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Version History

GEP SMART™ is a Software-as-a-Service (Saa$S) platform, hosted on cloud and updated from time to
time to provide enhanced features and experience to users. Below notes the update log for this guide

1.0 29t February 2024 Supplier User Guide
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OBJECTIVES & INTRODUCTION
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Objectives

The purpose of this document is to provide an overview and step-by-step training to system
navigation as well as the capability to perform procurement functions using the system.

The contents curated in this document allows the suppliers to achieve the following:

To obtain an understanding on how to navigate through the
procurement platform and its functionalities.

To be equipped with sufficient knowledge to use the system
based on the functions and features available.

To recognise the high-level benefits of the system and the new
ways of working around it.
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Introduction to O9GEP SMART

We are going digital to transform the procurement process into a streamlined experience on a single
platform for both internal and external users of the system.

‘m Centralised bid sub

—m

/— ’ Seamless tender cl
*—o Quick view of contractual documents
@ Streamlined invoice submission

A unified cloud-based end-to-end
Source-to-Pay (S2P) procurement platform
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O9GEP SMART at-a-glance

New simplified and compact Home Page.

BEFORE

Less information displayed in
landing page that requires
multiple clicking before reaching
to a document

AFTER

Simplified and at-a-glance
information display that is
intuitive and less clicking
which elevates user
experience.

Catalog  Sourcing  Contract  Purchasing nvoice

My Tasks

ent Name Document Number Days in Current State Order Total Purchase Type Created On

Order2 for NEW PR CATALOG 3400358396 2.00

Order1 for FEL ETT Aini (Category first) 3400358384 1,000.00 Standard

Order1 for ETT/FEL Testing UAT 3400358383 5,600.00 Standard
4




[Open]

9GEP ART at-a-glance

. Ab Thu 9/12/2019 4:41 PM
A central, secure archive and well smartuat@gepcom
. est Notification — Primary registration request from Petronas
organized for RFX.
Dear ABC, > i “ ) )
B E Fo R E Petronas has s ~ e : oM PENDING
Clek Hore e o i

testOrder1 for Requisition6s
Suppler  Vertex | PO Total : 1,20

Limited view of documents lesse enter
which requires multiple clicking submission anc
before gettlng to a SpeCifiC RFX You can alsoad¢

welcome who
and fruitful ass

Catalog M Contract  Purchasing  Invoice  Supplier

Documents

Dual RFX Tech Manpower Services Afiq 20)...

Requisition10 - test rfx notification - 2
Event Nur 100833Jul2019 | Author : Buyer Pers

SHOW ALL

AFTER

RFx are displayed together with
high level details for ease of
reference and searching by user
which helps to increase
efficiency & productivity.

eeeeeeeee

Open
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9GEP ART at-a-glance

Online bid submissions reduces
administrative efforts.

BEFORE

Bid submissions are done online
in the system and only softcopy
submissions are required.

AFTER

Introduction of navigation pane
which provides easy navigation
through the sections of bid
submission for users.

Open
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9GEP ART at-a-glance

A consolidated channel for tender
clarification and negotiation.

BEFORE

A dedicated discussion forum and
repository are embedded for
clarification purposes.

AFTER »

Refresh User Interface of
Discussion Forum and
repository for better user
experience.
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9GEP RT at-a-glance

An accessible central repository to view
awarded contracts.

BEFORE

Single source-of-truth repository
for contract document quick view.

AFTER

Single source-of-truth repository
for contract which has been
organized according to its statuses
for better quick view.
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9GEP ART at-a-glance

Online issuance of Purchase Orders via

9GEP RT .

« BASIC DETAILS ‘ N Manage OptionalFields | ©
02/26/2020 02/26/2020 o1/01/0001 - MYR :; .
All Purchase Orders are accessible e —

a n d Ca n be ac kn OWled g ed Via G E P ABCSONBHD-Malaysia @R PC:2013.000163 (=22 . ABCSDN BHO Malaysa Pay Seerechately Due et Porta . L
S MA RTTM . T\ZO]Z[:IG AN-D DsLtv;;.;sTALLs o o ¢

6 Catalog  Sourcing  Contract M Invoice  Supplier Q AN S @ °

< ORDER: Order1 For SMART Nex.. 2619200 MYR { Fivee

o >z v BASIC DETAILS Manage Optional Fields
H Basic Details * Indicates mandatory fields

Jrder Number Order Name

SuppiiecDetalls’ 3500016952 Order! for SMART NextGe..  UAT_NG_Buyer_RAPID_O1..  UAT_NG_Buyer_RAPID_01..  Standard

08/14/2023
Invoicing And Delivery,

Improved interface as all ) = E %

Additional Information

Purchase Orders are easy to e [

Line Details

havigate with navigation pane and p——

* Indicates mandatory fields

Supplier Name o] Supplier Code Ordering Location Supplier Contact Payment Terms Dispatch Mode
a b le to b e a C k n OWled g ed FBI Sdn Bhd 4000086819 3000101325 No.1, Jalanja..  Aliabu Within 30 days Due net Direct Email
.
.

