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BuildSpace System Support  
 
If you need any assistance or guidance, please reach us at: - 
 

1. BuildSpace Support Team (support@pck.com.my): +603- 4162 3698 (Call / WhatsApp) 

2. To submit your inquiry, kindly click at HERE. 

3. For Remote Access Support, kindly download TEAMVIEWER at your desktop. 

4. Book your private meeting/training slots at HERE. 

 
Type of User Roles in BuildSpace System 
 

User Type User 

Business Unit Admin BUA 

Business Unit BU 

Super Admin  SA 

System Coordinator  SC 

Group Access to Tender Document  BU 

 

First Time Login & Important User Guide 
 

Role Task PDF Video 

ALL BuildSpace User Account Activation PDF 
 

 

ALL Reset Password  

BUA Assign Project Users   Video 

BUA Manager / Import user from another BU group PDF Video 

BUA Assign user to view BQ in BuildSpace Pro PDF Video 

BUA Create Subsidiary or Township name  Video 

ALL Shortcut Access to BuildSpace Pro  Video 

 
 
 

Master Template Preparation 
 

User Type Master Template Work Flow User Guide  

SA Work Category  
Work Flow 

 

SA Procurement Method PDF  

SA Internal User Registration  

SC Verify Company (Vendors)  
 

Work Flow 

 

SC Tender Document  

SC Form of Tender PDF  

SC Technical Evaluation Form  

SC Letter of Award  

SC Predefined All Trades  

*Please complete the master templates before proceeding to general task 

http://support.buildspace.my/
http://buildsoft.com.my/PCK_Support.exe
https://calendly.com/buildspace/handsonsession
http://buildsoft.com.my/Account%20Setting.pdf
https://youtu.be/2B1hIBvG0k8
http://buildsoft.com.my/Manage%20Import%20User%20from%20other%20BU%20group.pdf
https://youtu.be/hze2InqOMQ0
http://buildsoft.com.my/Assign%20user%20to%20view%20BQ%20in%20BuildSpace%20Pro.pdf
https://youtu.be/WDvDnwmoIEI
https://youtu.be/e1LkiJPweks
https://youtu.be/EwBINhlH_bE
http://buildsoft.com.my/Super%20Admin%20Work%20Flow.pdf
http://buildsoft.com.my/Super%20Admin%20User%20Guide.pdf
http://buildsoft.com.my/PIC%20Modules%20Permission%20Work%20Flow.pdf
http://buildsoft.com.my/Module%20Permissions.pdf
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Project Collaboration Work Processes – View Work Flow 

 

Role Task  Task Definition PDF  Video 

Communication & Document Management 

ALL Compose Message  Communicate among project team members PDF Video 

ALL Upload & Share Documents Upload & share documents among project team 

members 

PDF Video 

ALL Request for Information Issue request for information form PDF Video 

ALL Respond to request for information form PDF  

 

Setup Cost Library – View Work Flow (Get Ready Excel Resources List & Build Up Rates during Training) 

 

Task  Task Definition PDF  Video 

Set Up Cost Library Overview  PDF  

 Resources Library  Video 

 Schedule of Rates   Video 

 

Import BQ, Tendering & Estimating – Download Overall Tutorials (Get Ready Excel BQ during Training) 

 

Role Task  Task Definition PDF  Video 

When participating tender from Client who using BuildSpace E-Tendering – View Work Flow 

BU Invitation to Tender Expression of Interest  Video 

BU Participating a Tender Access to calling tender project  Video 

BU Technical Submission Optional and based on clients  Video 

BU Download Documents Download tender documents & BQ PDF Video 

BU Download Addendum Download addendum drawings & BQ (if have)  Video 

BU Tender Pricing Import Tender BQ 
Manually Key In 
Build Up Rate 
Import rates from library 

PDF 

Video 

  Import Addendum BQ  Video 

BU Submit Tender Rates Export Tender Rates in .tr File and submit tender PDF Video 

BU Upload Attachment Upload supporting attachments during tender submission  Video 

