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ABSTRACT  

This technical report details an operational study conducted within the Procurement Department at 
Micro Energy Holdings (M) Sdn Bhd, a company specializing in solar energy solutions. The study 
focuses on evaluating and executing core procurement and sales documentation processes, specifically 
the generation of Purchase Orders (PO), Delivery Orders (DO), Quotations, and Proforma Invoices. 
The workflow involved translating client requirements and supplier quotations into legally binding 
purchase agreements to secure solar components such as panels, inverters, and AC/DC breakers. 
Furthermore, the study highlights the transition from manual document creation to the utilization of 
Autocount software for generating delivery orders, which significantly expedited the logistics 
coordination for solar system installations. Additionally, structured methodologies for pricing research 
were applied to establish quotations with a 20% to 50% markup margin. The findings demonstrate that 
systematic documentation and software integration minimize human error, prevent unauthorized 
corporate spending, and enhance professional communication between suppliers and clients. Overall, 
efficient procurement management directly impacts organizational profitability and operational 
smoothness in the renewable energy sector.  
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INTRODUCTION 
 
Micro Energy Holdings (M) Sdn Bhd is a private Malaysian company established in 2011, specializing 
in the supply and development of solar energy. Dedicated to utilizing clean, renewable energy sources 
to reduce carbon emissions, the company provides standalone, hybrid, and grid-connected solar power 
systems for commercial, residential, and industrial sectors. As an all-in-one provider for solar power 
development, investment, and Engineering Procurement Construction (EPC), Micro Energy 
collaborates with top technology partners such as Fronius, Huawei, and JA Solar.  
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The Procurement Department at Micro Energy is responsible for purchasing goods and services 
essential for the organization's solar systems. Procurement professionals must find reliable suppliers 
offering competitive prices and high-quality materials. The core tasks executed within this department 
include preparing and issuing Purchase Orders (PO), Delivery Orders (DO), Quotations, and Proforma 
Invoices. Managing these documents requires strong analytical skills, strategic thinking, and effective 
communication to satisfy business needs while navigating market conditions and supplier capabilities. 
This study details the implementation of these procurement and sales workflows to optimize operational 
efficiency. 
 

THE PROPOSED METHOD 
 
Purchase Order (PO) Execution 
 
A Purchase Order is a formal, legally binding document issued to a supplier containing specific 
quantities, prices, and payment terms. The process begins with a purchase requisition based on client 
needs, such as supplying and installing solar systems at residential sites (See Figure 1). Based on the 
supplier's quotation, a PO is drafted, approved by management, and transmitted to the supplier via email 
or messenger applications to formalize the agreement (See Figure 2).  
 
Figure 1 
 
Quotation by Tokugawa Energy for a residential client in Perak. 
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Figure 2 
 
Purchase Order by Micro Energy 
 

 
 
Delivery Order (DO) Management 
 
A Delivery Order authorizes the transportation of goods to the purchaser. To accelerate this process, 
the Autocount software is utilized rather than manually drafting the document in Microsoft Excel or 
Word. Details from the PO are verified, and the software automatically generates the DO (See Figure 
3). Subsequently, the procurement team coordinates with the logistics team to arrange transportation, 
updating delivery tracking and completion statuses via a WhatsApp group to maintain real-time 
communication. 
 
Quotation and Proforma Invoice Generation 
 
The preparation of quotations requires an initial assessment of the client's specifications, followed by 
meticulous cost and pricing research. Prices for materials and labor are established with a 20% to 50% 
markup above the purchase cost to ensure organizational profitability (See Figure 4). Concurrently, a 
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Proforma Invoice is prepared and sent alongside the quotation to request initial payments before the 
delivery of items commences (See Figure 5).  
 