Direct Emai

Open
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9GEP RT at-a-glance

Streamlined Invoice submission through :

9GEP RT

B8 ABC SDN BHD'S
55 WORKSPACE

¢ & INV-03:20-000455 - INVOICE1 FORT...- (DRAFT )

B E Fo R E Upload Image Export To PDF
v BASIC [;ETA]LS.“ Delete Print Invoice
i i 1 H H Inw Ifa”:ssl()rdeﬂ for 100... INVJJ}Zﬂiﬂ(iD;SS Dﬁ-ﬂi e DBHWU JgnEent 5(,%;3&; ol Hombert
Online invoice submission for all e -
S ABCSDN BHD - Malysia 3400000700001 festOrger! for 10015712 PC2019.000163 e

GEP SMART™ generated PO's.

AFTER

Supplier Details PAYREQT for Order2 for NE..  86R9023.002120 0.00 Supplier Invoice Number* 10/27/2023 10/27/2023 ,
L
H H H Gt Payment And Delivery... Supplier Name Order Number* Order Name Supplier Code Currency Purchase Type P
I m p roved effl C I e n Cy a S a l l I nVO I Ce FBI Sdn Bhd 3400358396 Order2 for NEW PR CATAL.. 4000086819 MYR Standard |
8 Additional Details .

- - = .

are displayed according to -

statuses for easy navigation.

Profile

Standard

CIDDITED NETATI €

<& SCN-2023.002120 - PAYREQ1 For Order2 For ...

Basic Details

Additional Information

StakeHolder Details

Print Preview

* Indicates mandatory fields

~ BASIC DETAILS

* Indicates mandatory fields

Invoice Name*

~ SUPPLIER DETAILS

Order Location

3000101601 Hotel Frisco b...

Remit To Location*

SMART Payment Request Invoice Amount*

Order Supplier Name & Address
FBI Sdn Bhd, No.33,

Supplier Name & Address

s

nana Antinnal Galde

O]

Invoice Creation Date

Manage Optional Fields

Supplier Invoice Date*

Manage Optional Fields

Send To Buyer
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APPLICATION DEEP DIVE
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Procurement in 9GEP SMART

Overview of O9GEP S/1172T function process flow for Supplier from activating account up to
Invoice Management & Payment

Account Supplier Profile RFX Tender
Activation Approval & Update Response Clarification

Contract Letter of Award Commercial
Management Acceptance Resubmission

Purchase Order Goods Acceptance / Invoice Management
Acknowledgement Service Confirmation & Payment

Open



Open

Procurement in 9GEP

Overview of 9GEP

Invoice Management & Payment

General Functions

o Account
Activation

*  Prior to the tender
process, suppliers are
expected to register
and activate their

account in the system,

which will be enabled
through the receipt of
Primary Registration
Form (PRF) link via
email.

Account Creation &

Self-Activation

9 Supplier Profile

Approval & Update

After account activation,
suppliers are required to
complete and submit
their supplier profile for
approval prior to be
eligible for RFX Award
and to receive Purchase
Order.

Suppliers are also able to
update their company
profile and contact
information.

Supplier Profile Approval
from PETRONAS

[Open]

RT (Pre-Award)

2T function process flow for Supplier from activating account up to

© Rrrx

Response

* Toinitiate the tendering
process, suppliers need
to accept the general
guidelines or terms &
conditions to express
intent for participation.

* Suppliers will be able to
submit their responses
or bid submission
through system.

Submission of Technical &

Commercial Requirements

o Tender
Clarification

* Any clarifications
required regarding the
tender and/or bid
submissions can be
raised through the online
Discussion Forum in the
system.

* All queries will be
documented.

Online Discussion

Forum

e Commercial
Resubmission

* During the tendering

process, buyers have the
discretion to conduct
negotiation activities.

Post negotiation events,
suppliers will be required
to revise their price
sheet, where applicable.

--------
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Procurement in 9GEP RT (Post-Award)

Overview of 9GEP =T function process flow for Supplier from activating account up to
Invoice Management & Payment

General Functions

e LOA o Contract e Purchase Order Q Goods Acceptance / @ Invoice Management
Acceptance Management Acknowledgement Service Confirmation & Payment
* LOA Acceptance *  Suppliers will be able *  Purchase Orders are * Acceptance process for  Payment Requests can be
will be initiated in to access the central sent to suppliers in the material goods (GRN) will be initiated by supplier upon
the system via the contract repository to system. done by PETRONAS upon Service Confirmation
Discussion Forum view all the contracts receipt of item at site. and/or Good Acceptance
where successful made accessible to *  Suppliers will be able to by PETRONAS.
suppliers are them. view and create PO + Service Confirmation however
required to Acknowledgment. will be created by supplier in *  Suppliers to create the :
acknowledge * ltis supplier's the system upon service necessary Payment Request
accordingly. responsibility to fulfil * Thisis required to completion. in SMART by GEP®. Sl
the contract confirm the PO details i
obligations as and prior to delivery of item * Supplier able to view item *  Where needed Suppliers
when required. or initiation of services. quantity in Purchase Order can create a Credit Memo

in SMART by GEP®

ceTeae - T

Consolidated View of Confirmation of Receipt (GRN) / Service Submission of

Letter of Award Contractual Documents Purchase Orders Confirmation Payment Request
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General Functions

The system general functions and features are covered in this section.