BU Submit with Contractor’s Proposal To input own proposed completion period for this tender 

submission 

 
Video 

BU Print Acknowledgement Letter Print Acknowledgement Letter (if requested by client)  Video 

BU Raise Tender Inquiry To communicate with client/consultant   Video 

Import On going Project or participating tender from Client who is NOT using BuildSpace E-Tendering - View Work Flow 

BUA Create Project Create a project under own BuildSpace server PDF 
 

Video 

BU Create Bills Create bills of quantity PDF Video 

BU Import BQ  Import BQ from Excel PDF Video 

  Manually key in BQ items   Video 

  Activate Qty2 for re-measurement  Video 

  Edit Item or Element Note  Video 

BU Tender Pricing Manually Key In 
Build Up Rate 

PDF Video 

http://buildsoft.com.my/Other%20Modules%20Work%20Flow.pdf
http://buildsoft.com.my/Compose%20Message.pdf
https://youtu.be/tzcc8SvcYwQ
http://buildsoft.com.my/Upload%20&%20Share%20Documents.pdf
https://youtu.be/3M6jjJrERKQ
http://buildsoft.com.my/Issue%20Request%20for%20Information%20Form.pdf
https://youtu.be/FLMH3CxWUPU
http://buildsoft.com.my/Respond%20to%20Request%20for%20Information%20Form.pdf
http://buildsoft.com.my/Set%20Up%20Cost%20Library%20Work%20Flow.pdf
http://buildsoft.com.my/Set%20Up%20Costing%20Library%20(Library%20Manager).pdf
https://youtu.be/j3H-HWrENEw
https://youtu.be/F6RsACkuHn8
http://buildsoft.com.my/Main%20Contractor%20Tender%20Team.pdf
http://buildsoft.com.my/Tender%20Team%20%28BuildSpace%20eTender%29%20Work%20Flow.pdf
https://youtu.be/QxTo7uB1NQ4
https://youtu.be/tGWlKj2lPVs
https://youtu.be/qJ_PpC1EXxM
http://buildsoft.com.my/Import%20Project%20(ebq%20file%20format).pdf
https://youtu.be/EuXWYD1n1FM
https://youtu.be/xlmqqxvJEXE
http://buildsoft.com.my/BQ%20Pricing%20.pdf
https://youtu.be/ohi5nEGhBF4
https://youtu.be/ZXn6PUZoU9M
http://buildsoft.com.my/Export%20Rates%20(tr%20file%20format).pdf
https://youtu.be/u1LBdc5be8U
https://youtu.be/1f0W8lugNFc
https://youtu.be/vnuAwhI3HB0
https://youtu.be/vSrmixMDD0U
https://youtu.be/w6oOx81HUkI
http://buildsoft.com.my/Tender%20Team%20Work%20Flow.pdf
http://buildsoft.com.my/Create%20project%20&%20Assign%20Company%20(Client%20without%20BuildSpace).pdf
http://buildsoft.com.my/Create%20project%20&%20Assign%20Company%20(Client%20without%20BuildSpace).pdf
https://youtu.be/cO-Y7No57UE
http://buildsoft.com.my/Create%20Bill.pdf
https://youtu.be/6UW-6_1eVQo
http://buildsoft.com.my/Prepare%20Bill%20of%20Quantities%20in%20system%20(New%20UI).pdf
https://youtu.be/7kCrEpMUVl0
https://youtu.be/0QAWmozwuzk
https://youtu.be/riFrepd4EnQ
https://youtu.be/hcnOkMfzZek
http://buildsoft.com.my/BQ%20Pricing%20.pdf
https://youtu.be/i7XnB1wBiBk


    BUILDSPACE GUIDELINE FOR BUSINESS UNIT 

Last Updated: 08/01/2021         3 
 

Role Task  Task Definition PDF  Video 

Import rates from library 

BU Tender Analysis/Analyzer Overview of Project Analyser 
Resources Analysis 
Schedule of Rates Analysis 

PDF Video 

BU Mark Up Function Mark Up based on BQ element, item & trades PDF Video 

BU Filter Sub Package Create sub package by using resource’s rate only PDF Video 

BU Create Sub Packages Create sub con BQ for comparison – view Work Flow PDF Video 

BU Print BQ  Print Settings 
Export Backup 
Export Bills 
Print Summary 

PDF Video 

 

Sub Con E-Tendering Work Processes – View Work Flow Download Full User Guide (PDF) (Get Ready 

Main Contract Excel BQ (if have), Sub Con Excel BQ and Sub Con Registered during Training) 

 

Role Task  Task Definition PDF  Video 

BUA Create Main Package Create a main package/project in system. PDF Video 

BUA 
Assign Company Assign Business Unit as Group Access to Tender 

Documents. 

