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1.1 Objectives 
This user guide provides step by step guide on how to prepare, create/ modify, link hierarchy, 
publish and synchronized your item data. 
 

1.2 Conventions Used in User Guide 

Fonts in Bold 
Naming convention that appears on screen, button, menu, tab, link or field in 
the e-Portal modules. 

 

 

 

 

Step-by-step process box. 

 

 

 

 

Optional feature box. 

 

 

 

 

Tip/Note box. 

Buyer MYDIN’s staff 

Supplier MYDIN’s Suppliers 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

Chapter 1: Overview 
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2.1 Login Screen 
 

• Please login to website: 
http://eportal.b2b.com.my 

 

 
2.2 First Time login Screen 
 

 

1. Key in password. 

2. Click on Enter button to save. 

Chapter 2: User Login 
 

1. Key in Company ID, 
User ID and Password. 

2. Click on Enter 
button to login  

Click here if you 

forgot your password. 

http://eportal.b2b.com.my/
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2.3 Forgot Password 

 
 

2.4 User Guide 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Key in Company ID, User ID and the word shown. 

3. Click on Send button, 
password will send via email. 

1. Click on Forgot Password 
link to reset your password. 

1. Click on User Guide link 

2. Click on the link to download 
the user manual in PDF 
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2.5 Change Profile 
 

 
 
 
2.5.1 Change Password 
 

 
 
 
 
 
 
 
 

2. Key in Designation, Tel 
No, Mobile No, Fax No & 
Email address. 

3. Click on Save button to Save / Update. 

1. Click on Change Profile link. 

1. Click on Password tab to 
change password. 

2. Key in old and new password 

1. Click on Save 
button to save/update 
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2.6 eBilling (B2B monthly Invoice) 
 

 
 

 
 
Sample of B2B monthly Invoice in PDF 

 

1. Click on eBilling link 

2. Click on Print to view the Invoice 
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3.1 Purchase Order Process 
 
This section provides step by step guide on Purchase Order process among MYDIN, B2B 
System and Suppliers. 

 
Steps to process Outright Purchase Order 
 

 
 
 

3.2 Purchase Order Module Step by Step 
 

This section provides step by step guide for supplier to List, Validate, View, Print, Export, 
Manage Notification and Archive Order. 
 

3.2.1 List Purchase Order 
 
Step 1 Select Purchase Order Document 

 
 
 
 

Chapter 3: Purchase Order 
 

1. Click on Documents tab and select Orders. 

No Action (> 1 day) 
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Step 2 List Purchase Order 

 
 
Status Definition:  
 
New   New purchase order  
 
Alert   Supplier has not open/view the purchase order more than 1 day 
 
In-use   Supplier has viewed the purchase order  
 
Accepted  Supplier has accepted the purchase order 
 
Rejected   Supplier has rejected the purchase order 
 
Partially accepted    Supplier has partially accepted the original PO                
                            (may have reject quantity) 
 
Partially rejected Supplier has partially rejected the original PO       
   (no accept quantity) 
 
Completed      The total of Accepted and Rejected Quantity tallies with Order Quantity 

after multiple processing. 
 
Cancelled Mydin has cancelled the purchase order 
 
 
 
 
 
 
 
 

2. Click on Order No to view order 
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Step 3 View Purchase Order 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click on Print Original 
button to print order. 

 Order print out in PDF format 
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Step 4 Print Original Purchase Order 

 

 
 
Sample of Print with Changes PO 
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Step 5 View Order History (Optional)  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on View Order History 
tab to check order history. 
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View Order History Screen 
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3.2.2 Validate Purchase Order  
 
Step 1 Validate Single PO 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Validate Order 
to Accept / Reject PO. 
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Step 2 Modify Accept / Reject Qty 
 

 
 
 
 

• We wish to remind all suppliers to Validate the Purchase Order. Failure to do so, 
Mydin reserves the right to impose a penalty charges to the supplier. 

 
 
 
 
 
 

2. Click on Confirm & 
Save button to confirm. 

Enter the 
reason for 
rejection. 
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Allows user to validate purchase order in batch (Optional) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Validate link 

2. Key search criteria 

4. Tick on the check box to select 
the order to validate at a time. 

3. Click on Search button. 

Click on this button 
if you need to clear 
the search 

5. Click on Confirm button to confirm PO 

 Click here for additional search criteria: 

Delivery Location & Vendor Code 
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3.2.3 Print Purchase Order 
 
Allows user to print purchase order in batch. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Print link. 

