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How to add new Business Unit User Account 

1. Login to eTender system, click on “Maintenance” and select “Companies”. Then click 

on “+ Add New Company” (equivalent to C&C team). 

 
 

 
2. Fill up the necessary fields and most important to select a correct company’s “User 

Type”. Once you are done, Click “Add” button. 
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3. To add logo to company, click   then it will divert you to the BuildSpace Pro. 

Double click company profile & change company logo. 
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4. To add user to a team, click on “View Users” icon. 
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5. Click on “+ Add New User”. 

 

 
 

6. Fill up the name, contact number & email address. Tick on “Is Administrator” (to 

allow this user to create project) and tick on “Access to BuildSpace Pro” (always 

allow). Then click “Save”. You can “Block” user from access as well. 
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7. Then the system will send email notification to the user and the user need to confirm 

their registration via email. You can see their registration status. 
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Vendor Registration 
Note: You can ask vendors to register themselves. You can provide a URL link to vendors 

which will divert them into Company Registration page. 

(https://etender.gamudal nd.com.my/register) 

 

1. Vendor will fill in the company & user details and click “Submit” button. 
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2. Login to etender system 

registered vendors. 

and click at “Verify Company” menu to verify the newly 
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3. Click at company name to see more details. 

 

 
 

4. After reviewing the details, click Verify/Delete. 

 

 

http://forum.buildspace.mypage/


Visit our forum & tutorials at http://forum.buildspace.my Page 9 of 9 

 

 

 

How to Assign User to Verify Consultants/Contractors Registration 
 

1. Login to eTender system, click at “Verify Company” menu and then click at “Delegate 

Verification”. 

 
 

2. Click at “Select Users”. 
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3. “Tick” to select users and click “Save” to close. 

 

 
 

Module Permission 
 

1. Go to Maintenance > Module Permission. 

 

 
 

2. Click at the search bar to view all module, select which module to access & tick to 
assign user permission. 

 

a. Tender Document Template – Select user to create/edit the tender 
document template. 

b. Form of Tender Template – Select user to create/edit the form of tender 
template. 
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c. Technical Evaluation Template – Select user to create/prepare template for 
technical evaluation (scoring system for contractor) 

d. Contractor Listing – Select user to view/create contractor listing. 
e. Defects – Select user for defect management (when project is in post 

contract status) 
f. Weathers – Select user to record weather (for site management) 
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3. Click Select Users to assign users to access into selected module. 
 

 
 

4. Tick to assign user. After that, click Assign. 
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How to add work category/trade 
 

Note: Adding work category inside the system allow user to select the type of work when 
creating a new project. 

 

1. Click on “Maintenance” and select “Work Categories”. Then 
Category”. 

click at “+ Add Work 

 

 
 

2. Fill up the name of work category and also identifier (short name). Then click “Save” 
button. 
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3. Then you can see the work category had been added. Click at work category name to   
edit if needed. 
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How to delete existing project 
 

Note: When your staff accidently created a wrong project, Super Admin able to delete the 
project inside the sys em. 

 

1. Login eTender system, go to project listing and select the project and click at the 
“crossed” icon to delete the project. 

 

 
 

2. The system will pop out a field for confirmation. Click OK to delete the selected project. 
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