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Assign user to access Letter
Note: Only admin user can assign other user to access into this module.

1. Login eProject system and then click

2. Click “Users” then click

3. There are 2 roles under Letter of Award module, user need to click

assign user under both roles.
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Assign user to access Letter of Award module (Project)
can assign other user to access into this module.

Login eProject system and then click “Project Title” or click “Open Project”

then click “Letter of Award”

There are 2 roles under Letter of Award module, user need to click

assign user under both roles.

http://forum.buildspace.my-3-

“Open Project”

There are 2 roles under Letter of Award module, user need to click “+Add Users” to



4. Tick to select the user, then click “

5. The assigned user will display under the list, user still can click

the user from the list.

Note: Under “Reviewer” role, admin user need to tick to define whether the assigned user

is Editor or not. (Reviewer with Editor can submit letter of award for management

approval process)
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Tick to select the user, then click “Add Users”.

The assigned user will display under the list, user still can click “X”

role, admin user need to tick to define whether the assigned user

(Reviewer with Editor can submit letter of award for management
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symbol to remove

role, admin user need to tick to define whether the assigned user

(Reviewer with Editor can submit letter of award for management



How to prepare/edit Letter of Award
Note: Following steps are for user who assigned as

1. Login eProject system and click to open a project.

2. Go to “Tendering”, then click at

3. There are 3 categories under Letter of Award module, click

category to start edit.

Note: User can copy the content from existing format (Microsoft Word). However, user

need to paste the content from Microsoft Word into

content from NOTEPAD

remove the content styling from Microsoft Word and allow user to spend lesser time

on adjusting spacing, margin & layout when printing out the Letter of Award
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How to prepare/edit Letter of Award (As Editor role)
Note: Following steps are for user who assigned as Editor role only.

Login eProject system and click to open a project.

, then click at “Letter of Award”.

There are 3 categories under Letter of Award module, click “Edit” beside each

Note: User can copy the content from existing format (Microsoft Word). However, user

need to paste the content from Microsoft Word into NOTEPAD first, then copy the

NOTEPAD and paste it under eProject system. (This action is to

remove the content styling from Microsoft Word and allow user to spend lesser time

on adjusting spacing, margin & layout when printing out the Letter of Award
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beside each

Note: User can copy the content from existing format (Microsoft Word). However, user

first, then copy the

(This action is to

remove the content styling from Microsoft Word and allow user to spend lesser time

on adjusting spacing, margin & layout when printing out the Letter of Award)



4. For Contract Details, user need to input the header content like below

display at the top of every page when printed out)

5. For Clauses, user need to “

6. Tick to set numbering for certain clauses

clause as sub clauses,

7. After finalised the clauses, click “
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, user need to input the header content like below

display at the top of every page when printed out). After that, click “

, user need to “Add New Clause” and key in the content.

Tick to set numbering for certain clauses (e.g. 1.0, 1.1 …). Further, to set certain

clause as sub clauses, click (Hold) symbol and drag to right side.

After finalised the clauses, click “Save”.
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, user need to input the header content like below (which will

. After that, click “Save”.

content.

Further, to set certain

symbol and drag to right side.



8. For Signatory, user need to insert the content on contractor’s signature page only

(As shown below).

9. After user finalised the Letter of Award template, user can click

printing layout, margin & font size before printing layo

10. Click Action(s), then click

award.

11. After clicking “Notify Reviewer”

notification has been sent successfully.
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For Signatory, user need to insert the content on contractor’s signature page only

After user finalised the Letter of Award template, user can click “Settings”

printing layout, margin & font size before printing layout.

, then click “Notify Reviewer” to allow reviewer to review the letter of

“Notify Reviewer”, the system will pop out a message shown that

notification has been sent successfully.
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For Signatory, user need to insert the content on contractor’s signature page only

“Settings” to edit the

to allow reviewer to review the letter of

, the system will pop out a message shown that



How to comment on Letter of Award module
Note: Reviewer will receive an email notification once Editor notified Reviewer through

eProject system

1. To review and comment on Letter of Award, login eProject system and click

Title” or click “Open Project”

2. Go to “Tendering”, then click at

3. Click “Edit” button beside Clauses to view the content. User also can click

preview the Letter of Award.

4. Reviewer only can review and insert comment on each clauses. To comment,

click at icon.
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How to comment on Letter of Award module (as Reviewer)
Note: Reviewer will receive an email notification once Editor notified Reviewer through

To review and comment on Letter of Award, login eProject system and click

“Open Project”

, then click at “Letter of Award”.

button beside Clauses to view the content. User also can click

preview the Letter of Award.