3. Click on Search button. 

4. Tick on the check box to 
select order to Print at a time. 

5. Click on Print Original button to print order. 

Click on this button 
if you need to clear 
the search 

 Click here for 

additional search criteria. 

2. Key search criteria 
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3.2.4 Export Purchase Order (Optional)  
 
Allows user to export purchase order in batch. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Key search criteria 

1. Click on Export link. 

3. Click on Search button. 

Click on this button if 
you need to clear the 
search 

4. Tick on the check box to select 
the order to export at a time. 

5. Click on Export button to export order. 

 Click here for 

additional search criteria. 
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The exported Purchase Order file can be view or save in CSV format as below (optional): 
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3.2.5 Manage Notification 
 
Allows user to manage Order notification setup. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Set the notification frequency 

1. Click on Manage Notification link 

3. Key in email address 

4. Click on Save button to save/update Click on Reset button for 
default to original setting. 
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3.2.6 Archive Purchase Order (Optional)  
 
Allows user to archive order. 
 
Purpose: Hide unused PO from the list PO. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Archive link 

2. Key search criteria 

3. Click on Search button 

Click on this 
button if you need 
to clear the search 

4. Tick on the check box to 
select the order to archive 

5. Click on Archive order 
button to archive order 

 Click here for 

additional search criteria. 
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Search for Archived Order 
 
Step 1 
 

 
 
Step 2 

 
 
 
 
 
 
 
 
 
 

2. Select All, Archived 
/ Not Archived 

3. Click on search button 

1. Click on 
Advanced for 
additional field 
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Archived Order list screen 
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4.1 Receiving Note Process 
 
This section provides step by step guide on Receiving Note process among MYDIN, B2B 
System and Suppliers. 

 
Steps to process Receiving Note  
 

 
 
 

 

 

 

 

 

 

 

 

 

Chapter 4: Receiving Note  
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4.2 Receiving Note Module Step by Step 
 
This section provides step by step guide for supplier to List, View, Print, Export, and 
Manage Notification. 
 
4.2.1 List Receiving Note 
 
Step1 Select Receiving Note Document 
 

 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Documents tab and select Receiving Note 
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Step 2 List Receiving Note 
 

 

 
Status Definition: 
 
New   New Receiving Note. 
 
Alert   Supplier has not viewed the Receiving Note more than 3 days. 
 
Accepted  Supplier has viewed the Receiving Note. 
 
Cancelled  MYDIN has cancelled the Receiving Note. 
 
 
 

 

 

 

 

 

2. Click on GR No to view Receiving Note 
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Step 3 View Receiving Note 
 

 
 
 
Step 4 Print Receiving Note 
 

 
 
 
 

 

 

 

 

 

3. Click on Print Original button 
to print Receiving Note 

Click on export button to 
export Receiving Note. 

 Receiving Note print 

out in PDF format. 
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Step 5 View Exported Receiving Note (Optional) 
 

 
 
 
Step 6 View Receiving Note History (Optional) 
 

 
 
 
 

 

 

 

1. Click on View Goods Receipt History 
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4.2.2 View Receiving Note 
 
Allow user to search Receiving Note. 
 

 
 
 
 

 

 

 

 

 

 

3. Click on Search button 

Click on this button 
if you need to clear 
the search. 

1. Click on View link 

2. Enter Search criteria 

 Click here for 

additional search criteria. 



MYDIN Web EDI User Guide 2015 
 

Mydin Web EDI User Guide_REV.1.1_07112018 Page 31 of 85 
 

4.2.3 Print Receiving Note 
 
Allows the user to print Receiving Note in batch 

 

 
 
 

 

 

 

 

 

 

 

 

 

 

5. Click on Print 
Original button to print 
Receiving Note 

1. Click on Print link 

2. Enter Search criteria 

3. Click on Search button 

Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search criteria. 

4. Tick on select box 
to select all Receiving 
Note at a time 
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4.2.4 Export Receiving Note  
 
Allow user to export Receiving Note in batch.  