PDF Video 

BUA Project User Assignment Assign BU user as view/verifier of the project PDF Video 

BUA Create Sub Package (Sub Con 

BQ) 

Create sub-package (without BQ) in system. PDF Video 

BUA 
Create sub-package (extracting BQ from main 

package to be formed as sub-contractor BQ). 

PDF Video 

BU BQ Preparation Prepare bills of quantities in system PDF Video 

  Import multiple columns BQ from Excel  Video 

  Prepare BQ in BuildSpace  Video 

  Explanation of Bill & Item types in BuildSpace  PDF Video 

  Measurement in BuildSpace  Video 

  Insert note, GFA  Video 

  Activate Qty 2 for alternative design measurement  Video 

BU 
Upload Tender Document 

 

Upload tender document as attachments PDF Video 

BU 
Edit Form of Tender 

 

Edit Form of Tender PDF Video 

BU 
Recommendation of Tenderer 

Form 

Prepare Recommendation of Tenderer Form PDF Video 

BU List of Tenderer Form Finalize on tender information and tenderer list. PDF Video 

BU Calling Tender Form 

 

Prepare Calling Tender Form PDF  

 

Video 

 

BU Send out tender invitation PDF 

BU Prepare Acknowledgement of Letter PDF 

BU Setup Tender Interview / Clarification Meeting PDF 

BU Call Tender (to Notify Tenderer) PDF 

BU Tender Addendum Upload addendum drawings PDF Video 

Skip
 to

 P
o

st C
o

n
tract Stage  

http://buildsoft.com.my/Tender%20Analysis%20.pdf
https://youtu.be/EtVw5x9Cv1c
http://buildsoft.com.my/Activate%20Mark-up%20Function.pdf
https://youtu.be/RV07OeCcKjg
http://buildsoft.com.my/Filter%20Sub-Package.pdf
https://youtu.be/Qr9kM18kSAM
http://buildsoft.com.my/Sub%20Packages%20Module%20Work%20Flow.pdf
http://buildsoft.com.my/Generate%20Sub%20package.pdf
https://youtu.be/spTMRdOpfE8
http://buildsoft.com.my/Print%20BQ.pdf
https://youtu.be/NtszNuJa7zQ
http://buildsoft.com.my/Developer%20Business%20Work%20Flow.pdf
http://buildsoft.com.my/eTendering%20Module.pdf
http://buildsoft.com.my/Create%20Main%20Package.pdf
https://youtu.be/aCuvILooYGM
http://buildsoft.com.my/Assign%20Company.pdf
https://youtu.be/fqClejNyMfM
http://buildsoft.com.my/Assign%20BU%20User%20as%20Viewer%20or%20Editor%20of%20a%20Project.pdf
https://youtu.be/ABQJuAkHZjc
http://buildsoft.com.my/Create%20Sub%20Package%20without%20BQ.pdf
https://youtu.be/aAQREaAJbBw
http://buildsoft.com.my/Create%20Sub%20Package%20with%20BQ.pdf
https://youtu.be/VeMB9YbUx9I
http://buildsoft.com.my/BQ%20Preparation.pdf
https://youtu.be/n-ruc3LoAgw
https://youtu.be/lWXx4k5esEE
https://youtu.be/kcgVYQzqC0k
http://buildsoft.com.my/ItemType.pdf
https://youtu.be/hZa22AsSLlM
https://youtu.be/OoLhbxeTL40
https://youtu.be/_D33DbEiInc
https://youtu.be/ipSFDU9ozdY
http://buildsoft.com.my/Upload%20Tender%20Documents.pdf
https://youtu.be/pLtzR9yTFWY
http://buildsoft.com.my/Edit%20Form%20of%20Tender.pdf
https://youtu.be/hVURZiAJiHM
http://buildsoft.com.my/Recommendation%20of%20Tenderer%20Form.pdf
https://youtu.be/NPUnzO_9n2Y
http://buildsoft.com.my/List%20of%20Tenderer%20Form.pdf
https://youtu.be/l-yV3tjKkSc
http://buildsoft.com.my/Calling%20Tender%20Form.pdf
https://youtu.be/uTqzV5mv7QY
http://buildsoft.com.my/Send%20Out%20Tender%20Invitation.pdf
http://buildsoft.com.my/Prepare%20Acknowledgement%20Letter.pdf
http://buildsoft.com.my/Tender%20Interview%20&%20Clarification%20Meeting.pdf
http://buildsoft.com.my/Call%20Tender%20(Notify%20%20Tenderer).pdf
http://buildsoft.com.my/Upload%20Addendum%20Drawings.pdf
https://youtu.be/hyQiwLkY1Vs
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Role Task  Task Definition PDF  Video 