Reviewer only can review and insert comment on each clauses. To comment,
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(as Reviewer)
Note: Reviewer will receive an email notification once Editor notified Reviewer through

To review and comment on Letter of Award, login eProject system and click “Project

button beside Clauses to view the content. User also can click “Print” to

Reviewer only can review and insert comment on each clauses. To comment,



5. Reviewer can click at the text box to insert the comment. After that, click

Comment”.

6. The comment will be recorded under the system. User can

continue comment on other clauses.

7. After review & comment on the clauses, click

level.

8. Click “Action(s)” and “Send Comment Notification”

comments have been established.
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Reviewer can click at the text box to insert the comment. After that, click

The comment will be recorded under the system. User can click “Close”

continue comment on other clauses.

After review & comment on the clauses, click “Letter of Award” and back to the first

“Send Comment Notification” to notify Editor user that the

have been established.
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Reviewer can click at the text box to insert the comment. After that, click “Post

Close” and

and back to the first

to notify Editor user that the



How to amend Letter of Award based on comment

1. Login eProject system and then click

2. Go to “Tendering”, then click at

3. Editor user view see how many comments inserted by Reviewer. To view the

comments, click “Edit”

4. Click icon
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How to amend Letter of Award based on comment

Login eProject system and then click “Project Title” or click “Open Project”

, then click at “Letter of Award”.

Editor user view see how many comments inserted by Reviewer. To view the

“Edit”.

to view unread comment.
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“Open Project”

Editor user view see how many comments inserted by Reviewer. To view the



5. Editor user can view the comments from Reviewer user. Click

clauses.

6. Editor user can click on clauses to edit the content.

9. After amended the clauses based on comment, click

the first level.

7. Click Action(s), then click

amended letter of award.
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Editor user can view the comments from Reviewer user. Click “Close”

Editor user can click on clauses to edit the content.

After amended the clauses based on comment, click “Letter of Award”

, then click “Notify Reviewer” to allow reviewer to review the

amended letter of award.
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“Close” to amend the

“Letter of Award” and back to

to allow reviewer to review the



How to submit Letter of Award for management approval?
Note: Only Reviewer (with editor)

1. Login eProject system and then click

2. Go to “Tendering”, then click at

3. After selecting verifier, click

4. Verifier will receive email notification once the Letter of Award is submitted for

approval.
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How to submit Letter of Award for management approval?
Reviewer (with editor) able to submit for management approval

Login eProject system and then click “Project Title” or click “Open Project”.

, then click at “Letter of Award”.

After selecting verifier, click Submit.

Verifier will receive email notification once the Letter of Award is submitted for
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How to submit Letter of Award for management approval?
able to submit for management approval

“Open Project”.

Verifier will receive email notification once the Letter of Award is submitted for



How to respond to Letter of Award approval process?
Note: Verifier will receive an email notification when Letter of Award is submitted for

approval.

Login through email
1. Verifier will receive an email notification when Letter of Award

approval. To view details of Letter of Award, click at the link from email.

2. Then user will be diverted into eProject login page.

3. Once login, user will be diverted to Letter of Award module. Click

clauses or click “Print”

the LA, click “Approve / Reject”.
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How to respond to Letter of Award approval process?
Note: Verifier will receive an email notification when Letter of Award is submitted for

Verifier will receive an email notification when Letter of Award is submitted for

approval. To view details of Letter of Award, click at the link from email.

Then user will be diverted into eProject login page.

Once login, user will be diverted to Letter of Award module. Click “Edit”

“Print” to view the Letter of Award (printing format).

“Approve / Reject”.
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Note: Verifier will receive an email notification when Letter of Award is submitted for

is submitted for

approval. To view details of Letter of Award, click at the link from email.

“Edit” to view the

(printing format). After reviewed



4. User can insert “Remark”

Login through system (witho
1. Login to eProject system. User can view the pending approval tasks from To Do List,

click “View” to view for more details.

2. User will be diverted to Letter of Award module. Click

click “Print” to view the Letter of Award

click “Approve / Reject”.

3. User can insert “Remark”
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“Remark” after they “Approved/Rejected” the Letter of Award.

Login through system (without email)
Login to eProject system. User can view the pending approval tasks from To Do List,

to view for more details.