 
 

 
 
Receiving Note export in CSV format: 
 

  
 
 
 
 
 
 
 
 
 

1. Click on Export link 

2. Enter Search criteria 

3. Click on Search button 

Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search 
criteria. 

4. Tick on select box to 
select all Receiving 
Note at a time. 

5. Click on Export 
button to export 
Receiving Note 
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4.2.5 Manage Notification 
 
Allows user to manage Receiving Note Notification setup. 
 

 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

1. Click on Manage Notification Link 

2. Choose a 
notification 
frequency 

3. Enter only 1 email address 

4.Click on Save button 
Click on Reset 
button for default to 
original setting. 
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5.1 Invoice Process 
 
This section provides step by step guide on Invoice among MYDIN, B2B System and 
Suppliers. 
 
Step to process Outright Invoice 
 

 
 

 

 

 

 

 

 

 

Chapter 5: Outright Invoice  
 

Received 
e-invoice 
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5.2 Outright Invoice Module Step by Step 
 
This section provides for supplier to List, Import, Modify, View, Print, Export and 
Send invoice. 
 
5.2.1 Modify Invoice 
 
Step 1 Select Outright Invoice 

 
Step 2 Search Modify Invoice 

 
 
 
 
  
 

 

 

 

1. Click on Documents tab and select Outright Invoice. 

2. Click on Modify link 

3 Click on Search button 

Click on this button 
if you need to clear 
the search. 

 Additional search 

criteria (Delivery 
Location / Vendor Code) 

4. Click on Modify link 
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Step 3 Modify invoice  

 
 
 
 

*Note: INV Unit Price only can amend lower than PO unit price. 

 

 

 

 

 

 

 

 

 

 

5. Enter Invoice No. 

6. Click here to 
select date 

7.Click on Save and Send 
button for submission. 

Click on Save button to save 
entire invoice changes. 

Click on Reset button for 
default to original data. 

Only allow to amend lower 
than PO unit price. 
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5.2.2 Import Invoice (Optional) 
 
Step 1 Click on Import link 

 
 
 

 

 

 

 

 

 

 

 

 

 

1. Click on Import link 

2. Click here to check import format 
requirement, please refer to page 38 
for more details. 

4. Click on Upload for submission 

3. Browse entire invoice file location path 

Click on Reset to change 
entire invoice location path. 
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Import Invoice requirement field: 
 

 
 
Sample of Import Invoice in CSV format as below: 
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Step 2 Check import invoice file status 
 
*Reminder: Always remember to SEND the invoice after import file. 
 

 
 
 
 
 

Error message will be 

prompted to user if the 
invoice file is not follow 
requirement field 
accordingly. 

 

1. Click here to search the import file status 

2. Enter search criteria 

3. Click on Search button 
Click on reset to clear 
search criteria. 
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Status Definition: 
 
In-Process          Processing the imported file. 
 
Successfully       File successfully uploaded into e-portal system. 
 
Failed                 File failed to process into e-portal system.       
 
 
 

 

 

 

 

 

 

Entire file is being 

processing into e-portal. 

 

File has been uploaded 

successful. 
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5.2.3 List Invoice  
 
Step 1 List Invoice 
 

 
 
Status Definition: 
 
New            System created New Invoice. 
 
Modify         Supplier has modified Invoice. 
 
Sent            Supplier has sent Invoice to MYDIN. 
 

 

 

 

 

 

 

 

 

 

 

1. Click on List link 

2. Click on Invoice No to view invoice 
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Step 2 View Invoice 
 

 
 
 
 

3. Click on Print Original 

button to print invoice. 

Click on Export 
button to export 
invoice in CSV file. 
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Step 2 View Invoice History (Optional) 
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Step 4 Print Invoice 

 
 
 
5.2.4 View Invoice 
 
Allow user to search Invoice. 

 
 

 

Invoice print in PDF format. 

1. Click on View link 

2. Enter search criteria. 

3. Click on Search 
button 

Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search criteria. 
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5.2.5 Print Invoice 
 
Allows user to print invoice in batch. 

 
 
 
 
5.2.6 Export Invoice (Optional) 
 
Allow user to export invoice in batch. 

 
 
 
 
 

1. Click on Print link 

2. Enter search criteria. 

3. Click on Search button 

Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search criteria. 