BU  Issue BQ addendum PDF Video 

BU 
Tender Extension 

 

Extend tender closing date PDF Video 

ALL Forum Start a new topic in Forum module PDF Video 

ALL Reply message in Forum module PDF Video 

ALL Set a forum topic from private to public PDF Video 

BU Send Email to Tenderer Set tender announcement to tenderer through email. PDF Video 

BU 

Check Log for Tender 

Document 

Check whether tenderers downloaded tender 

documents from system (During Calling Tender 

Stage) 

PDF Video 

Tender Evaluation (Technical) 

BU Technical Evaluation  

 

Assign verifier for tender opening 
PDF Video 

Assigned 

Party 

Respond to tender opening approval request 
PDF Video 

Assigned 

Party 

View technical report with scoring matrix 
PDF Video 

Assigned 

Party 

Rationalize tenderer’s technical scoring based on 

submitted technical attachment. 
PDF Video 

BU Submit Technical Assessment Form for approval 
PDF Video 

Assigned 

Party 

Respond to approval request for Technical 

Assessment Form 
PDF Video 

Tender Evaluation (Commercial) 

BU Commercial Evaluation 

 

Assign verifier for tender opening PDF Video 

Assigned 

Party 

Respond to tender opening approval request PDF Video 

BU Insert Tender Validity Period PDF Video 

BU 
Insert Record to check on whether tenderers 

submitted their earnest money. 

PDF Video 

BU Print Tender Opening Form PDF Video 

BU 
View Tender Comparison Rates with multiple 

submission & Compare to Historical Rates 

 Video 

BU Print Tender Price Comparison Report  PDF Video 

Tender Re-Submission 

BU Tender Resubmission Activate Tender Resubmission PDF Video 

BU List of Tenderer Finalize shortlisted contractors PDF Video 

BU 
Activate BQ Addendum (With or Without 

amendment) 

PDF Video 

BU 
Calling for Tender 

 

Call Tender Resubmission (Notify Tenderers) PDF Video 

Back to Tender Evaluation (Commercial) 

