  List of General Power of Attorney 
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  Browse documents (pending approval) 

 

• Status: ‘Approved’ 
 
When the request is verified and approved by PTTPLC, the status will show as ‘Approved.’ Vendors 

can review the information by clicking the  button.  
In case of the General Power of Attorney is effective but the supporting documents are expired, the 

screen will show the icon  after the expired date. Vendors can upload the up-to-date document files on this 

screen by clicking the  button.  
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  List of General Power of Attorney 

 

 
  Browse for documents (approved) 
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11. Responding to an Invitation to Bid  

11.1 Responding to an Invitation to Bid Process 
 Vendors who have received an invitation to bid via email can respond to ‘participate’ or ‘not 
participate’ by clicking the link provided in the email or clicking the menu ‘Responding to an Invitation to 
Bid’ in the PTTVM system as shown in the picture. 
 

 
  Example showing the list menu 

 
 The system will display a popup, including the Terms of Responding to an Invitation to Bid, which 
explains how to respond.  
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  Example of pop-up  screen, acceptance requirements, participation in procurement and explaination 
 

On the screen, it displays 2 parts: 
1) Searching 

Vendors can fill in the search field to locate the procurement project they need to respond to or 
review their response history. The relevant projects will then appear in the task list area below. The 
following are the search fields (fill out at least one before searching): 

- Announcement Date to Date                                       
- Response status                       
- Announcement No. (PR No.)     
- Announcement Name 
- Procurement Department 
- AVL Group  

2) Task List 
The screen will show task lists as follows: 

• Pending List 
The system displays tasks awaiting the vendor's response to an Invitation to Bid. 

Vendors can choose either to 'participate in bidding' or 'not participate in bidding' and 
providing reasons.  

• Completed List 
The system displays tasks that the vendor has responded to an Invitation to Bid.  
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  Example of  the Responding to an Invitation to Bid menu screen  

  
Data of Description 

Field Description 
Pending List Show the list of announcements awaiting for response. 
Completed List Show the list of announcements completely responded. 
Announcement No. Show PR number. 
Response Status Displays the response status, which has 4 statuses: 

- Waiting for Response 
- Participate in bidding  
- Not participate in bidding 
- No response 

Function Buttons There are three function buttons on the screen that vendors can use to execute their 
responses. 

•  use to response and provide reasons. 

•  use to give explanations when the vendor didn't reply at all.  

•  use to change the responded answer. 
 

To respond to an Invitation to Bid, click the button . The screen will display procurement 
project announcement details and provide the option to select either 'participate in bidding' or 'not participate in 
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bidding,' along with the opportunity to provide reasons. Then, click the button  to confirm or the 
button  to the main menu screen. 

 
  Example of  the Responding to an Invitation to Bid screen 

 

11.2 Changing/Modifying the response 
If the announcement is still displayed in the "pending list" tab, the vendor can click the button 

 to edit the response you have already sent.  

 

 

 Example of pending list tab screen  

  

The Next, select a different response and press the button  to confirm. 
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The previous response will appear on the screen. Vendor can select a different response and press the 
button  to confirm. 

 
  Example of a bid acceptance status change 

11.3 Explanation of the Reasons for Not Participating in Bidding 
If the announcement is still displayed in the 'pending list' tab and shows the button 'explain reason,' it 

indicates that the vendor has not provided any response, and the system automatically marks their status as 'not 
participating in bidding.' Vendors are required to declare the reasons for not participating. 

• In the case of vendors belonging to the AVL group, if they do not provide an explanation of 
reasons, the system will automatically mark them as 'not participating in bidding without 
justifiable reasons’. 

• In the case of vendors who are not belonging to the AVL group, if they do not provide an 
explanation of reasons, the system will not count. 
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 Example of a explaination button display 
  

Click on the button  to declare your reasons for not participating in this bid submission and 
submit.  

 
  Example of explaination reasons screen 

 
 Then, this announcement will move from ‘pending list’ tab to ‘completed list’ tab as shown in the picture.  
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 Example of a screen showing the announcement number on the Tab  "completed list" 

 

11.4 Checking the Participation Status. 
Vendors can check their response answers by searching; the data will be displayed in the 'pending 

list' tab and/or 'completed list' tab. 

 
  Example of Main Menu    
 
 
 