4. Tick on select box to 
select all invoices at a time 

5. Click on Print button to print invoice 

1. Click on Export link 

2. Enter search criteria 

3. Click on Search button 

Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search criteria. 

4. Tick on select box to select all 
invoices export at a time 

5. Click on Export button to export invoice 
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5.2.7 Send Invoice 
 
Allows user to send invoice by batch.  

 
 
 

1. Click on Send link 

2. Enter search criteria 

3. Click on Search button 

Click on this button if you 
need to clear the search. 

 Click here for 

additional search criteria. 

4. Tick on select box to select all 
invoices send at a time. 

5. Click on Send button to export invoice 

6. Click on Confirm Send button to 
submit selected invoices. 
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7. Click on OK button to confirm 
submit invoice. 



MYDIN Web EDI User Guide 2015 
 

Mydin Web EDI User Guide_REV.1.1_07112018 Page 48 of 85 
 

 

 

6.1 Debit Note Process 
  
This section provides step by step guide for on Debit Note among MYDIN, B2B 
system and suppliers. 
 
Step to process Debit Note 
 
 

 

 

 

 

 

 

 

 

 

Chapter 6: Debit Note  
 



MYDIN Web EDI User Guide 2015 
 

Mydin Web EDI User Guide_REV.1.1_07112018 Page 49 of 85 
 

6.2 Debit Note Module Step by Step 
 
This section provides step by step guide for supplier to List, View, Print, Export, and 
Manage Notification. 
 
6.2.1 Debit Note 
 
Step 1 Select Debit Note Document  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Documents tab and select Debit Note 
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Step 2 List Debit Note 
 

 
 
 
Status Definition: 
 
New      New Debit Note received from MYDIN. 
 
Accepted    Supplier has viewed Debit Note. 
 
Changed    MYDIN changed the Debit Note. 
 
Change Acknowledge  Supplier has viewed the changed Debit note. 
 
Alert  Supplier has not view / open the Debit Note more than 3   

days. 

2. Click on List link 

3. Click on Debit Note No to view debit note 
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Step 3 View Debit Note 

 

 
 
 
 
 
 

4. Click on Print Original 
button to print Debit Note. 

Click on Export button to 
export Debit Note 
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Step 4 Print Debit Note – Adjustment  

 

 
 

 

Invoice print in PDF format. 

ITEM A 

ITEM B 
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Print Debit Note – RTV 
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Step 5 Exported Debit Note. 

 

 
 

Step 6 View Debit Note History 

 

 

5. Click on View Debit Note 
History to check history 
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6.2.2 View Debit Note 
 
Allow user to search Debit Note – Adjustment / RTV.  

 

1. Click on View link 

2. Enter search criteria 

3. Click on Search button 
Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search criteria. 
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6.2.3 Print Debit Note 
 
Allows user to print Debit Note – Adjustment / RTV in batch. 

 

1. Click on Print link 

2. Enter search criteria 

Click on this button if you 
need to clear the search. 

 Click here for 

additional search criteria. 

3. Click on Search button 

4. Tick on select box to select 
all Debit Note at a time 

5. Click on Print Original 
button to Print Debit Note 
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6.2.4 Export Debit Note (Optional) 
 
Allows user to export Debit Note in batch 

 
 

 
 

Export file in CSV format. 

1. Click on Export link 

2. Enter search criteria 

Click on this button if you 
need to clear the search. 

 Click here for 

additional search criteria. 

3. Click on Search button 

4. Tick on select box to select 
all Debit Note at a time 

5. Click on Export button 
to export Debit Note 
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6.2.5 Manage Notification 

 
Allows user to manage Debit Note notification setup. 

 

1. Click on Manage Notification link 

2 Choose a 
notification 
frequency 

3. Enter email address 

4. Click on Save button Click on Reset 
button for default 
to original setting. 
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7.1 Payment Advice Process 
 
This section provides step by step guide on Payment Advice among MYDIN, B2B 
System, and Supplier. 
 
Step to process Payment Advice 
 

 

Chapter 7: Payment Advice 
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7.2 Payment Advice Module Step by Step  
 
This section provides step by step guide for supplier on List, View, Print, Export and 
Manage Notification. 
 
