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1. Introduction 

1.1 Overview 

Thank you for registering your interest in becoming a vendor with KWAP. For the 

purpose of the Vendor Management System (VMS) platform, the term “vendor” refers 

to an individual or business entity that wishes to supply and/or provide goods, works 

and/or services to KWAP, including suppliers, service providers, contractors, and 

consultants. 

All vendors who wish to be included in KWAP’s vendor list and be eligible to participate 

in KWAP’s procurement exercises shall submit their registration application online 

through this platform and maintain an active/approved registration status. To facilitate 

the registration process, please review and prepare all required information and 

documentation prior to submission. 

All approved vendor registrations are valid for a period of 2 years. To maintain your 

registration status, vendors must renew it before the expiry date. The Renewal 

Application process will be available 6 months before the expiry date. This manual 

provides step-by-step guidance to assist vendors in completing all key tasks within the 

system. 
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1.2 Purpose of This Guide 

The guide outlines the process for submitting applications and explains each stage 

involved, from account creation to application submission and subsequent follow-up 

actions. 

The guide is designed to help vendors navigate the VMS efficiently, whether they are: 

• Creating a new registration; 

• Updating company details through an Amendment; or 

• Renewing an existing approved registration.  

The guide also highlights required documents, common troubleshooting steps, and 

available support channels. 

 

1.3 Who Should Use This Guide 

This guide is intended for: 

• Vendors seeking to register with KWAP; 

• Existing vendors who need to update approved information (Amendments) or 

renew their registration (Renewal); and 

• Authorised representatives managing vendor profiles on behalf of their 

organisations. 
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1.4 Types of Applications Submitted for KWAP’s Approval 

Vendors may submit 3 types of applications through the VMS: 

1. New Application: For vendors applying to be registered with KWAP for the first 

time. This application requires complete company information and supporting 

documents to become an approved KWAP vendor. 

2. Amendment Application: For vendors who need to update or correct 

information in an already approved registration. An Amendment Application is 

for changes to an approved registration. If KWAP requests clarification while an 

application is under review, respond through the returned application instead 

of creating an Amendment Application. 

3. Renewal Application: For extending the validity of an approved vendor 

registration. Vendors must submit updated information and documents where 

necessary. 

If a vendor has not previously registered in the VMS, they must begin with a New 

Application. 

Once approved, the vendor will be recognised as an approved KWAP vendor. 

 

1.5 Validity Period 

The validity period of an approved vendor registration is 2 years, starting from the date 

the application is approved by KWAP. 

Vendors must submit a Renewal Application within 6 months prior to the registration 

expiry date. 

Renewal must be approved before expiry to maintain uninterrupted vendor status. 
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1.6 Required Documents to Upload 

Each application requires specific PDF documents to be uploaded. 

Vendors are encouraged to prepare all relevant documents before beginning an 

application to ensure a smooth submission process. 

 

Mandatory PDF Documents (For All Registration Types) 

These documents must be uploaded for every Registration Type (where applicable): 

Document Description / Requirements 

Company Profile Overview of the company’s background, business 

activities and key information. 

Organisation Chart Clear structure showing reporting lines and key 

personnel. 

Bumiputera Certificate 

(MOF) (if applicable) 

Required for companies with Bumiputera status. 

Latest Audited Financial 

Statements 

Based on Incorporation Period: 

• Less than 24 months: Submission of Audited 

Financial Statements is not mandatory. 

• 24–47 months: Submission of at least 1 set of 

Audited Financial Statements is mandatory. 

• 48–59 months: Submission of at least 2 sets of 

Audited Financial Statements is mandatory. 

• 60 months or more: Submission of 3 to 5 sets of 

Audited Financial Statements is mandatory. 
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Bank Statements for the 

Three Most Recent 

Months 

Must show credit and debit details; combine into one 

PDF. 

Front Page of Bank 

Account 

Bank header/summary showing account name and 

number. 

Letter of Award / 

Contract Appointment 

For each project listed in Track Record. Confidential or 

personal information may be redacted, provided the 

document remains sufficient to verify the client or 

issuing party, project or appointment, effective date or 

period, and the nature of the engagement. 
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Additional Mandatory Documents (Based on Registration Type) 

 

Registration Type Document 

Private Limited / Public 

Limited (Sdn Bhd/ Bhd) 

Form 9 / Section 17 – Certificate of Incorporation; 

Form 49 / Section 58 – Particulars of 

Directors/Officers 

Form 13 / Section 28 – Change of Company Name 

(if applicable) 

Sole Proprietor / 

Partnership 

Peninsular Malaysia / Labuan: Form D / Form E 

(SSM) 

 Sabah: Form B 

 Sarawak: Form I and Certificate of Registration 

Limited Liability 

Partnership (LLP / PLT) 

LLP Registration Certificate; 

Business Information & Compliance Officer Details 

Foreign Company Certificate of Incorporation / Business Registration 

Document 

Others Applicable official registration document for 

professional firms, cooperatives, associations, etc. 
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Non-Mandatory (Optional) PDF Documents 

These documents are optional but recommended if relevant: 

Document Description 

Form 24 / Section 78 Return of Allotment of Shares (for companies with 

paid-up capital of RM10,000 or more) 

Form 32A / Section 105 Transfer of share ownership documentation. 