User will be diverted to Letter of Award module. Click “Edit” to view the clauses or

to view the Letter of Award (printing format). After reviewed the LA,

“Approve / Reject”.

“Remark” after they “Approved/Rejected” the Letter of Award.
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the Letter of Award.

Login to eProject system. User can view the pending approval tasks from To Do List,

to view the clauses or

After reviewed the LA,

the Letter of Award.



Publish To Post Contract

Assign user
1. Login eTender with Username

2. Click “Project Title” or click

3. Click “Users” and then click
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Publish To Post Contract

Username and Password

or click “Open Project”

and then click “Contract Management”
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4. Choose specific module

5. Click “Assign Users”

6. Tick which user selected and click
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specific module (Exp: Publish to Post Contract)

which user selected and click “Save”
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7. Click “Assign Verifiers”

8. Select which user and click

9. Click “Reset” to reassign the verifier
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“Assign Verifiers” to select which user as a verifier

Select which user and click “Assign”

to reassign the verifier

http://forum.buildspace.my-17-



Push the BQ to post contract
1. Click “Project Title” or click

2. Click “Buildspace Pro”

3. Click “Push To Post Contract”

4. Click “Publish” and select

Rates/Estimate Rates”
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Push the BQ to post contract
or click “Open Project”

“Buildspace Pro” to access the BQ

“Push To Post Contract”

and select “New Post Contract”. User can select “Contractor

Rates/Estimate Rates” with/without “Not Listed Items”

http://forum.buildspace.my-18-

“Contractor



5. Fill up all information and click

6. When the form already submits for approval, the button

disable to click
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Fill up all information and click “Save”

When the form already submits for approval, the button “Push To Post Contract”
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“Push To Post Contract”



Approve approved the submission
1. Verifier person received the email and click

request

2. OR Login eTender system with

3. Click “View”
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Approve approved the submission
Verifier person received the email and click “Link” as a shortcut to approve the

OR Login eTender system with Username and Password
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as a shortcut to approve the



4. Click “View LA/LO”

5. Verifier will check the details first before click

6. Verifier can type any comments
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Verifier will check the details first before click “Approve/Reject”

comments for “Approve/Reject” the request
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the request



7. Resender can see the status

1.
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Resender can see the status “Approve/Reject” the request
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Request For Variation

How to issue fill in contract & contingency sum for RFV
Note: Consultant (user role who prepare Cost Estimate for RFV) must fill in contract &

contingency sum first before issue

1. After login eProject and opened a project,

2. Consultant click “Post Contract”

3. Click “Action” and choose
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How to issue fill in contract & contingency sum for RFV
: Consultant (user role who prepare Cost Estimate for RFV) must fill in contract &

contingency sum first before issue FIRST RFV.

After login eProject and opened a project,

“Post Contract” and choose “Request For Variation”

and choose “Contract & Contingency Sum”
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: Consultant (user role who prepare Cost Estimate for RFV) must fill in contract &

“Request For Variation”



4. Then fill original contract sum & contingency sum for this project. After that, click

“Submit”.

Note: Consultant can proceed to issue new RFV after original contract &

filled in system.

How to issue New RFV
1. After consultant filled in Contract & Contingency Sum, click

new RFV.

2. Fill in the information for the RFV. After that click
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Then fill original contract sum & contingency sum for this project. After that, click

: Consultant can proceed to issue new RFV after original contract &

After consultant filled in Contract & Contingency Sum, click “Add New RFV”

Fill in the information for the RFV. After that click Submit.
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Then fill original contract sum & contingency sum for this project. After that, click

: Consultant can proceed to issue new RFV after original contract & contingency is

“Add New RFV” to issue



How to insert cost estimate for RFV
1. After consultant submitted the RFV form, click at

fill in cost estimate.

2. Click at “Cost Estimate”

3. After clicking “Cost Estimate”,

4. After finalized the RFV cost estimate, click
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How to insert cost estimate for RFV
After consultant submitted the RFV form, click at “Description” to open the RFV and

“Cost Estimate” to do cost estimation for the RFV.

“Cost Estimate”, type to key in info to prepare for RFV cost estimation.

After finalized the RFV cost estimate, click “RFV Details” to submit for approval.
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to open the RFV and

type to key in info to prepare for RFV cost estimation.

to submit for approval.



5. You can upload attachment before submitting the RFV for approval. To submit for

approval, click “Submit”

How to verify RFV Cost Estimate
1. After consultant completed and submitted RFV cost estimate, it will revert back to

consultant (User who issued the RFV)

click at the RFV description to open RFV.