LEARNING Suppliers will be able to learn basic system features and familiarize
OBJECTIVES themselves with the interface and navigate through the system.

O—O

Home Page Update
Contact




Home Page

Page Contact

6 @(Catalog Sourcing  Contract  Purchasing  Invoice Supplier) Q. N @ o 1 Documents are Organized aCCOrding

to category (i.e., Catalog, Sourcing,
My Tasks Contract, Purchasing, Invoice &
Supplier)

ACTION PENDING (3)  FOLLOW UP (0)
Supplier able to easily search

M éTasks Order Return Note Contract Form RFX l d . h .
g (:1:0] 209 6 2 1 relevant documents within same
+ category.

Create

Document Name Document Number Days in Current State Order Total Purchase Type Created On 2

Click on ‘Home' button to return to
@Q& Order1 for Requisition8123451 - Copy 3300072008-002 2,000,000.00 Standard fl rst la n d | n g pag e

Supplier
Profile Order1 for KLCC-TSC-P2P-CAT-005¢ - Retention 3400360532 250.00 Standard

k¥ Under ‘My Tasks', documents are
organized under same category (i.e.,

Order1 for Test- CLI-442971_v - 221 Lines testing 3400360529-002 317,000.00 Standard

Order1 for ASSET VS 3400360473-001 300.00 Standard

e o ReausHions 125295 - Copy ©o0350528001 225000 o Order, RFx, Contract & etc

Order1 for KLCC-TSC-P2P-CAT-005¢ 3400360497-001 100.00 Standard

e for 1101608 ©0035052001 _— I Action Pending - documents that

ordert for 1008058 4300007216001 450000 standar are awaiting supplier action il
e for 10085065 ss00027215 250000 standans Follow Up — documents that already [ :°
ordert for 1008945 s500027208 100000 standar submitted to buyer

‘ RowaperPage: [ 12 +] 1- 10060 < > ’ N ‘Supplier Profile’ is where supplier |22

able to view and amend Supplier
Profile Basic Details, Contact
Information, Location Information &

Please DO NOT use ‘Create’ button to create Credit Memo, Invoice & Service Confirmation.
_ These documents are follow-on documents which to be created from respective documents
¥ issued (i.e., Purchase Order > Service Confirmation / Receipt > Invoice > Credit Memo [if anyl).

Open



Home Page

Catalog Sourcing Contract  Purchasing Invoice Supplier

My Tasks

[Open]

o)== - MEEEY)

00

Home Update
Page Contact

®

Created On

Order Return Note Contract Form RFX
: 6880 209 6 2 1
My Tasks
+ Document Name Document Number Days in Current State Order Total Purchase Type
Create
Order1 for Requisition8123451 - Copy 3300072008-002 2,000,000.00 Standard
E‘UE' Order1 for KLCC-TSC-P2P-CAT-005¢ - Retention 3400360532 250.00 Standard
Supplier
Profile Order1 for Test- CLI-442971_v - 221 Lines testing 3400360529-002 317,000.00 Standard
Order1 for ASSET VS 3400360473-001 300.00 Standard
Order1 for Requisition8123296 - Copy 3400360528-001 2,250.00 Standard
Order1 for KLCC-TSC-P2P-CAT-005¢ 3400360497-001 100.00 Standard
Order1 for 11916282 3400360524-001 77.78 Standard
Order1 for 10089583 3500027216-001 4,500.00 Standard
Order1 for 10085365 3500027215 2,500.00 Standard
Order1 for 10089459 3500027208 1,000.00 Standard
4
Rows Per Page: 10 + 1-100f 6880 >

Open

The 'My Profile’ section brings you
to the general settings of your
account.

The 'My Bookmarks' section
enables you to add and view your
bookmarks, for quick access to
pages that you frequently visit.

The ‘Announcements’ functionality
helps you to view all your latest
announcements and notifications.
(S
The 'Support’ icon shows the
support numbers you can contact
if you have any queries. @

When you search for keyword(s) in
the ‘Search’ field, the collated
displayed results are documents
from the entire Workspace domain
containing the searched
keyword(s).
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1

Via Primary Registration Form\
(PRF)

Done when first registering on
GEP SMART™ as a new user or
as a user with an existing

[Open]

Update Supplier Contact Number

2

\account other than PETRONAS.

AN

After receiving published RFX\

Done on the RFX page itself at
the Team Member section.

©0—0

Update
Contact

Home
Page

There are 3 different ways to update the Supplier contact number in GEP SMART™ ,

3

AN

In the Supplier Profile itself \

Done from the homepage via
the Supplier Profile button.
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APPLICATION DEEP DIVE
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Account Activation

The activation of 9GEP =(11A12 T account will be initiated through the Primary Registration
Form (PRF) link sent via email to identified suppliers to kick start the profile completion prior to
participating in tendering process.

LEARNING Suppliers will be able to create and perform account activation in the
OBJECTIVES system.