Professional Certificates Relevant industry / professional certification (if 

applicable) 

 

Additional Documents for Authorised Partner Resellers 

Document Description 

Authorisation 

Certificate / Letter of 

Appointment 

Must clearly show official authorisation from the 

principal of the product/service. 
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2. System Access 

2.1 System Requirements 

Microsoft Edge is the recommended browser for VMS. Google Chrome is also 

supported. However, users must ensure that pop‑ups and document downloads are 

enabled for the system to function properly. 

The VMS application process is structured into multiple pages and, in some sections, 

multiple tabs. 

1. Each application is organised into pages that group related information for easier 

data entry. 

2. Some pages contain tabs, which separate subsections such as company details, 

business profile, or ownership information. 
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Tab 

Section 
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3. The Next and Previous buttons at the bottom are used for navigation. 

 

2.2 Saving a Page Using the Next Button 

The Next button performs 2 important functions: 

• It saves all information entered on the current page. 

• It moves the user to the next page or tab. 

To avoid losing data, the user must always click Next after completing each page, 

especially before closing the browser or navigating away. 
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If there are any incomplete or incorrect required fields, the system will highlight them 

and prevent the user from moving forward. 
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3. Uploading Documents 

Some pages require the user to upload specific supporting documents based on the 

company’s registration type and status, as listed under Required Documents to Upload. 

All documents must be uploaded in PDF format only. 

 

3.1 Adding Additional Documents 

On certain pages, an +Add button will be available to upload additional documents 

beyond the mandatory list.  
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When using this function: 

• Provide a clear and accurate description of each uploaded document. 

• The description should help KWAP reviewers understand its purpose. 

• Only PDF files within the allowed size may be uploaded. 
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4. Getting Started 

4.1 Create a VMS Account 

Step 1: Go to https://vms.kwap.my/VMS to access the Vendor Management System 

(VMS) login page. 

Step 2: On the login page, select Register to begin creating a user account. 

 

Step 3: The user will be redirected to the Register a User Account page. Fill in all 

required fields. 

Fields marked with an asterisk (*) are mandatory.  

 

https://vms.kwap.my/VMS
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Tips: 

The company name must not exceed 200 characters. 

Step 4: After completing the form, click Register. 
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Step 5: A verification email will be sent to the registered email address. Click Verify 

Email Address to proceed.

 

 
Tips: 

To ensure the verification email is received, add the VMS system email address 

(vms@kwap.gov.my) to your safe sender list. If the email does not appear after a few 

minutes, check your Spam or Junk folders and mark the email as “Not Spam.” 

 
Reminder: 

The verification link is valid for 1 hour; please complete the email verification 

immediately. If the link has expired, contact the VMS system administrator at 

vms@kwap.gov.my to request a new verification email. 

Step 6: After email verification, the user will be redirected to the Password Setup page.  

Follow the password requirements displayed on the screen. The system will indicate 

whether the password meets the required policy. 
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Tips: 

The user may proceed only after all password criteria are fulfilled. 

Select Set Password to continue. 
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5. Logging In to the VMS 

After completing registration and password setup, the user may log in to the VMS. 

Step 7: Go to https://vms.kwap.my/VMS to access the VMS login page. 

Step 8: Enter the registered Email address and Password in the corresponding fields. 

 

Step 9: Select Login to enter the VMS dashboard and begin using the system. 

 

 

https://vms.kwap.my/VMS
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6. Resetting the Password 

If the user forgets the password or is unable to sign in, the password can be reset easily 

through the VMS. Follow the steps below. 

Step 1: Go to https://vms.kwap.my/VMS to access the VMS login page. 

Step 2: On the login page, select Forgot Password to initiate the reset process. 

 

Step 3: Enter the registered email address and click Submit. A password reset email 

will be sent. 

Step 4: Search the inbox (including spam/junk folders) for the email titled “VMS – 

Reset Your Password”. 

Click Reset Password. 

Step 5: The user will be redirected to the Password Setup page. Enter a new password 

following the system requirements. 

 

https://vms.kwap.my/VMS
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Step 6: Select Set Password once all requirements are met. 

Step 7: Return to the login page and sign in with the updated password. 
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7. Creating a New Application 

7.1 Home Page Overview 

Upon login, the user will be directed to the Home page. This page contains 2 key 

sections that help manage applications: 

1. My Tasks – Displays applications requiring action such as: 

• Draft applications 

• Applications returned by KWAP 

2. My Applications – Shows all applications created by the user (draft, submitted, 

in review, approved). 

 

 
Tips: 

If the user is new, both sections will be empty. 
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7.2 Starting a New Application 

Step 1: On the Home page, click New Application to start a new vendor registration 

application. 

 

 

 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 27  

Step 2: A pop-up window will appear. Click New to begin. 

 

 
Tips: 

• Once a New Application is approved, Amendment will appear in the pop-up for 

updates. 

• Within 6 months before registration expiry, Renewal will also appear. 
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8. Section 1: Registration Type 

On this page, the user must select the Registration Type that corresponds to the 

entity’s legal structure. There are 6 registration types. 