7.2.1 Payment Advice 
 
Step1 Select Payment Advice document 

 
 
Step 2 View Payment Advice 
 

 
 
Status Definition: 
 
New     New Payment advice received from MYDIN. 
In-Use    Supplier has viewed Payment Advice. 
Changed    Mydin has changed Payment Advice. 
Change    Supplier has viewed changed Payment Advice. 
Acknowledged 
Alert    Supplier has not view/ open Payment Advice more than 1 days.
  

1. Click on Documents tab and select Payment Advice 

2. Click on List link 

3. Click on Payment Advice No to view details 
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4. Click on Attachment tab 

5. Click on Attachment No. to download 

Payment Advice in PDF. 
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Step 3 Print Payment Advice 

 

 

 

 

 

 

 

 

 

 

 

Payment Advice print in PDF format. 
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7.2.2 View Payment Advice 
 
Allows user to search Payment Advice.  

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on View link 

2. Enter search criteria 

Click on this button 
if you need to clear 
the search. 

 Click here for 

additional search criteria. 

3. Click on Search button 
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8.1 Buyer Invoice / Buyer Tax Invoice Process 
 
This section provides step by step guide on Buyer Invoice / Buyer Tax Invoice 
among MYDIN, B2B System, and Supplier. 
 
Step to process Buyer Invoice / Buyer Tax Invoice 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Chapter 8: Buyer Invoice / Buyer Tax Invoice 
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8.2 Buyer Invoice / Buyer Tax Invoice Module Step by Step 
 
This section provides step by step guide for supplier to List, View, Print and Export. 
 
8.2.1 List Buyer Invoice / Buyer Tax Invoice 
 
Step 1 Select Buyer Invoice / Buyer Tax Invoice Documents 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click on Documents tab 
and select MYDIN Buyer 
Invoice / Buyer Tax Invoice. 
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Step 2 List Buyer Invoice / Buyer Tax Invoice 
 

 
 
Status Definition:  
 
New            New Buyer Invoice received from MYDIN.  
 
In-use           Supplier has viewed Buyer Invoice.  
 
Alert           Supplier has not view/open the Buyer Invoice after 3 day.  
 
Change           MYDIN changed the Buyer Invoice.  
 
Change Acknowledge      Supplier has viewed the changed Buyer Invoice. 
 

 

 

 

 

 

2. Click on Buyer Invoice Document No 
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Step 3 View Buyer Invoice / Buyer Tax Invoice Screen 
 

 
 

 

 

 

3. Click on Print Original 
Click on Export button 
to export Buyer Invoice in CSV. 
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Step 4 Print Buyer Invoice / Buyer Tax Invoice 
 

 

 

 

 

 

 

 
 
 
 
 
 

Buyer Invoice print in PDF format. 
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Step 5 View exported Buyer Invoice / Buyer Tax Invoice in CSV (Optional) 
 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click on OK button 
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Step 6 View Buyer Invoice / Buyer Tax Invoice History (Optional) 
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8.2.2 View Buyer Invoice / Buyer Tax Invoice 
 
 Allows the user to search and view Buyer Invoice / Buyer Tax Invoice 
 

 
 

 

 

 
 
 
 
 
 
 
 
 
 

1. Click on View link 

2. Key in Buyer Inv.Doc No 

3. Click on Search button 
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8.2.3 Print Buyer Invoice / Buyer Tax Invoice 
 
 Allows the user to search Buyer Invoice / Buyer Tax Invoice and Print in batch 
 

 
 

 

 

 
 
 
 
 
 
 
 
 
 
 

1. Click on Print link 

2. Key 
search 
criteria 

3. Click on Search button 

4. Tick on the box to 
select all the buyer 
invoice to print 

5. Click on Print Original button 

Select Printed 
or Not Printed 
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8.2.4 Export Buyer Invoice / Buyer Tax Invoice 
 
Allows the user to Export Buyer Invoice / Buyer Tax Invoice in batch 
 
 

 

 

 

 

 

 

 

 

 

1. Click on Export link 

2. Key 
search 
criteria 

3. Click on Search button 

4. Tick on the box to 
select all the buyer 
invoice to export Select Exported 

or Not Exported 

 

5. Click on Export button 
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9.1 Credit Note Process 
 
This section provides step by step guide on Credit Note among MYDIN, B2B 
System, and Supplier. 
 