Figure 3 
 
Delivery Order for Linda Chin Fan Hung’s house 
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Figure 4 
 
Quotation for Array Power Engineering 
 

 
Figure 5 
 
Proforma Invoice for Array Power Engineering 
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EVALUATION AND RESULTS 

 
Financial Control and Error Mitigation 
 
The systematic implementation of Purchase Orders effectively minimized the risk of errors in the 
ordering and delivery process. By mandating management approval before issuing a PO, the company 
maintained strict financial control, managed its budgets efficiently, and prevented unauthorized or 
unnecessary corporate spending. Both the buyer and the supplier benefited from clear, documented 
transaction terms, which eliminated misunderstandings. 
 
Logistical Efficiency through Software Integration 
 
Transitioning to the Autocount software for Delivery Orders produced faster and more accurate 
documentation compared to manual methods. Providing clear and detailed DOs ensured that the 
logistics team supplied the exact materials required for solar installations, facilitating a smooth 
transportation workflow. Furthermore, utilizing active communication channels (like WhatsApp) 
allowed the team to quickly resolve any logistical issues that arose during transit. 
 
Enhanced Client Relations and Decision-Making 
 
Providing well-structured and detailed Quotations and Proforma Invoices significantly enhanced the 
company's professional image, showcasing reliability and thoroughness to prospective buyers. The 
clarity of these documents helped clients make informed purchasing decisions by allowing them to 
easily evaluate prices and the value offered. Accuracy at this stage proved crucial in preventing 
downstream disputes regarding costs, taxes, or shipping fees. 
 

CONCLUSION 
 
The analytical and administrative tasks performed within the Procurement Department at Micro Energy 
Holdings demonstrated the critical nature of meticulous documentation in the renewable energy sector. 
By executing precise Purchase Orders, Delivery Orders, Quotations, and Proforma Invoices, the 
department ensured smooth operational workflows, maintained strong financial controls, and fostered 
positive relationships with both suppliers and clients. The integration of the Autocount software 
highlighted the importance of technological tools in reducing manual workloads and mitigating human 
errors. Moving forward, it is recommended that the organization implements advanced software with 
real-time data tracking capabilities to dynamically monitor inventory levels, supplier performance, and 
client demand. Additionally, establishing stronger communication frameworks between the sales and 
procurement teams will better align supply with market demand, ultimately reducing overstock and 
driving strategic business growth. 
 

ACKNOWLEDGEMENT 
 

The author extends profound gratitude to Universiti Teknologi MARA for supporting this work.  The 
author extends the deepest appreciation to Micro Energy Holdings (M) Sdn Bhd for the opportunity to 
complete this industrial training. This research received no specific grant from any funding agency in 
the public, commercial, or not-for-profit sectors. 



 Mathematics Letters, Vol. 4, Number 1 (2025) 2025, pp: 1-7 

 

7 
 

Conflict of Interest  
The authors have no conflicts of interest to declare. 

Non-funded 
This research received no specific grant from any funding agency in the public, commercial, or not-for-
profit sectors.   

 

REFERENCES 
 
Dissanayake, C., Bandara, S. D., Bandara, L., Arachchige, U., Dissanayaka, S., Dissanayake, C., 

Maweekubura, S., & Tharuka, K. (2023). Analysis of the Impact of Industrial Training on 
Student’s Academic Performance. April, 80-87. 

 
Lim, H. E., & Mustafa, M. M. (2013). Effectiveness of industrial training in improving students’ generic 

skills. International Journal of Business and Society, 14(3), 368-375. 
 
Micro Energy Holdings. (n.d.). Micro Energy Holdings Leading Solar Electricity & Energy Company 

in KL Malaysia. Retrieved from https://www.microenergyholding.com/ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
This is an open access article under the CC BY-SA license 
(https://creativecommons.org/licenses/by-sa/4.0/).  

 

https://www.microenergyholding.com/

	INTRODUCTION
	THE PROPOSED METHOD
	EVALUATION AND RESULTS
	CONCLUSION
	ACKNOWLEDGEMENT
	Conflict of Interest
	Non-funded

	REFERENCES