Step 1: Choose the option that matches the entity’s legal structure. 

 

 

 
Tips: 

• Registration Type cannot be changed after approval. 

• If the entity’s registration type changes, a New Application must be submitted. 

Step 2: Select Next to continue. 
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9. Section 2: Terms and Conditions 

Step 1: Read all Terms and Conditions thoroughly. 

 

Step 2: After reviewing, click Next to acknowledge and proceed. 
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10. Section 3: Company Details 

The Company Details section requires the user to provide complete and accurate 

information about the entity applying for vendor registration. This section consists of 

4 components, each capturing different aspects of the entity’s profile: 

a) General Information 

b) Business Profile 

c) Board of Directors 

d) Ownership and Shareholding 
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10.1 (a) General Information 

Step 1: Complete all required fields marked with an asterisk (*). 
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Step 2: A default Contact Person will be auto‑filled using the user’s registered login 

details. 

 

 
Tips: 

• Two Contact Persons are required to ensure continuity when one person is 

unavailable. 

• Where possible, use a shared/pool email so multiple authorised personnel can 

manage VMS-related matters. 

• Only approved Contact Persons may submit Amendment or Renewal Applications. 

• The default contact person cannot be removed or edited in the New Application. 
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Step 3: Two contact persons are required in the VMS. The first contact person is 

populated automatically from the registered user’s details. To add the required second 

Contact Person, click +Add and complete all mandatory fields.  

 

 
Tips: 

• The second contact person will be able to view the New Application once it is 

approved and can assist with updates to applications returned by KWAP.  

• Ensure the required second contact person is added before submitting the New 

Application; contact details may subsequently be updated through an Amendment 

Application or Renewal Application. 
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Step 4: Upload all required documents in PDF format. 

 

 
Tips: 

• Company Profile: You may upload your company profile, portfolio, or presentation 

deck showcasing your company, services, and capabilities. 

Organisation Chart: Please upload your organisation chart in this section. 

 

Step 5: Click Next to proceed to the next section. 

 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 35  

10.2 (b) Business Profile 

The Business Profile tab captures the entity’s key background and registration details. 

All required information must be completed accurately, as it enables KWAP to assess 

the entity’s incorporation status, business classification, tax residency, and Bumiputera 

status. 

Step 6: Complete all required fields marked with an asterisk (*).  
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Tips: 

• The following details cannot be changed after approval. Please ensure they are 

entered accurately, as any changes will require a New Application. 

• Date of Incorporation 

• Company Registration Number 

• New SSM Registration Number: Enter the number in numeric format only (e.g. 

20020111111).  

• Old SSM Registration Number: Enter the number exactly as registered, if 

applicable (e.g. 111111-H).  

• Authorisation Body: Select/update the relevant authority (e.g. SSM). 

• The Date of Incorporation determines the number of Audited Financial Statements 

required. 

Step 7: Upload required documents in PDF format. 

 
Tips: 

Please refer to Appendix B in this manual guide for reference. 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 37  

Step 8: If the entity has a parent organisation, tick the checkbox and complete all 

mandatory fields marked with an asterisk (*). 

 

 
Tips: 

Only complete this section if the entity is legally owned or controlled by a parent entity. 

Step 9: Click Next to proceed to the next section. 
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10.3 (c) Board of Directors 

This section has 2 parts: 

• Details of Board of Directors 

• Summary Status 

 

 
Tips: 

The tab label changes depending on Registration Type (refer Appendix A): 

• If Registration Type is Private Limited, Public Limited or Foreign Company, the 

label shall be Board of Directors. 

•  If Registration Type is Sole Proprietor, the label shall be Proprietors. 

• If Registration Type is Partnership, the label shall be Partners. 

• If Registration Type is Others, the label shall be Board of Directors/Partners. 
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Step 10: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 
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Tips: 

Details must match Form 49 (or equivalent). Please refer to Appendix C in this manual 

guide for reference.  

 

Step 11: Click Save. The Board of Directors table will be auto-populated by the 

system. 

 

Step 12: Repeat Steps 10 and 11 until all members have been added. 

 
Reminder: 

All individuals listed in Form 49 (or equivalent) must be included. 

Step 13: Click Next to proceed to the next section. 
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10.4 (d) Ownership and Shareholding 

This section is divided into 4 parts: 

• Name of Shareholders/Partners/Owners 

• Equity Structure 

• Senior Management 

• Employment Structure 

The information entered here helps KWAP verify the entity’s ownership profile 

(including Bumiputera/non‑Bumiputera/foreign breakdown) and overall 

organisational structure. 

 

Name of Shareholders / Partners / Owners 
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Step 14: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 

 

 
Tips: 

• Refer to Form 24 or equivalent for required details. 

• Please refer to Appendix C in this manual guide for reference. 
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Step 15: Click Save. The Names of Shareholders/Partners/Owners table will be 

auto-populated by the system.

 

Step 16: Repeat Steps 14 and 15 until all members have been added. 

 
Reminder: 

All shareholders listed in Form 24 (or equivalent) must be included. 
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Equity Structure 

Step 17: Enter the entity’s Equity Structure and complete all required fields marked 

with an asterisk (*). 