O——0=—~0

Receive Create Activate
PRF Account Account
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Receiving PRF

000

Receive Create
PRF Account

A system generated email containing the PRF link will be sent to the identified suppliers.

@ Primary registration request from PETRONAS inbox

smartnotification@petronas.com.my

me v

Dear fbi sdn bhd,

PETRONAS has sent you its primary registration form. In order to start filling it, you just need to

Click Here
Please enter the responses and submit the form. The login credentials would be created on submission and you can then access the system
You can also add multiple contact(s) in Registration form and take opportunity to welcome who can access SMART by GEP post successful registration and look forward to a long and fruitful association with GEP family.

In case of any queries, please contact GEP Support at the following
Phone:

USA: +1 732

Asia: +91 22 61

Europe: +42 022

Email:

Support

Regards

GEP

B Upon invitation to create account

in GEP SMART™, supplier will
receive a system generated email
containing the Primary
Registration Form (PRF) and
registration instructions.

. Itis imperative to update your current contact details and ensure the correct email
% p P y
‘$ address is provided to minimize the risk of not receiving RFX.

Suppliers with no GEP SMART™
account with PETRONAS shall click
this link to validate and activate
their profile for access prior to
participating in tendering process.

Note:
Supplier Account Activation applies
for first-time registration only.
Supplier with an existing GEP
SMART™ account with PETRONAS
may skip this process.

Open

........

......

Activate
Account

.........
..........
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Create Account

©0—0

Receive Create
PRF Account

For account creation in O9GEP SMART , suppliers are advised to use the

same email address used to receive the PRF in the previous step.

PETRONAS

Hi Ali Abu,

You have been invited by PETRONAS to be a supplier and represent FBI Sdn Bhd

want to register as a new user. Create your SMART by GEP Account by registering as a new user Click Here @

If you already have an existing SMART by GEP account and want to link this new profile, register as an existing user Click Here @

Thanks,
SMART by GEP Team

Open

'8 Click Here to sign up as a new user
and create a new GEP SMART™
account.

Note:

Please use the same email address
used to receive PRF from
PETRONAS.

Al If you already have an existing GEP

SMART™ account for other
company, Click Here to use the
same credential for access.

Note:
The email used for registration

must be the same email used to
receive PRF for both PETRONAS
and the other company.

........

......

®

Activate
Account

---------
..........
...........




Open

Create Account (New User) 0—0—0

Receive Create Activate
PRF Account  Account

Creating new user account with PETRONAS using the same email used
to receive the PRF.

IR —

8 To create a new GEP SMART™
6 \ account, you are required to setup

account credentials in the Basic
Details section and

PETRONAS

— = provide/validate your company'’s
o information details in Company
New User Primary Registration Form e — — _— - o ) |nf0rmati0n

E:] Confirm pﬁ,‘,.:,m_ @ ———————
. - Some Company Information has
’\ B been populated by Petronas

buyer/user during invitation/PRF

_______ N \ creation.
il Note:

——— The fields marked with asterisk (*) N
o are mandatory. L




Create Account (New User) 0—0—0

Receive Create Activate
PRF Account  Account

Creating new user account with PETRONAS using the same email used
to receive the PRF.

You can grant account access to
more users by clicking on the "+
sign to add secondary contact
information o

Headquarter® Sekect Country =

Primary Contact Information

First Name* All

After clicking ‘Submit’, your new
tastamet Abu GEP SMART™ account will be
Company mall + fiscr validated and the GEP SMART™
Prmary Business Phone Number account creation process is

Contact's Business Region Malaysia, ® complete.

Contact's Category Chemicals, =)
D-U-N-5 Number

Company Identification Select iderufication type = 4 Time Zone (UTC+08:00) Kuala Lumpur, Singapore ~
Secondary Contact Information
Primary Contact Information

First Name* Al °

First Name Last Name Company Email Contact Role ISD Code Mobile Number
Last Name* Abu

Company Email * foisdnbF
[0 Ihave read and agree to GEP Terms & Conditions & Privacy Statement. *

Primary Business Phone Number Extension
Contact's Business Region Malaysia, @
Contact’s Category Chemicals, b

Time Zone {UTC+08:00) Kuala Lumpur, Singapore

Secondary Contact Information

First Name Last Name Company Email Contact Role ISD Code Mobile Number

[J 1have read and agree to GEP_Terms & Conditions & Privacy Statement, *

I have read and agree to GEP Term < & Conditions & Privacy Statement. *
Ensure to tick once details have been filled up

Open
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Create Account (Existing User)

For suppliers with existing 9GEP ART account for other
companies, they may use the same credential to access.

6
PETRONAS
Existing User Primary Registration Form Primary Contact Information
[ s e Lo ]leee ] First Name* o

Last Name* sdn bhd

Company Information

0 Company Email * fbisdnbh
Primary Business Phone Number Extension

£8!5¢n Bnd Contact's Business Region Malaysia,

Contact's Category Chemicais. =]

©0—0

Receive Create
PRF Account

®

Activate
Account

To use an existing GEP SMART™

account, suppliers are required to:

* provide existing account
credentials

* provide and/or validate the
company'’s registration details

Some company information has
been populated by Petronas
buyer/user during invitation/PRF
creation.