2. Click “Cost Estimate” to view the RFV cost estimate.
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You can upload attachment before submitting the RFV for approval. To submit for

ubmit” button to submit to for approval.

How to verify RFV Cost Estimate
After consultant completed and submitted RFV cost estimate, it will revert back to

(User who issued the RFV) for verification. To verify the RFV cost estimate,

click at the RFV description to open RFV.

to view the RFV cost estimate.
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You can upload attachment before submitting the RFV for approval. To submit for

After consultant completed and submitted RFV cost estimate, it will revert back to

for verification. To verify the RFV cost estimate,



3. After reviewing the RFV cost estimate, click

Reject”. (If approved, the RFV will proceed for client verification; if rejected, the

RFV will revert back to consultant to redo the cost estimate)

How to key in AI/EI number after RFV had been approved
1. After client approved the RFV, the RFV status will

at the icon “(AI/EI Number)”

2. After filling in the AI/EI number, click
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After reviewing the RFV cost estimate, click “RFV Details” and click

If approved, the RFV will proceed for client verification; if rejected, the

RFV will revert back to consultant to redo the cost estimate)

How to key in AI/EI number after RFV had been approved
After client approved the RFV, the RFV status will show as “Approved

(AI/EI Number)” to fill in AI/EI Number.

After filling in the AI/EI number, click “Save”.
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and click “Approve /

If approved, the RFV will proceed for client verification; if rejected, the

Approved”. User can click



How to Activate Claim Certificate & Update Progress Claim

1. Login eTender system with

2. Click “Project Title” or click

3. To activate claim certificate, just click at “

4. After click the “Buildspace Pro”
“claim certificate” to prepare the

5. Click “Active Claim Certificate”
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How to Activate Claim Certificate & Update Progress Claim

system with Username and Password

or click “Open Project”

To activate claim certificate, just click at “Buildspace Pro” icon.

Buildspace Pro”, can view the BQ already in post contract.
to prepare the claim certificate.

Active Claim Certificate” and fill up the form.
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How to Activate Claim Certificate & Update Progress Claim

BQ already in post contract. Click



6. Fill up all information that have in claim certificate and then click “

7. Click “Project Breakdown”
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Fill up all information that have in claim certificate and then click “

“Project Breakdown” to update the claim.

http://forum.buildspace.my-29-

Fill up all information that have in claim certificate and then click “Save”.



8. Double click which “Bill”

9. Double click and can view the
Note : Claim can update at the element level or item level.

10. Press enter to key in and

11. Double click the “Element”
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“Bill” want to update the claim.

and can view the “Element Level”.
Note : Claim can update at the element level or item level.

in and press enter again to save.

“Element” to update the claim item by item.
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12. After done update the claim, go to
latest updated claim.

13. At the same you can update

14. For approved claim certificate you can export excel file to finance system, go to claim
certificate, at “Claim Certificate Information
will download in excel format
software.
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After done update the claim, go to project breakdown and click “Reload”

At the same you can update any sub module (refer to below tutorials).

For approved claim certificate you can export excel file to finance system, go to claim
Claim Certificate Information” click “Export to Accounting

will download in excel format. This excel file can be integrated with accounting

http://forum.buildspace.my-31-

“Reload” to see the

any sub module (refer to below tutorials).

For approved claim certificate you can export excel file to finance system, go to claim
Export to Accounting” then it

. This excel file can be integrated with accounting



VO Module
Note: Once RFV is approved from management, the RFV budget will automatically sync to

BuildSpace Pro system

1. To issue VO based on approved RFV,

2. Then user will be diverted into Buildspace Pro system.

module.

3. Double click at approved RFV and go to second level.

4. System will auto sync the cost estimate from RFV.

Note: Details of cost estimate that approved from RFV cannot be edited while

preparing VO.
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Note: Once RFV is approved from management, the RFV budget will automatically sync to

To issue VO based on approved RFV, click at and proceed to prep

Then user will be diverted into Buildspace Pro system. Double click

at approved RFV and go to second level.

System will auto sync the cost estimate from RFV.

estimate that approved from RFV cannot be edited while

http://forum.buildspace.my-32-

Note: Once RFV is approved from management, the RFV budget will automatically sync to

click at and proceed to prepare VO.