 

 
Tips: 

• Do not copy and paste numbers in this section, as the system may not be able to read 

pasted values. 

• Fields marked with (*) must be completed. Enter the accurate amount supported by 

the relevant financial statements. If the system does not accept a valid zero value, 

contact the VMS system administrator for assistance.  

• Paid-up Capital: Enter the share capital actually paid by the shareholders.  

• Working Capital: Enter the amount calculated as Current Assets − Current 

Liabilities, based on the latest financial statements. Please refer to Appendix D in 

this manual guide for reference. 

• Overdraft: Enter the outstanding bank overdraft amount, if applicable, based on 

the latest financial statements. 
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Senior Management 

Step 18: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 

 

 
Tips: 

A minimum of 1 Senior Management record is required. 

 

Step 19: Click Save. The Senior Management table will be auto-populated by the 

system. 
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Step 20: Repeat Steps 18 and 19 until all members have been added. 
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Employment Structure 

Step 21: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 

 

Step 22: Click Save to proceed. 
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Step 23: The Summary Status will be auto-generated for your review. 

 

 

Step 24: Click Next to proceed to the next section. 
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11. Section 4: Category Code 

This section is used to identify and classify the main business activities. Up to 10 

activities may be added, and each activity must accurately reflect the core capabilities, 

such as Supplies (Bekalan), Digital & IT, Services (Perkhidmatan), Consultancy, and 

other options available in the drop-down list. 

This section consists of 2 parts: 

a) Category Code 

b) Authorised Partner Reseller (if applicable) 

 

11.1 (a) Category Code 

Step 1: Click +Add to open the form. 
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Step 2: Complete all required fields marked with an asterisk (*). Select the Main 

Category, Sub-Category and Activity from the drop-down lists. 
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Step 3: Click Save. The Category Code table will be auto-populated by the system. 

 

Step 4: Repeat Steps 1 to 3 until all relevant business activities have been added. 

 
Reminder: 

Only select activities that accurately represent the entity’s operations. 
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11.2 (b) Authorised Partner Reseller (if applicable) 

Step 5: Select Yes to enable the option to add authorised partner or reseller details. 

 

 
Reminder: 

Choose Yes only if officially appointed as an authorised partner/reseller. 
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Step 6: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 

 

 
Tips: 

• Upload valid supporting documents, such as an authorisation certificate or letter 

of appointment from the principal/distributor. 

• Ensure all documents are current, valid, and clearly legible. 
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Step 7: Click Save. The Authorised Partner Reseller table will be auto-generated. 

 

Step 8: Repeat Steps 6 and 7 until all authorised partners/resellers have been added. 

Step 9: Click Next to proceed to the next section. 

 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 55  

12. Section 5: Financial Information 

This section requires users to provide accurate details of the entity’s financial 

performance. All information must be referenced strictly from the entity’s Audited 

Financial Statements, and the corresponding PDFs must be uploaded here (as listed 

under Mandatory PDF Documents – For All Registration Types). 

The Date of Incorporation (auto-filled from 10.2 (b) Business Profile) determines how 

many years of financial statements are required. 

 

 

 
Tips: 

Requirement is based on Date of Incorporation: 

• < 24 months: Not mandatory. 

• 24–47 months: At least 1 year of Audited Financial Statements. 

• 48–59 months: At least 2 years of Audited Financial Statements. 

• ≥ 60 months: 3 to 5 years of Audited Financial Statements required. 

 

 
Reminder: 

Provide the most recent Audited Financial Statements. 
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Step 1: Select the From and To years from the drop-down lists according to the 

requirement based on Date of Incorporation stated. 

Select the Currency that matches the entity’s Audited Financial Statements. 

 

Step 2: Click Generate to create the required Financial Details panels. 
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Step 3: Click each panel (e.g. Financial Details for 2024), complete all required fields 

marked with an asterisk (*), and upload the corresponding Audited Financial 

Statements (PDF). 
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Tips: 

• Enter the Finance Cost value if it appears in the Audited Financial Statements, 

including the negative sign (-), where applicable. Leave the field blank only if 

Finance Cost is genuinely not applicable. All financial data entered must match the 

Audited Financial Statements provided. 

• Please refer to Appendix D in this manual guide for reference. 

 
Reminder: 

Do not click Generate again after entering financial data. The Generate button is used 

only to create the year panels; clicking it again may clear or remove unsaved information. 

 

Step 4: Repeat Step 3 for all required financial years. 

Step 5: Upload the bank statements for the three most recent months (PDF) in 

Document Checklist. 

 
Tips: 

• Combine all 3 months into one PDF file. 

• Ensure credit and debit amounts are clearly visible. 

Step 6: Click Next to proceed to the next section. 
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13. Section 6: Bank Account 

Step 1: Complete all required fields marked with an asterisk (*). 

 

Step 2: Upload the front page of the bank account document (PDF). 

Step 3: Click Next to proceed to the next section. 
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14. Section 7: Track Record 

The Track Record section captures past projects, contracts, or advisory engagements 

that demonstrate capability, reliability, and relevant experience. Only list work that 

relates directly to the selected category codes to ensure alignment with the products 

or services to be offered to KWAP. 
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Step 1: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 
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Step 2: Upload relevant supporting documents. 