Note:
The fields marked with asterisk (*)
are mandatory.

I have read and agree to GEP Terms & Conditions & Privacy Statement. *

Ensure to tick once details have been filled up

ComaanyTdentification + + 112233288566

Open

You can grant account access to
more users by clicking on the '+’
sign to add secondary contact
information

©

.........
..........

After clicking ‘Submit’, your new
GEP SMART™ account will be
validated and the registration
process is complete..




Activate Account —0—€

Receive Create Activate
PRF Account  Account
Upon completing the profile creation and registration process, your 9GEP AT
account is ready to be activated.
® smartnotification@petronas.com.my Bl After account registration, you will
L receive an account activation
email.
Dear Ali Abu,
Click on the link and system will
Thank you for filling the Registration form. Before we can activate your account one last step must direct to a reminder page for
In order to activate your account, please | details in GEP SMART™ once [Ogin_
@ Click here 2 ClIC!( Here on the link in ’Fhe _
reminder page and supplier will be
Please note-you must complete this last { re-directed to the login page.
need to visit this URL once PETRON AS
Thanks & Regards, ciees
- PEROR SenuiED S
| A verification link has been sent to the registered email ID, please use the same to verify the account. If already .
Action done please ignore. S
Req ui red The Primary Registration Form has been submitted successfully. To finish the registration process, kindly fill in

certain mandatory information in the your pr have created for you.
Post verification of the account, Click Here to the GEP SMART system and complete the profile.

Please Note: The registration process will NOT be complete until the mandatory information is provided in the

profile. In case you are unaware of your password, kindly click the "forgot password link on the log in page to

generate a new password.

Regards
GFP SMART

Open




Activate Account

PRF Account  Account

Upon completing the profile creation and registration process, your 9GEP S(mal T
account is ready to be activated.

k8 Use the Username and Password
created, or existing credential used
during the account registration
with PETRONAS earlier.

Should you forget your username
and/or password, click the ‘Forgot
Username/ Password’ link.

LOGIN

New to GEP SMART? Click Here to Register as a supplier ‘ 4 b A llﬂk tO reset the paSSWOrd WI“ be
OGEPINENE + GGEP|SMART + 9GEPICLICK sent to your registered email
S address.

Click ‘Login’ to start using the GEP |
SMART™ system. il

About GEP Software | Need help? Reach out to us at success.gep.com OR support@gep.com

Open



Activate Account (Existing User) —0—4@

Receive Create Activate
PRF Account  Account

Suppliers with an existing 9GEP /11721 account with another company
needs to select PETRONAS to initiate the login page.

If your GEP SMART™ account has
m i access to other companies as well,
QGEP S |R|RT you will be prompted to select
Unified Source-to-Pay Software which company you would like to
view into.
Select Supplier
Please select the Supplier organization that you represent: Select PETRONAS & click Submit
For PETRONAS only account
access, you will be directed to the
GEP SMART™ landing page upon
login.

©®

PETRONAS Company B

Open



o O—0—40

ACtIvate Accou nt Receive Create Activate
PRF Account  Account
Upon successful login, the 9GEP SMART user home page will appear.
New profile will have no activity in Action Pending and Follow Up.
EEIEEN - B -

No documents found

Rows PerPage: 10 v 0-00f0

Open
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APPLICATION DEEP DIVE

Supplier Profile
Approval & Update
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Supplier Profile Approval & Update

Upon login into 9GEP 27, new suppliers are required to complete and submit their Supplier

Profile for approval by PETRONAS to be eligible for RFX Award and to receive Purchase Order via
system.

For existing PETRONAS suppliers, the Supplier Profile is marked as Approved and able to be updated
by creating Supplier Profile Change Request before submit for review & approval.

LEARNING Suppliers will be able to complete and submit their Supplier Profile for
OBJECTIVES approval as well as update their Supplier Profile.

Complete Submit For Update
Supplier Approval Supplier

Profile Profile




Mandatory Requirements for Supplier Profile E

Supplier  Approval Supplier

Approval or Change Request

PETRONAS Licensed or Non-PETRONAS Licensed or
Registered Suppliers Registered Suppliers

Mandatory Sections

No action required. Mandatory fields (i.e., Supplier's Legal Name and Region) are auto

Basic Details : :
populated from account registration process.

Identification No action required. Mandatory field (i.e., ROC/company registration number) are auto
Information populated from account registration process.
1. Headquarter (HQ) Address
Location 2. Atleast (1) Ordering Location address to represent branch office
Information (can be the same with HQ address) -
3. Remit to Location as banking information for payment purposes.

---------

Certificates Not Applicable (N/A) e e

..........

Marketing

Information Supported Currencies

The above information mentioned are mandatory information required for the submission of supplier profile or
Change Request update. However, suppliers are still allowed to maintain the remaining information in supplier
profile.




Complete Supplier Profile (New Supplier) 0—O—C

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

For new suppliers, the Supplier profile can be completed at anytime, but it is required
to be updated to be eligible for RFX award and to receive Purchase Orders.