Tender Award 

BU Award recommendation report Prepare award recommendation report  PDF Video 

BU 
Respond to approval request for Award 

Recommendation Report 

PDF Video 

Skip
 to
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Skip
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http://buildsoft.com.my/Issue%20BQ%20Addendum.pdf
https://youtu.be/KaprwoXjn1Q
http://buildsoft.com.my/Extend%20Tender%20Closing%20Date.pdf
https://youtu.be/-1ofw-ah0Y4
http://buildsoft.com.my/Start%20a%20new%20topic.pdf
https://youtu.be/Vn_JIS_NJ-Q
http://buildsoft.com.my/Reply%20message%20in%20Forum%20Module.pdf
https://youtu.be/qJKPGSeH5is
http://buildsoft.com.my/Set%20Forum%20Topic%20From%20Private%20To%20Public.pdf
https://youtu.be/MqwgxkcciT4
http://buildsoft.com.my/Send%20Tender%20Email%20Notification%20To%20Tenderers.pdf
https://youtu.be/aoz1ZaAWxhY
http://buildsoft.com.my/Check%20Log%20for%20Tender%20Document.pdf
https://youtu.be/9bqbpMg4Zbs
http://buildsoft.com.my/Assign%20Verifier%20For%20Technical%20Opening.pdf
https://youtu.be/IuWwx9tQHg8
file:///G:/.shortcut-targets-by-id/1a-VFYrGjQ-X6pAse3awqoOv_Z-9Cs7vG/03.%20Training,%20Learning%20&%20CRM/03.%20Training%20Material/03.%20BuildSpace%20Tutorial%20Checklist/BuildSpace%20eProject/Developer%20(with%20GCD)/Respond%20to%20Tender%20Opening%20Request.pdf
https://youtu.be/QhKIdhQ_a9Y
http://buildsoft.com.my/Download%20Technical%20Report%20with%20Scoring%20Matrix.pdf
https://youtu.be/Thf9uE4sw-Y
http://buildsoft.com.my/Rationalize%20tenderers%20technical%20score.pdf
https://youtu.be/gX5dupSn0GM
http://buildsoft.com.my/Submit%20Technical%20Assessment%20Form%20for%20Approval.pdf
https://youtu.be/hWWa2ptbvp8
http://buildsoft.com.my/Respond%20to%20Technical%20Assessment%20Form%20Approval%20Request.pdf
https://youtu.be/s6rqwW_Or6s
http://buildsoft.com.my/Assign%20Verifier%20For%20Commercial%20Opening.pdf
https://youtu.be/6bEMrgEP9L0
http://buildsoft.com.my/Respond%20to%20Tender%20Opening%20Request.pdf
https://youtu.be/uY3Ww2K8LHE
http://buildsoft.com.my/Insert%20Tender%20Validity%20Period.pdf
https://youtu.be/VmL3jcWR7_k
http://buildsoft.com.my/Insert%20Remarks%20For%20Tenderers.pdf
https://youtu.be/tLMJsoezZqs
http://buildsoft.com.my/Print%20Tender%20Opening%20Form.pdf
https://youtu.be/yDK-3KzsRLk
https://youtu.be/eRdcubGyOto
http://buildsoft.com.my/Print%20Tender%20Price%20Comparison%20Report.pdf
https://youtu.be/9t6FvGwusYw
http://buildsoft.com.my/Activate%20Tender%20Resubmission.pdf
https://youtu.be/_m-F6fMHRdc
http://buildsoft.com.my/Prepare%20LOT%20for%20tender%20resubmission.pdf
https://youtu.be/HcMUoUsYlx4
http://buildsoft.com.my/Activate%20BQ%20Addendum%20for%20Tender%20Resubmission.pdf
https://youtu.be/VdyzTeEBT-Q
http://buildsoft.com.my/Call%20Tender%20Resubmission%20(Notify%20Tenderer).pdf
https://youtu.be/3-4nSrgIOxk
http://buildsoft.com.my/Prepare%20Award%20Recommendation%20Report.pdf
https://youtu.be/koVrcmCdGxM
http://buildsoft.com.my/Respond%20to%20Approval%20for%20Award%20Recommendation%20Report.pdf
https://youtu.be/nanON_jF0ZU
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Role Task  Task Definition PDF  Video 

BUA Letter of Award (View Work 

Flow) 

User assignment for Letter of Award module PDF Video 

 Prepare/edit Letter of Award PDF Video 

Assigned Comment on drafted Letter of Award PDF Video 

Party Amend Letter of Award based on comments PDF Video 

 Submit Letter of Award for approval PDF Video 

 Respond to approval request for Letter of Award PDF Video 

BU 
Rate of Rationalization Prepare Rates of Rationalization for awarded 

contractor 

PDF Video 

 

Sub-Contract Management Work Processes – View Work Flow Download Full User Guide (PDF)  

 