 
Tips: 

• Upload valid supporting documents such as a Letter of Award (LOA), Contract / 

Appointment Letter, or Purchase Order (PO). 

• Confidential or personal information may be redacted, provided the client or issuing 

party, project or appointment, effective date or period, and nature of the engagement 

remain visible for verification. 

Step 3: Click Save. The Track Record/Work Experience table will be auto-generated. 
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Step 4: Repeat Steps 1 to 3 until all projects have been added. 

Step 5: Click Next to proceed to the next section. 
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15. Section 8: Documentation 

The Documentation section captures certifications, licences, and professional 

approvals held by the entity. These documents help demonstrate the entity’s 

compliance, capability, and industry recognition. 

 

 

 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 65  

Step 1: Click +Add to open the form, then complete all required fields marked with 

an asterisk (*). 
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Step 2: Click Save. The Certification Details table will be auto-generated. 

 

Step 3: Repeat Steps 1 and 2 until all certifications have been added. 

Step 4: Click Next to proceed to the next section. 
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16. Section 9: Questionnaire 

The Questionnaire section contains disclosures used by KWAP to assess background, 

governance practices, ESG commitments, legal compliance, and risk management. 

All responses must be truthful, accurate, and consistent with information provided in 

earlier sections. 

The questionnaire consists of 4 tabs: 

1. General – Entity background, past dealings, and governance practices. 

2. ESG – Environmental, social, and governance commitments. 

3. Legal – Transparency, conflict of interest, and ethical compliance. 

4. Risk – Ability to manage operational and service‑related risks. 
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Step 1: Complete all questions under each tab. 

 
Reminder: 

No question should be left blank. Enter “N/A” only where the relevant field accepts 

text and the question is genuinely not applicable. 

Step 2: Click Next to move through the General, ESG, Legal and Risk tabs until all 

questions have been completed. 
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17. Section 10: Declaration 

The Declaration section outlines the terms, conditions, and ethical commitments that 

must be accepted before submitting the application. 

All statements must be read and understood, including the following documents: 

• Privacy Notice 

• Code of Business Ethics and Conduct 

• Anti-Bribery and Corruption Policy 
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Step 1: Click each hyperlink and read all policy documents. 
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Step 2: Tick all boxes to confirm understanding. 

 

 
Tips: 

Submission cannot proceed if any box is unchecked. 

Step 3: Click Submit to proceed with final submission. 

Step 4: A confirmation pop‑up will appear. Type “Yes”, then click Proceed. 
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18. Creating an Amendment Application 

An Amendment Application is used to update, correct, or change information in an 

already approved New Application. 

All existing details are auto-populated from the latest approved version, and only the 

relevant sections need to be updated. 

This process does not create a new vendor registration; it updates the existing record. 

 

18.1 When to Use an Amendment Application 

Submit an Amendment Application when: 

• Entity information has changed (e.g., new directors, a new address, a new bank 

account, and new certificates). 

• Track records or documents need to be added or updated. 

• New category codes need to be added or existing ones updated. 
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18.2 How to Access 

Step 1: Log in to VMS using your registered email address and password. 

Step 2: Review the Home page, which displays: 

• My Tasks – Draft applications and applications returned by KWAP. 

• My Applications – Submitted applications, including the approved New 

Application. 

 

Step 3: Click the New Application button on the right side of the screen. 
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Step 4: When the pop-up appears, click Amendment to begin. 

 

 
Tips: 

• The pop‑up may also display Renewal if the registration is within 6 months of expiry. 

• All information is auto-populated from the latest approved application (New or 

Amendment). Only the relevant information that requires updating needs to be 

amended. 

 

Step 5: Navigate through each section and update only the fields that need to be 

amended. (Editable fields differ depending on the tab). 

 
Tips: 

The process flow is identical to the New Application steps. 

 

Step 6: Click Next to save changes before moving to the next section. 

 
Reminder: 

• Always use the Next button to save amendments. 

• Changes will not be saved if you exit without clicking Next. 
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18.3 Non‑Editable Fields 

Some fields in an Amendment Application cannot be edited because they represent 

the entity’s legal registration details. 

These fields were confirmed and approved during the New Application stage. 

1. Company Details – Tab (a) General Information 

Non‑editable field: 

• Company Name 

However, if the company name has changed, enter the new name in the New 

Company Name field provided. 
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2. Company Details – Tab (b) Business Profile 

Non‑editable fields: 

• Date of Incorporation 

• Company Registration Number 

• Old Company Registration Number 

• Name of Registrar 

 

 
Reminder: 

• These fields represent your entity’s legal identity as registered with the respective 

registrar e.g. SSM. 

• Changing any of these requires submitting a New Application, not an Amendment. 
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19. Creating a Renewal Application 

A KWAP vendor registration is valid for 2 years from the approval date. 

To remain an active vendor with KWAP, submit a Renewal Application within 6 months 

before the registration expiry date. 

A Renewal Application updates the existing vendor record and extends the 

registration validity without creating a new profile. 

 

19.1 When to Use 

Submit a Renewal Application when: 

• The registration is within 6 months of expiry. 