6 Catalog  Sourcing  Contract  Purchasing Invoice  Supplier Q A< N0 o 8 To Complete your prOfile, click on
s the ‘Supplier Profile’ button.
My Tasks 7
&=
Supplier

ACTION PENDING (3) FOLLOW UP (0) Profile

Note:
“ * Some information in the supplier

profile have been pre-populated.
Supplier is required to review and
o Document Name Document Number Days in Current S... Order Total Purchase Type Created On com p lete Other req u i red

Supplier
Profile

information.
Order2 for NEW PR CATALOG 3400358396 2.00 Standard

* Mandatory fields have been
populated during account o
creation / registration. 3533

Order1 for FEL ETT Aini (Category first) 3400358384 1,000.00 Standard

Order1 for ETT/FEL Testing UAT 3400358383 5,600.00 Standard
4

Rows PerPage: 10 v 1-30f3

Open
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Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Complete Supplier Profile

The Supplier Profile is separated by sections and supplier is required to ensure all mandatory
information has been filled up prior to submit profile for approval by PETRONAS.

8 e @ For PETRONAS Licensed or
» ;e

& & MACHINERY POWER SDN BHD (PC-2023.009213)

Registered supplier, some fields are

Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /f\ locked’ and no Changes are
— @ BASIC DETALS allowed. Any changes to the
following need to be made in

FomenyRoow A5 PETRONAS License Management
System (PLMS):
T e e  Supplier's Legal Name
+ Category
P— - « PETRONAS License &
a Registration (Section)

CERTIFICATES

DIVERSITY STATUS

pplier Manager AKAK + 2. Invited

BUSINESS INFORMATION

MARKETING INFORMATION . > IDENTIFICATION INFORMATION The Completion rate to the supplier
FrsTTES > RELATIONSHIP INFORMATION prOfile Can be traCked here‘

w

CERTIFICATES

PETRONAS LICENSE &
REGISTRATION INFORMATION

“

DIVERSITY STATUS

NOTES AND ATTACHMENTS

v

REGISTRATION INFORMATION

~

LOCATION INFORMATION

v

CONTACT INFORMATION

v

BUSINESS INFORMATION

: TRANSACTION TYPE

0y PROFILE
20 ‘0 COMPLETENESS CLOSE SAVE AND SUBMIT

w

For existing PETRONAS suppliers with SMART GEP access, you are required to ensure your
¥ Supplier Profile is always with Approved Status, and you're good to go!




[Open]

Basic Details

Supplier is required to provide the Basic Details of your company such as
company name, category, region etc.

000

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

6 Catalog

« & MACHINERY POWER SON BHD (PC-2023.009213)

Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /i

Click here to upload your company
logo. =

@

1

2

BASIC DETAILS .~ BASIC DETAILS
IDENTIFICATION INFORMATION
*indicates required fields

RELATIONSHIP INFORMATION Suppliers Legal Name* Parent Company's entfication Tyge Farent Company Name Doing Business As
Machinery Power Sdn Bhd Parent Company Name Manpower Services

CERTIFICATES
YOUR COMPANY LOGO HERE

Profile Category Region™ Supplier Managers* Status

DIVERSITY STATUS = T
Chemicals Malaysia PETRONAS Supplier Manager AKAK + 2. Invited —

Supported file formiats: png. jpegipg
Max file size : 5B

REGISTRATION INFORMATION Resaluticn: 200 X 200 el

LOCATION INFORMATION

CONTACT INFORMATION

Agoregate Rating
BUSINESS INFORMATION
TRANSACTION TYPE

MARKETING INFORMATION /7

~

IDENTIFICATION INFORMATION

PAYMENT TERMS

‘Supplier's Legal Name' is referring
to your company name as per
registered with respective country
registration bodies/agencies. e.g.
Suruhanjaya Syarikat Malaysia.

The Supplier’'s Legal Name will be
referred to across contract
documents in SMART e.g. RFX,
Contract, PO, Invoice.

v

RELATIONSHIP INFORMATION
DOCUMENTS

~

PETRONAS LICENSE & CERTIFICATES

REGISTRATION INFORMATION

v

DIVERSITY STATUS
NOTES AND ATTACHMENTS

~

REGISTRATION INFORMATION

W

LOCATION INFORMATION

v

CONTACT INFORMATION

‘Parent Company'’s Identification’
type and Parent Company Name
can be used if your parent
company is available in SMART and
to be used to link both these
profiles for PETRONAS reference.

~

BUSINESS INFORMATION

v

TRANSACTION TYPE

200/ PROFILE
O COMPLETENESS T CLOSE SAVE AND SUBMIT

Open

‘Doing Business As’ is referred to
your famously known as name.

oo B¢




[Open] ° (:) (:)
Basic Detail
a s I c eta I s Complete Submit For Update

Supplier  Approval Supplier
Profile Profile

Supplier is required to provide the Basic Details of your company such as
company name, category, region etc.

