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Steps Detailed Steps Snapshot Notes
1 Learn about 

opportunity
You hear from a source that TMEA 
has put up an opportunity 

e.g. Word of mouth, 
Newspaper, Website

2 Visit 
Procurement 
Site

Visit the procurement site on 
http://procurement.trademarkea.co
m 

It is best that you use 
Firefox Browser or 
Chrome Browser

3 Register Button If you have not registered before, 
register on the site by clicking on the 
Register link at the top-right corner

Before registering please 
ensure there is no other 
account for your 
organization by consulting 
with colleagues. If there 
exists an account under 
the same email you intend 
to register with, you will 
be alerted as per the next 
step below.

4 Fill Registration 
Form

Enter the Full Name of Individual or 
Company/Supplier followed by the 
username. 

Username must not contain any 
spaces and must have not been used 
before. 

If you receive a message "Not 
Available", it means that the 
username is already used in the 
system. 

The same applies to the email 
address.

Only when you enter a 
unique username and 
email address and check 
the captcha, the register 
button will appear.

Registration



Steps Detailed Steps Snapshot Notes
5 Complete 

registration
If you insert a unique username, 
email address and select the Captcha 
correctly, a register button will 
appear, click to complete your 
registration.



Steps Detailed Steps Snapshot Notes
1 Learn about 

opportunity
You hear from a source that TMEA 
has put up an opportunity 

e.g. Word of mouth, 
Newspaper, Website

2 Visit 
Procurement 
Site

Visit the procurement site on 
http://procurement.trademarkea.co
m 

It is best that you use 
Firefox Browser or 
Chrome Browser

3 Register/ Login If you have not register before, you 
are required to register on the site, if 
already registered, log in using the 
user name and password generated 
during registration process.

Before registering please 
ensure there is no other 
account for your 
organization by consulting 
with colleagues. 

4 Locate 
Opportunity on 
Home Page

Visit the home page by clicking 
‘’Home’’ in the menu. Click on ‘’view 
opportunities’’ on either the 
procurement of service section or 
procurement of goods section 
depending with the area of interest.

All the open opportunities 
are listed on the home 
page except opportunities 
invited to individuals 
which are only visible on 
company/individual profile 
page.

Application Process



Steps Detailed Steps Snapshot Notes
5 Click "Apply" 

against 
opportunity and 
review TOR

If you are interested in an 
opportunity, you may view its details 
by clicking "Apply" to view the entire 
Terms of Reference for the 
opportunity.

6 Review TOR, 
Attachments

You can review the TOR and 
attachments to the TOR by clicking 
on the respective links. Once done, 
Click ‘’next’’ to proceed with 
application process.



Steps Detailed Steps Snapshot Notes
7 Update Profile You will need to fill in all sections and 

attachments to the profile. All the 
fields and statutory documents are 
mandatory and must be provided in 
order to proceed. Click 'next' once 
done.

8 Follow through 
all sections of 
the guided 
application 
process

At the end of the guided process, the  
system will list all the documents you 
have uploaded and section you have 
completed for purposes of 
verification. 

You can click 'PREV' to 
review all the previous 
steps of the process.



Steps Detailed Steps Snapshot Notes
9 Conflict of 

interest
If you have any conflict of interest to 
declare, please declare it on this 
page. 

Finaly, tick the checkbox for 
declaring that you have to the best 
of your knowledge provided accurate 
information.

10 Submission Click "FINISH" to confirm your 
application.

You will be informed on 
the status of your 
application. You will also 
receive an email to 
confirm your submission.



Steps Detailed Steps Snapshot Notes
11 Reporting 

Problems
In case you face any technical 
problems in your submission 
process, please use the "Report a 
problem" link at the bottom of the 
page. 



Steps Detailed Steps Snapshot Notes
12 Submit report You will see a popup that will allow 

you to enter the problem you are 
facing. Once entered, click "Submit" 
and your query will be responded to 
as soon as possible.



Steps Detailed Steps Snapshot Notes
1 Learn about 

opportunity
You receive an email from TMEA 
informing you that you have been 
invited to submit an application.

2 Visit 
Procurement 
Site

Visit the procurement site on 
http://procurement.trademarkea.co
m 

It is best that you use 
Firefox Browser or 
Chrome Browser

3 Register/ Login If you have not register before, you 
are required to register on the site, if 
already registered, log in using the 
user name and password generated 
during registration process.

Please login/register using 
the email address to 
which you received the 
invitation.

4 Locate 
Opportunity on 
the Profile 
Management 
Page

When you log in, you are directed to 
the "Profile Management" page. This 
is where  you will see a section 
named "Opportunities Invited by 
TMEA".

In case you do not see the 
opportunity you expect to 
see here, please confirm 
that the email address you 
received the invite to is 
the same that you logged 
in with. Otherwise contact 
procurement@trademark
ea.com.

Application Process for Opportunities you are Invited to



Steps Detailed Steps Snapshot Notes
5 Click "Apply" 

against 
opportunity and 
review TOR

To respond to the invite, click "View 
Details".

6 Review TOR, 
Attachments

You can review the TOR and 
attachments to the TOR by clicking 
on the respective links. Once done, 
Click ‘’next’’ to proceed with 
application process.



Steps Detailed Steps Snapshot Notes
7 Update Profile You will need to fill in all sections and 

attachments to the profile. All the 
fields and statutory documents are 
mandatory and must be provided in 
order to proceed. Click 'next' once 
done.

8 Follow through 
all sections of 
the guided 
application 
process

At the end of the guided process, the  
system will list all the documents you 
have uploaded and section you have 
completed for purposes of 
verification. 

You can click 'PREV' to 
review all the previous 
steps of the process.



Steps Detailed Steps Snapshot Notes
9 Conflict of 

interest
If you have any conflict of interest to 
declare, please declare it on this 
page. 

Finaly, tick the checkbox for 
declaring that you have to the best 
of your knowledge provided accurate 
information.

10 Submission Click "FINISH" to confirm your 
application.

You will be informed on 
the status of your 
application. You will also 
receive an email to 
confirm your submission.



Steps Detailed Steps Snapshot Notes
11 Reporting 

Problems
In case you face any technical 
problems in your submission 
process, please use the "Report a 
problem" link at the bottom of the 
page. 



Steps Detailed Steps Snapshot Notes
12 Submit report You will see a popup that will allow 

you to enter the problem you are 
facing. Once entered, click "Submit" 
and your query will be responded to 
as soon as possible.