Step to process Credit Note 
 

 

 

 

 

 
 
 
 
 
 
 
 
 
 

Chapter 9: Credit Note  
   (Vendor Credit Note / Credit Note RTV) 
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9.2 Credit Note Module (Vendor Credit Note / Credit Note-RTV) Step 
by Step 
 
This section provides step by step guide for supplier to List, View, Print, Export and 
Manage Notification. 
 
9.2.1 List Credit Note 
 
Step 1 Select Credit Note Documents 

 

 

 

 
 
 
 

1. Click on Documents tab 
and select MYDIN Credit Note 
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Step 2 List Credit Note 

 
 

Status Definition:  
 
New            New Credit Note received from MYDIN.  
 
In-use           Supplier has viewed Credit Note.  
 
Alert           Supplier has not view/open the Credit Note after 3 day.  
 
Change           MYDIN changed the Credit Note.  
 
Change Acknowledge      Supplier has viewed the changed Credit Note. 
 

 

2. Click on Credit Note No. 
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Step 3 View Credit Note (Vendor Credit Note) Screen 
 

 

3. Click on Print Original 
Click on Export button 
to export Credit Note in CSV. 
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Step 4 Print Credit Note (Vendor Credit Note) 
 
 
 

 

 

 

 

Credit Note print in PDF format. 
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Print Credit Note (Return To Vendor) 
 
 

 

 

 

 
 
 
 
 
 
 
 
 

Credit Note print in PDF format. 



MYDIN Web EDI User Guide 2015 
 

Mydin Web EDI User Guide_REV.1.1_07112018 Page 80 of 85 
 

Step 5 View exported Credit Note in CSV (Optional) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Click on OK button 
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Step 6 View Credit Note History (Optional) 
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9.2.2 View Credit Note 
 
Allows the user to search and view Credit Note (Vendor Credit Note / Credit Note    
RTV) 
 

 

 

 
 
 
 
 
 
 
 
 
 

1. Click on View link 

2. Enter 
search criteria 

3. Click on Search button 

 Click here for 

additional search 
criteria: Vendor Code 
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9.2.3 Print Credit Note 
 
Allows the user to search Credit Note Credit Note (Vendor Credit Note / Credit Note 
RTV) and Print in batch 
 

 
 

1. Click on Print link 

2. Enter 
search criteria 

3. Click on Search button 

 Click here for 

additional search 
criteria: Vendor Code 

4. Tick on the box to select 
all the Credit Note to print 

5. Click on Print Original button 
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9.2.4 Export Credit Note 
 
Allows the user to Export Credit Note (Vendor Credit Note / Credit Note RTV) in 
batch 
 

 
 
 

 

 

 

1. Click on Export link 

2. Enter 
search criteria 

3. Click on Search button 

 Click here for 

additional search 
criteria: Vendor Code 

4. Tick on the box to select 
all the Credit Note to export 

5. Click on Export button 
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9.2.5 Manage Notification 
 
Allows user to Manage Credit Note notification setup 
 

 

1. Click on Manage Notification 
Link. 

 
1. Click on Manage 

Notification Link. 

 
1. Click on Manage 

Notification Link. 

 
1. Click on Manage 

Notification Link. 

 
1. Click on Manage 

Notification Link. 

 
1. Click on Manage 

Notification Link. 

 
1. Click on Manage 

Notification Link. 

 
1. Click on Manage 

Notification Link. 

2. Select either 
one type 

 
2. Select either 

one type.  

 
2. Select either 

one type.  

 
2. Select either 

one type.  

 
2. Select either 

one type.  

 
2. Select either 

one type.  

 
2. Select either 

one type.  

 
2. Select either 

one type.  

3. Enter valid email address for entire user 
 
3. Enter valid email address for entire user. 
 
3. Enter valid email address for entire user. 
 
3. Enter valid email address for entire user. 
 
3. Enter valid email address for entire user. 
 
3. Enter valid email address for entire user. 
 
3. Enter valid email address for entire user. 
 
3. Enter valid email address for entire user. 

4.Click on Save button 

 
4.Click on Save 

button.  

 
4.Click on Save 

button.  

 
4.Click on Save 

button.  

 
4.Click on Save 

button.  

 
4.Click on Save 

button.  

 
4.Click on Save 

button.  

 
4.Click on Save 

button.  

Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 
 
Click on Reset 
button for default to 
original setting. 