• There is a need to extend the approved vendor status for another term. 

• Updated supporting information is required (e.g., financial statements, bank 

statements, and certifications). 
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19.2 How to Access 

Step 1: Log in to VMS using your registered email address and password. 

Step 2: Review the Home page, which displays: 

• My Tasks – Draft applications and applications returned by KWAP. 

• My Applications – All applications previously submitted. 

 

 
Tips: 

Previously approved New and/or Amendment Applications will be visible here. 

Step 3: Click the New Application button on the right side of the screen. 
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Step 4: When the pop‑up appears, click Renewal to begin. 

 

 
Tips: 

• Renewal appears only when the registration is within 6 months of expiry. 

• All information is auto-populated from the latest approved application (New or 

Amendment). 

Step 5: Navigate through each section and update only the fields that require changes. 

 
Tips: 

• The process flow is identical to the New Application steps. 

• Editable and non‑editable fields function the same as in the Amendment Application. 

Step 6: Click Next to save changes before moving to the next section. 

 
Reminder: 

• Always click Next to save changes. 

• Changes will not be saved if you exit without clicking Next. 
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20. Cancelling an Application 

An application may be cancelled only when its status is Draft or Pending Clarification. 

Cancellation is useful when the draft is no longer needed or when restarting the 

process with a New submission. 

Step 1: From the Home page, select the application from the My Tasks section. 

 

 
Tips: 

Only applications in Draft or Pending Clarification status can be cancelled. 

Step 2: Click the Application Number (e.g., AME‑0000043) to open the application 

page. 
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Step 3: Click the Cancel button at the top‑right corner of the screen to initiate 

cancellation. 

 

Step 4: When the confirmation pop‑up appears, type “Yes”, then click Proceed to 

confirm cancellation. 
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21. Frequently Asked Questions (FAQs) 

1. What is Vendor Management System (VMS)? 

VMS is an online platform that enables vendors to self-register and become eligible 

to participate in KWAP’s procurement exercises. 

 

2. Who is eligible to register as a vendor with KWAP? 

An individual or legally registered business entity that intends to supply goods, 

works, or services to KWAP, subject to the applicable registration requirements. 

 

3. How do I register as a vendor? 

Visit https://vms.kwap.my/VMS, click Register, and follow the step-by-step 

instructions to complete the registration. 

 

4. Is there any fee for registration? 

No. Registration is free. 

 

5. Do I need to submit supporting documents? 

Yes. Required documents depend on the type of registration. Generally, these 

include a company profile, organisation chart, registration certificates, and financial 

statements. 

The full list of required documents is provided in the manual under each registration 

type. 

 

6. How long does registration approval take? 

Processing time is subject to the completeness of the submission and KWAP’s 

review. Refer to the latest official VMS communication for the applicable processing 

timeline. 

 

https://vms.kwap.my/VMS
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7. Does registration guarantee contract awards from KWAP? 

No. Registration does not guarantee contract awards. 

 

8. What is the validity period of the registration? 

Vendor registration is valid for 2 years from the approval date. 

 

9. What should I do if I forget my password? 

Click Forgot Password on the login page. A password reset email will be sent to 

the registered email address. 

 

10.  Can I update the contact person or email details in VMS? 

Yes. Submit an Amendment Application to update contact person and email details. 

 

11.  Which browsers are compatible with VMS? 

Microsoft Edge is the recommended browser. Google Chrome is also supported. 

 

12.  What types of applications can be submitted through VMS? 

3 application types are available: New Application, Amendment Application and 

Renewal Application. 

 

13. What is a New Application? 

A New Application is for entities registering as KWAP vendors for the first time. 

 

14. What is an Amendment Application? 

An Amendment Application is used to update or modify approved vendor details 

such as contact information, bank details, directors, or certifications. 
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15. Can I amend my company details anytime? 

Yes. Submit an Amendment Application when updates are required. However, legal-

identity fields identified as non-editable in Section 18.3 cannot be changed through 

an Amendment Application; those changes require a New Application. 

 

16. What is a Renewal Application? 

A Renewal Application extends the validity of an approved vendor registration 

before expiry. 

 

17. When should I renew my registration? 

Submit a Renewal Application within 6 months before the expiry date. 

 

18. Is there any fee for renewal? 

No. Renewal is free. 

 

19. Who should I contact for system or registration support? 

Email vms@kwap.gov.my with your company name and a brief description of the 

issue. 

For further assistance, call +603-2174 8123/7949. 

 

20. Is my company information secure? 

Yes. KWAP uses industry-standard security and data protection measures to ensure 

confidentiality. 

 

21. Will my data be shared with third parties? 

Vendor information is handled in accordance with the purposes, disclosures, and 

safeguards stated in the applicable KWAP privacy notice. 

 

mailto:vms@kwap.gov.my
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22. Contact Information 

For assistance with registration, system issues, or application support, please contact: 

Email: vms@kwap.gov.my  

(Include your company name and a brief description of the issue.) 

Phone: +60 3-2174 8123/7949 

(Available during KWAP’s office hours.) 