6 Catalog

‘Category’ is referred to your
products/services offerings. This

n w‘@@
X

&« & f&a MACHINERY POWER SDN BHD (PC-2023.009213)
B ... ooy hen e i s e i s oy ko v information is only editable by the
= Buyer.
M,'_;ks BASIC DETAILS .~ BASIC DETAILS
IDENTIFICATION INFORMATION sicat ired feld
O ccronsiae momunon s iaie For PETRONAS License/Registered
Machinery Power Sdn Bhd Parent Company Name Manpower Services Formerly Known As . .
& CERTIFICATES Suppllers, the Category will be
Sq_:pﬁ! YOUR COMPANY LOGO HERE
sz, | | v mapped against your active SWEC

from PLMS.

s | R ® ® @
SRS | - ‘Region’ is referred to where
supplier can provide their service.
E.g. if Malaysia & Indonesia is
selected, supplier can provide

service in Malaysia & Indonesia. N

Agoregate Rating
BUSINESS INFORMATION

TRANSACTION TYPE

MARKETING INFORMATION /7

> IDENTIFICATION INFORMATION
PAYMENT TERMS

> RELATIONSHIP INFORMATION
DOCUMENTS

PETRONAS LICENSE & > CERTIFICATES

REGISTRATION INFORMATION

‘Supplier Manager’ refers to the
PETRONAS internal team that is
responsible in managing the

supplier profile.

> DIVERSITY STATUS

NOTES AND ATTACHMENTS

> REGISTRATION INFORMATION

> LOCATION INFORMATION

> CONTACT INFORMATION

‘Status’ refers to your supplier
profile status. Kindly refer to next
page for the detail of each of the
statuses.

> BUSINESS INFORMATION

> TRANSACTION TYPE

200/ PROFILE
O COMPLETENESS T CLOSE SAVE AND SUBMIT

Open



Supplier Profile Status Defipre;itions O

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

1. Invited: This status denotes that the supplier has been invited to register with GEP SMART™ by the buyer user. In case the
status of the supplier was set as Identified, it will be changed to Invited when a buyer invites the supplier contacts by sending
them the Primary Registration Form (PRF) or by inviting them to participate in RFX.

2. Registered: This status denotes that the supplier contact has registered with GEP SMART™. Status of the supplier profile will
change automatically once all the supplier mandatory fields have been filled by the Supplier.

3. Approved: This status denotes that the supplier profile has been approved by the approvers and it is now available for
consumption. Status will be changed by the system from Registered to Approved upon approval from the approver.

4. Rejected: This status denotes that the supplier profile was rejected by the approver. Status will be changed by the system
Registered to Rejected upon rejection from the approver.

5. Non-Compliant: System can change the status to “Non-Compliant” if it identifies that a certain type of certificate has expired
or the PETRONAS License/Registration in PLMS is non-compliant. This is a configurable feature. Upon uploading a new

certificate with the new valid dates, the system can revert the status back to the previous status.

7. Inactive: This is a status that needs to be manually selected by the Supplier Manager to make the supplier Inactive or the
PETRONAS License/Registration in PLMS has expired i.e. Inactive.

8. Suspended: This is a status that needs to be manually selected by the Supplier Manager to make the supplier Inactive.

9. Blacklisted: This is a status that needs to be manually selected by the Supplier Manager to make the supplier Inactive.

Open



Identification Information

Supplier  Approval Supplier

Profile Profile
Supplier is required to provide Identification Information of your company
such as company registration number and tax number.
£ &, MACHINERY POWER SDN BHD (PC-2023.009213) H 1 —I—he Registration Of Company
Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /% (ROC) |S auto_populated as per

BASIC DETAILS BASIC DETAILS SMART GEP account creation.

IDENTIFICATION INFORMATION
*indicates required fields

RELATIONSHIP INFORMATION Supplier's Legal Name* Parent Company's Identification Type Parent Company Name Doing Business As Formmerly Knavm As |f the fleld IS blank: CIICk the drop
Machinery Power Sdn Bhd Parent Company Name Manpower Services Formerly Known As
down to select the relevant
YOUR COMPANY LOGO HERE
St s e o identification type.

Max file size : 5SMB

REGISTRATION INFORMATION Resalution : 200 X 200 pixel 2

Select the identification type
g ® from the drop-down list.

Aggregate Rating

TRANSACTIONTYPE For Malaysia incorporated
MARKETING INFORMATION /) companies, kindly select ROC

~  IDENTIFICATION INFORMATION

eaYMENT TERMS (New). If you have ROC (old)

*indicates required fields

oocumENTS please add in new line. -
DUNS Number e v 008
¥ Enter the identification number. crrl

Identification Type Number . L L e
NOTES AND ATTACHME PR
ROC (0ld) 999990-4% ® caes

Z8 You may add new identification
> RELATIONSHIP INFORMATION as required by Clicking ’+' Sign.