Role Task  Task Definition PDF  Video 

Publish to Post Contract 

BUA 
Contract Management Assign verifier for approval 

PDF 
Video 

Video 

BU Publish to Post Contract Select awarded contractor  PDF Video 

BU  Publish BQ to post contract for approval PDF Video 

Assigned 

Party 

 Respond to approval request for Publish to Post 

Contract. 
PDF Video 

Account Code Setting (Optional) 

Super Admin Account Code Setting View Projects at Account Code Setting  Video 

BU Create Account Code  Video 

BU Prepare Account Code Setting & Submit for Approval PDF Video 

BU 
Respond to approval request for Account Code 

Setting 
PDF Video 

Interim Claim Recommendation 

BU Progress Claim Activate claim certificate PDF Video 

BU eClaim Submission View Claim Submission from Contractor  Video 

BU 
BQ Progress Claim 

 

Update BQ progress claim 
PDF Video 

BUA Request for Variation (View 

Work Flow) 

Assign user role for Request for Variation module PDF Video 

 How to add contingency sum PDF Video 

 Issue new RFV form PDF Video 

Assigned How to insert cost estimation for the RFV PDF Video 

Party Verify on RFV cost estimation PDF Video 

 Submit RFV for approval PDF Video 

 Respond to approval request for RFV PDF Video 

 Insert AI number when RFV approved PDF Video 

 Prepare RFV progress claim PDF Video 

BU 
Variation Order Preparation 

 

Prepare Variation Order 
PDF Video 

BU 
Update VO Claim 

 

Update Variation Order progress claim 
PDF Video 

BU 
Update Miscellaneous item Update Miscellaneous Item (Advance Payment, 

Material on Site, Purchase on Behalf, etc) 
PDF Video 

http://buildsoft.com.my/Letter%20of%20Award%20Module%20Work%20Flow.pdf
http://buildsoft.com.my/Letter%20of%20Award%20Module%20Work%20Flow.pdf
http://buildsoft.com.my/User%20Assignment%20for%20Letter%20of%20Award.pdf
https://youtu.be/1POOiTrKr0U
http://buildsoft.com.my/Prepare%20or%20edit%20Letter%20of%20Award.pdf
https://youtu.be/0sEVCticsFA
http://buildsoft.com.my/Comment%20on%20drafted%20Letter%20of%20Award.pdf
https://youtu.be/Xax5I2bpxts
http://buildsoft.com.my/Amend%20Letter%20of%20Award%20Based%20on%20Comments.pdf
https://youtu.be/UPrislUsr-4
http://buildsoft.com.my/Submit%20Letter%20of%20Award%20for%20Approval.pdf
https://youtu.be/0rvrdEd0oZk
http://buildsoft.com.my/Respond%20to%20Letter%20of%20Award%20approval%20request.pdf
https://youtu.be/jVNytmtahaU
http://buildsoft.com.my/Prepare%20Rate%20of%20Rationalization.pdf
https://youtu.be/3pV1tstSrYQ
http://buildsoft.com.my/Developer%20Post%20Contract%20Work%20Flow.pdf
http://buildsoft.com.my/Post%20Contract%20Module.pdf
http://buildsoft.com.my/Assign%20Verifier%20For%20Publish%20To%20Post%20Contract.pdf
https://youtu.be/4W-IgaZnTuU
https://youtu.be/TYT2Lx1JLj8
http://buildsoft.com.my/Select%20Awarded%20Contractor.pdf
https://youtu.be/KZzLr1iezH0
http://buildsoft.com.my/Publish%20BQ%20to%20Post%20Contract.pdf
https://youtu.be/pq9m71LvZxU
http://buildsoft.com.my/Respond%20to%20Publish%20to%20post%20contract%20approval.pdf
https://youtu.be/edRIeS5mdr4
https://youtu.be/cMUsIh5d4yw
https://youtu.be/pERiYY2NPK4
http://buildsoft.com.my/Prepare%20and%20Submit%20Account%20Code%20Setting.pdf
https://youtu.be/SQbOcCx-NnA
http://buildsoft.com.my/Respond%20to%20Account%20Code%20Setting%20Approval.pdf
https://youtu.be/A5_qrX-hRCA
http://buildsoft.com.my/Activate%20Claim%20Certificate.pdf
https://youtu.be/u6kYQS_rARI
https://youtu.be/ofK7q_5vHdg
http://buildsoft.com.my/Update%20BQ%20Progress%20Claim.pdf
https://youtu.be/uzSYPA_4HBs
http://buildsoft.com.my/RFV%20Module%20Work%20Flow.pdf
http://buildsoft.com.my/RFV%20Module%20Work%20Flow.pdf
http://buildsoft.com.my/Assign%20User%20Role%20for%20RFV%20module.pdf
https://youtu.be/QpySL7nZKcU
http://buildsoft.com.my/Fill%20in%20Contingency%20&%20Contract%20Sum.pdf
https://youtu.be/tU2WHpMGrVY
http://buildsoft.com.my/Issue%20New%20RFV%20Form.pdf
https://youtu.be/zd9eubrgf_I
http://buildsoft.com.my/Insert%20Cost%20Estimation%20for%20the%20RFV.pdf
https://youtu.be/jlXX9U85f20
http://buildsoft.com.my/Verify%20on%20RFV%20cost%20estimate.pdf
https://youtu.be/JaBD5tfSUMQ
http://buildsoft.com.my/Submit%20RFV%20for%20approval.pdf
https://youtu.be/39NSkSMIxfk
http://buildsoft.com.my/Respond%20to%20RFV%20Approval%20Request.pdf
https://youtu.be/xtqk0WhOi-Q
http://buildsoft.com.my/Insert%20AI%20Number%20for%20Approved%20RFV.pdf
https://youtu.be/SiF7XqQsZj0
http://buildsoft.com.my/Prepare%20RFV%20Progress%20Claim.pdf
https://youtu.be/um-s0Nlt0Rc
http://buildsoft.com.my/Prepare%20Variation%20Order.pdf
https://youtu.be/hEJ9pM-3j5U
http://buildsoft.com.my/Update%20Variation%20Order%20Progress%20Claim.pdf
https://youtu.be/HWsGjJrNi9A
http://buildsoft.com.my/Update%20Miscellaneous%20Item.pdf
https://youtu.be/500kkRE3KZA
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Role Task  Task Definition PDF  Video 