 

mailto:vms@kwap.gov.my
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Appendix A: Label Changes Depending on 

Registration Type 

Sole Proprietor 

 

 

Label change 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 88  

Label change 

Required document 

type change 
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Field changes to 

non‑mandatory 
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Label change 

Label change 
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Additional document request 

(non‑mandatory) 
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Partnership 

 

Label change 
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Label change 

Required document 

type change 
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Label change 

Label change 
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Field changes to 

non‑mandatory 
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Required document 

changes to non‑mandatory 
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Additional document request 

(non‑mandatory) 
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Foreign 

 

Required document 

type change 

New field added 

(non‑mandatory) 

No Bumiputera 

Status field 
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No Bumiputera Status 

selection in the table 

No Summary Status below the table 

Field changes to 

non‑mandatory 

No Status and Citizenship 

selection in the table 
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Key in Total Number of 

Employees only 



Vendor Management System (VMS) | Vendor Registration Application 

 

 

Page | 101  

Others (professional firms, cooperatives, associations etc) 

 

Label change 
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Label change 

New field added 

(non‑mandatory) 

Required document 

type change 
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Label change 

Label change 

Key in Total Number of 

Employees only 
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Required document 

changes to non‑mandatory 
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Additional document request 

(non‑mandatory) 
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Appendix B: Mandatory Document Reference Guide 

Form 9 or Section 17 (Certificate of Incorporation) 
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Form 13 or Section 28 (Certificate of Incorporation on Change of 

Name of Company) 
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Form 49 or Section 58 (Particulars of Directors/Officers) 
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Form 24 or Section 78 (Particulars of Shareholders) 
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Form D / Form E of SSM or Form B (Sabah) or Form I and 

Certificate of Registration (Sarawak) 
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LLP Certificate (Registration Certificate) 
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Business Information and Compliance Officer Table 
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Incorporation Certificate / Business Registration Document (for 

Foreign) 
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Appendix C: Guide to Completing Company Details 

Business Profile 

 

 

1 

1 

2 

2 3 

3 

4 

4 

1 

2 3 

4 

DOCUMENT REFERENCE: Form 9 / 

Form 13 or Section 17 / Section 28 

(Certificate of Incorporation) 
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Board of Directors 

 

 

DOCUMENT REFERENCE Form 49 or 

Section 58 (Particular of 

Directors/Officers) 
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Ownership and Shareholding 

 

 

 

 

 

 

 

 

 

 

1 

2 

3 

3 

DOCUMENT REFERENCE: Form 24 or 

Section 78 (Particular of Shareholders) 

1 2 
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Appendix D: Guide to Completing Financial 

Information 

Purpose. This guide helps users identify the correct figures in the company’s Audited 

Financial Statements and enter the same figures in VMS for the corresponding financial 

year. No accounting calculation is required unless VMS specifically requests one. 

IMPORTANT — CHECK BEFORE ENTERING ANY FIGURE 

• Use the financial statements for the same financial year selected in VMS. 

• Use company-level figures where the VMS registration is for the company, not consolidated/group figures. 

• Copy the amount exactly as reported. Do not estimate, round, recalculate or substitute a different figure. 

• Keep negative values negative. Brackets, for example (111,469), normally indicate a negative amount. 

• Finance Cost must always be entered as a negative amount in VMS to reflect the correct finance cost, even 

if the Audited Financial Statements present the amount as a positive figure. Example: 111,469 or (111,469) 

→ enter - 111,469 in VMS. 

• Do not enter “0” merely because a figure cannot be found. Check the notes to the financial statements or 

obtain confirmation from the company’s Finance representative. 

 

1. Three-step method  

STEP 1 — Match the year  

Example: If VMS shows Financial 

Details for 2023, use the 2023 

column in the Audited Financial 

Statements.  

STEP 2 — Find the statement  

Use the mapping table below to 

identify the correct financial 

statement and line item.  

STEP 3 — Copy the figure  

Enter the exact amount shown for 

that year, including any negative 

sign or bracketed amount.  

 

2. VMS field mapping  

Use the “Look for” wording as a search guide. The exact terminology may differ slightly 

between companies.  
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No.  VMS field  Look for these words  Usually found in  What to enter  

1  Revenue  Revenue / Turnover  Statement of 

Comprehensive 

Income  

The revenue amount for the 

selected year.  

2  Profit/(Loss) 

Before Tax  

Profit before taxation / 

Loss before taxation  

Statement of 

Comprehensive 

Income  

The amount immediately before 

the taxation line.  

3  Cash and 

Cash 

Equivalents  

Cash and cash 

equivalents / Cash and 

bank balances  

Statement of Financial 

Position (SOFP); 

supporting details and 

reconciliation in the 

Statement of Cash 

Flows (SOCF) 

Enter the closing/end-of-year Cash 

and Cash Equivalents amount 

reported in the SOFP. Refer to the 

SOCF and relevant notes only for 

supporting details or 

reconciliation. 

4  Current 

Assets  

Total current assets  Statement of Financial 

Position  

The total current assets amount, 

not an individual asset line.  

5  Current 

Liabilities  

Total current liabilities  Statement of Financial 

Position  

The total current liabilities amount, 

not an individual liability line.  

6  Total Assets  Total assets  Statement of Financial 

Position  

The total assets amount.  