Double click to open VO

estimate that approved from RFV cannot be edited while



5. To prepare VO, user can click

6. Double click to select which bill & unit.

7. Double click to select which element.

8. Tick to select which item to omit, then click

9. Selected items will be imported under VO item list.

addition.
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To prepare VO, user can click “Omit From Bills” to omit item from BQ.

to select which bill & unit.

to select which element.

Tick to select which item to omit, then click “Import”.

Selected items will be imported under VO item list. Scroll right to fill in omission/
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” to omit item from BQ.

to fill in omission/



10. Press Enter to fill in omission/addition, then press

11. After filled in omission/addition, the system will auto generate

Omission/Addition. After that, click

12. User can click Upload

13. Click Upload to upload attachment.
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to fill in omission/addition, then press Enter again.

After filled in omission/addition, the system will auto generate Nett

. After that, click Variation Orders and back to first level.

Upload to upload attachment for VO.

to upload attachment.
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Nett

and back to first level.



14. Once the VO is finalised, go to

from “Preparing” to “Pending”

15. Click Yes to finalise the VO.

16. Then the VO status will change to

Note: VO cannot be amended anymore
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Once the VO is finalised, go to Status column, press Enter to change the VO status

“Pending”.

to finalise the VO.

Then the VO status will change to

Note: VO cannot be amended anymore once the VO is approved.
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to change the VO status

approved.



Print Claim Certificate
1. Click “Claim Certificates”

2. Double click which claim certificate want to

3. To print claim certificate, click

file, click “Export to Excel”

4. Click “Print” to print out the claim certificate
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Print Claim Certificate
“Claim Certificates”

which claim certificate want to print out or export to excel file

To print claim certificate, click “Claim Certificate Print Info” and to export to excel

“Export to Excel”

to print out the claim certificate
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export to excel file

and to export to excel



5. Click “Export” to export the claim certificate to excel file

Visit our forum & tutorials at http://forum.buildspace.my

to export the claim certificate to excel file
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Location Management
1. To define the location, click

Note: Define location can do at “Project Builders” and “Post Contract” module

2. Press enter to type the location and
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Location Management
To define the location, click “Define Locations”

Note: Define location can do at “Project Builders” and “Post Contract” module

to type the location and press enter to save.
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Note: Define location can do at “Project Builders” and “Post Contract” module



3. To different the location, single click at the location and

4. To close click “x” and to go front page click
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the location, single click at the location and “Indent” or

and to go front page click “Project Breakdown”
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or “Outdent”



5. Click “Location Management”

6. Click to breakdown the
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“Location Management” to assigned location

Click to breakdown the “Trade”, can filter the trade and tick which trade
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, can filter the trade and tick which trade



7. Click to breakdown the

8. Click to breakdown the

element

9. Click to breakdown the
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Click to breakdown the “Element”, can filter the element and tick which element

Click to breakdown the “Sub Element”, can filter the sub element and tick which sub

Click to breakdown the “Location 1”, can filter the location and tick which location
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filter the element and tick which element

, can filter the sub element and tick which sub

, can filter the location and tick which location



10. Click to breakdown the

11. Click to breakdown the
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o breakdown the “Location 2”, can filter the location and tick which location

Click to breakdown the “Location 3”, can filter the location and tick which location
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, can filter the location and tick which location

, can filter the location and tick which location



12. Click to breakdown the

13. After tick all the (Trade

the Bill No until Item Level

14. Item already assign, “Assigned”
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Click to breakdown the “Location 4”, can filter the location and tick wh

(Trade – Sub element) and (Location 1 – Location 4)

Item Level and tick which item and click “Save”

“Assigned” stated at location column

http://forum.buildspace.my-43-

, can filter the location and tick which location

Location 4), double click



15. Click “Assigned” to see the list of location assigned. To delete the location, click the

location and click “Remove Location”

16. Click “BQ Location View”

17. Can filter the location

18. Scroll to the right until see the

and click to “Save”

Note: Filter first the item before key in the figure

Visit our forum & tutorials at http://forum.buildspace.my

to see the list of location assigned. To delete the location, click the

“Remove Location”

“BQ Location View” to view the location already assigned

ght until see the “Prorated %” and “Prorated Qty”. Key in the figure

“Save”

Note: Filter first the item before key in the figure
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to see the list of location assigned. To delete the location, click the

Key in the figure



19. Tick which location to delete and then click

Visit our forum & tutorials at http://forum.buildspace.my

Tick which location to delete and then click “Remove From Location”
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“Remove From Location”