BU 

Claim Certificate (Submit for 

approval) 

 

Apportion claim amount based on work categories 

(Only apply to the project that submitted for Account 

Code Setting only) 

PDF Video 

BU Submit Claim Certificate for approval PDF Video 

Assigned 

Party 

Respond to approval request for claim certificate 
PDF Video 

 

 

Import Existing Ongoing Projects (Skipping E-Tendering Work Process) – View Work Flow (Get Ready 

Main Contract Excel BQ (if have), Sub Con Excel BQ and Sub Con Registered during Training) 

 

Role Task  Task Definition PDF  Video 

BUA Publish project to post contract stage (without E-Tendering work process)  PDF Video 

 

Budgeting Report Module 

Task  Task Definition User Guide  Video 

Budgeting Report Tagging Sub Package Items  Video 

 View Budget Report & Export Budgeting Report  Video 

 

Stock Control Module 

Task  Task Definition User Guide  Video 

RFQ, Purchase Order 
& Stock Control 

1. Supplier Registration & Upload Catalogue  
Video 

 2. Request For Quotation  Video 

 3. Purchase Order  Video 

 4. Stock In (Update Invoice & Delivery Order)  Video 

 5. Stock Out (Update Stock Out)   Video 

 6. Print Stock Control Report with Total 
Expenses 

 
Video 

Wastage Report 1. View wastage report 
2. Print wastage report 

 Video 

 

Other Tutorials 

Item Task  Task Definition PDF  Video 

1 Site Location Management View Work Flow 

Overview the features 

PDF  

 

 

Video 

2 Project Scheduling View Work Flow PDF Video 

  Key in activities  Video 

  Tag to BQ Item  Video 

  Define dependency  Video 

  Print out cash flow projection  Video 

  Estimate Completion Date Based on Progress  Video 

3 Defects Management View Work Flow 

Setup User Permission by Project Manager 

PDF  

PDF 

 