7  Total 

Liabilities  

Total liabilities  Statement of Financial 

Position  

The total liabilities amount. Do not 

use total equity and liabilities.  

8  Retained 

Earnings  

Retained earnings / 

Accumulated profits / 

Accumulated losses  

Equity section of the 

Statement of Financial 

Position  

The reported retained earnings or 

accumulated figure. Keep 

accumulated losses negative.  

9  Finance 

Cost  

Finance costs / Finance 

expenses / Interest 

expense  

Statement of 

Comprehensive 

Income or relevant 

note  

Enter the finance cost as a negative 

amount in VMS. Example: 

(111,469) in the Audited Financial 

Statements → -111,469 in VMS.  
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3. Worked Examples 

The examples below show where to locate the required VMS figures in the illustrative 

Audited Financial Statements. Match the VMS field number to the same numbered 

financial-statement line. The financial statements and amounts shown are for 

illustration and guidance only. They do not represent the financial information of any 

actual company.  

 

Numbering key  

Number VMS field  Source statement  

 

Revenue  SOCI  

 

Profit/(Loss) Before Tax  SOCI  

 

Cash and Cash Equivalents  SOFP  

 

Current Assets  SOFP  

 

Current Liabilities  SOFP  

 

Total Assets  SOFP  

 

Total Liabilities  SOFP  

 

Retained Earnings / Accumulated Losses  SOFP  

 

Finance Cost  SOCI  
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COMPANY SDN. BHD. 

STATEMENT OF COMPREHENSIVE INCOME (SOCI) FOR THE YEAR ENDED 31 

DECEMBER 2022 

No.  Line item  Note 2022 (RM)  

  Revenue  13 2,979,391  

  Less: Direct costs   (2,094,129)  

  Gross profit   885,262  

  Other income   77,592  

       

  Less: Administrative expenses   (199,050)  

  Less: Other operating expenses   (976,011)  

  Loss from operating activities  14 (212,207)  

  Finance costs  15 111,469  

  Loss before taxation   (323,676)  

  Taxation  16 1,256  

  Loss for the year   (322,420)  

FINANCE COST: Even when the Audited Financial Statements display Finance Cost as 

a positive figure, enter it as a negative amount in VMS to reflect the cost correctly 

Example shown: 111,469 → enter -111,469 in VMS. 
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COMPANY SDN. BHD. 

STATEMENT OF FINANCIAL POSITION (SOFP) AS AT 31 DECEMBER 2022 

No. Line item  Note 2022 (RM)  

 ASSETS     

 NON-CURRENT ASSETS     

 Property, plant and equipment  4 305,892  

 Total non-current assets   305,892  

 CURRENT ASSETS     

 Trade receivables  6 258,539  

 Other receivables  7 175,444  

 Amount due from directors  8 371,295  

 Tax in credit   55,000  

 Fixed deposits  8 59,633  

 

Cash and bank balances  9 358,012  

 

Total current assets   1,277,923  

 

Total assets   1,583,815  

 EQUITY AND LIABILITIES     

 EQUITY     

 Share capital  10 1,000,000  

 

Accumulated losses   (1,104,745)  

 Total equity   (104,745)  
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 NON-CURRENT LIABILITIES     

 Borrowings  11 1,016,593  

 Total non-current liabilities   1,016,593  

 CURRENT LIABILITIES     

 Other payables  12 161,998  

 Amount due to directors  7 33,089  

 Tax payables   267,193  

 Bank overdraft  9 209,687  

 

Total current liabilities   671,967  

 

Total liabilities   1,688,560  

 Total equity and liabilities   1,583,815  

• DO NOT use “Total Equity and Liabilities” for VMS Total Liabilities. Use the separate 

“Total Liabilities” line marked 7. Enter the reported amount. Keep accumulated 

losses negative and retained earnings/profits positive. 

• Cash and Cash Equivalents: Use the closing/end-of-year amount reported in 

the SOFP. Refer to the SOCF and relevant notes for supporting details or 

reconciliation, including bank overdrafts, pledged or restricted deposits, and 

other adjustments. Do not calculate or estimate the amount. If unclear, confirm 

with the company’s Finance representative. 
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COMPANY SDN. BHD. 

STATEMENT OF CASH FLOWS (SOCF) FOR THE YEAR ENDED 31 DECEMBER 2022 

No. Line item  Note 2022 (RM)  

 Cash flows from operating activities     

 Net cash generated from operating activities   92,539  

 Cash flows from investing activities     

 Net cash used in investing activities   (102,000)  

 Cash flows from financing activities     

 Net repayment of term loan   (149,914)  

 Net repayment of hire-purchase creditors   (102,477)  

 Net cash used in financing activities   (252,391)  

 Net decrease in cash and cash equivalents   (261,852)  

 Cash and cash equivalents at beginning of year   412,304  

 Cash and cash equivalents at end of year  9 150,452  

CASH AND CASH EQUIVALENTS: Use the closing/end-of-year amount reported in 

the SOFP. Refer to the SOCF and relevant notes only for supporting details or 

reconciliation, including differences caused by bank overdrafts, pledged or restricted 

deposits, or other adjustments. 
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