4 Finance Module View Work Flow 

Account Code Setting & Export Claim for Accounting 

PDF  

 

Video 

http://buildsoft.com.my/Apportion%20Claim%20Amount%20Based%20On%20Work%20Categories.pdf
https://youtu.be/qMhVmPkMQLo
http://buildsoft.com.my/Submit%20Claim%20Certificate%20For%20Approval.pdf
https://youtu.be/tYdoSAh26PM
http://buildsoft.com.my/Respond%20to%20Claim%20Certificate%20Approval%20Request.pdf
https://youtu.be/31P7bm3NU_Y
http://buildsoft.com.my/Skip%20To%20Post%20Contract%20%28Sub%20Package%29%20Work%20Flow.pdf
http://buildsoft.com.my/Skip%20to%20Post%20Contract.pdf
https://youtu.be/EqHrYekF-os
https://youtu.be/b5ghMNx-5q0
https://youtu.be/sUEKMsX1G88
https://youtu.be/KTwSSbfwCQ4
https://youtu.be/uMRdFD8giTo
https://youtu.be/khYiITDeyig
https://youtu.be/8CGiOME5Anc
https://youtu.be/PzRrpqtFEoE
https://youtu.be/YWwEglD3sEg
https://youtu.be/iynnkVEcMl8
http://buildsoft.com.my/Site%20Location%20Management%20Work%20Flow.pdf
http://buildsoft.com.my/Location%20Management.pdf
http://buildsoft.com.my/Location%20Management.pdf
https://youtu.be/RvlmQa2c7vw
http://buildsoft.com.my/Project%20Scheduling%20Work%20Flow.pdf
http://buildsoft.com.my/Project%20Scheduling.pdf
https://forum.buildspace.my/viewtopic.php?f=40&t=258
https://youtu.be/fFkst2h83qU
https://youtu.be/hdHZyJ7PtL8
https://youtu.be/-kPJqru4dDw
https://youtu.be/qyfOSOYBKnQ
https://youtu.be/Vdw0NJWKc04
http://buildsoft.com.my/Defects%20Management%20Work%20Flow.pdf
http://buildsoft.com.my/Defects%20&%20Daily%20Labour%20Report.pdf
http://buildsoft.com.my/Project%20Manager.pdf
http://buildsoft.com.my/Finance%20Module%20Work%20Flow.pdf
http://buildsoft.com.my/Finance%20Module%20User%20Guide.pdf
https://youtu.be/iA3-kYwsL48
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Item Task  Task Definition PDF  Video 

5 Cost Analysis Report Report based on Schedule of Rates  Video 
 

QA & QC Module – Work Flow 
 

Item Task  Task Definition PDF  Video 

1 Define Location Define the site location  Video 

2 User Assignment Access to set up master template & project template  Video 

3 Set Up Master Template Set up master template for all project types  Video 

4 Set Up Project Inspection List Setup inspection list for particular project  Video 

5 Project User Assignment  Create group & assigned inspection list into group   Video 

  Create role and assign users  Video 

6 Request for Inspection Raise up an inspection request  Video 

7 Submit inspection form Inspectors to submit inspection form  Video 

8 Submit inspected form Submit inspected form for approval  Video 

9 Verifier To verify or approve inspected form  Video 

10 View Previous Inspection To view previous rejected inspection revisions  Video 

 

 

 

https://youtu.be/a1E6vhftoEk
http://buildsoft.com.my/QA&QC%20Work%20Flows.pdf
https://youtu.be/g1P241MpC0E
https://youtu.be/h1glegB09tk
https://youtu.be/SUW5Cdm0w2A
https://youtu.be/kGWLTpz0H0w
https://youtu.be/CVLWl6xCSJo
https://youtu.be/zEDQA6oVXl0
https://youtu.be/o5cQaQGNsH8
https://youtu.be/TN_DTZIonDI
https://youtu.be/fpTD4u3ig4A
https://youtu.be/-vqaXxYuTEY
https://youtu.be/cay3Abtyt_M