> CERTIFICATES @
> DIVERSIT | please Select h Please Enter @ ] @
ROC (0ld) ‘

% BERISTE

e
VAT |
@ GST

SsT

®

ROC (New)

Open



Open

[Open]

Identification Information

Optional where applicable: Sales Tax, Service Tax, or Digital Service Tax

¢

Catalog

& MACHINERY POWER SDN BHD (PC-2023.009213)

Status will move to Registered only when all the mandstory fields are filled and supplier

BASIC DETAILS ~ BASIC DETAILS

IDENTIFICATION INFORMATION
*indicates required fields

RELATIONSHIP INFORMATION

CERTIFICATES
YOUR COMPANY LOGO HERE

DIVERSITY STATUS Supported file formats: prg. jpegjpg
M

le size : SMB

REGISTRATION INFORMATION Resalution: 200 X 200 pixel

I &)

Agaregate Rating

LOCATION INFORMATION
CONTACT INFORMATION
BUSINESS INFORMATION
TRANSACTION TYPE
MARKETING INFORMATION /% - IDENTIFICATION INFORMATION

PAYMENT TERMS
DOCUMENTS

“indicates required fields
DUNS Number
PETRONAS LICENSE &

REGISTRATION INFORMATION

Identification Type
NOTES AND ATTACHMENTS

ROC (0ld)

WY Sales Tax

MY Service Tax

LOCATION INFORMATION (1)

@ *indicates required fields

N

reviews the profile by clicking on save. /\

Supplier's Legal Name®
Machinery Power Sdn Bhd

Category
Chemicals

Headquarter

Rachinery Power Sdn Bhd

S Bl1-1,
SEPANGGAR

88450 KOTA KINABALU

Parent Company's Identification Type

Region®
Malaysia

Mumber

599995-A%

W23-2321-

W23-2321

Phone Nos

Pri: 0323315678
sec

| ~ IDENTIFICATION INFO

| 1entification Type

| MY Sales Tax

Roles & Contacts

Rujukan Kami
Tarikh
No. Daftar CP

Stesen Mengawal

Manpower Services

upplier Manager AKAK + 2..

oo @ R
PE

Doing Business As Formerly Known As
Farmerly Known As

Status

Invited @

Number

- W23-2321-

5$10-1909-
12/08/2022
S10-19

Kota Kinabalu

000

Complete Submit For
Supplier Approval
Profile

Update
Supplier
Profile

You may add the Sales Tax, Service
Tax, or Digital Service Tax

in Identification Information
section.

Once added, Salex Tax, Service Tax
and Digital Service Tax needs to be
extended in Location Information
for Ordering Locations.

Supplier to select the relevant Sales
Tax, Service Tax or Digital Service
Tax from the dropdown option

N

v+ No. Daftar CP in the
“SURAT KELULUSAN

PENDAFTARAN" from Royal
Malaysian Customs
Department represents
your Tax registration
number




Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Certificates

Supplier to attach relevant certificates: Sales Tax, Service Tax or

Digital Service Tax

You can now attach certificates
specifically for Sales Tax, Service
Tax or Digital Service Tax in
Certificates section.

Note:

This is only applicable for suppliers
that is registered for Sales Tax,
Service Tax or Digital Service Tax in
Supplier profile.

o A3 |CHOOSE CERTIFICATE|(7)

(O sales Tax

Service Tax

Digital Service Tax

Company Incorporation Certificate

Banking Infermation Documents (For each bank infermation declared in Locatien Information)
Financial Statements

Others

O
O
O
O
O
O

ADD NEW CANCEL

Open



Certificates

Supplier  Approval Supplier
Profile Profile

Supplier can attach the supporting documents for company incorporation
certificate, banking information documents, financial statements.

& &, MACHINERY POWER SDN BHD (PC-2023.009213)

Bl For companies without PETRONAS

Status will move to Registerad only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /i L|Cense/ Reg Istratlon com pa N | es,
IDENTIFICATION INFORMATION > RELATIONSHIP INFORMATION you are required to attached the
LOCATION INFORMATION Company Incorporation
«~ CERTIFICATES Certificate.

RELATIONSHIP INFORMATION

CERTIFICATES To attach the document, click on
VRS SaTus the '‘Add New Certificate’ button.
&.fljia- REGISTRATION INFORMATION @ @ 2 A popup Wlll appear SeleCt the
Profile A Mo Cortifoate relevant supporting document type

CONTACT INFORMATION . N 1]
7N\ and click ‘Done’.

BUSINESS INFORMATION ; 2
HOOSE CERTIFICATE|(7) [o}

TRANSACTION TYPE

Sales Tax

MARKETING INFORMATION ' > DIVERSITY STATUS Service Tax
PAYMEMNT TERMS

> REGISTRATION INFORMAT
DOCUMENTS

Company Incorporation Certificate

PETRONAS LICENSE & > CONTACT INFORMATION

nnnnnnnnnnnnnnnnnnnnnnnnnnn

Banking Infermation Documents (For each bank infermation declared in Location Information)
Financial Statements

=)
@]
@]
(O Digital Service Tax
@]
@]
@]
@]

Others

ADD NEW CANCEL

Open



Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Certificates

Supplier can attach the supporting documents for company incorporation
certificate, banking information documents, financial statements.

Under ‘Certificate Type’, retain as
‘Applicable as selected.

Enter the ‘Certificate Number' and

Fo
L
m ATTACHMENTS NOTIFICATIONS

‘Issuing Authority'.
Certificate Name® Certificate Type* .
Company Incorporation Certificate @ Applicable as selected Under Attachments tab, Clle On
Certificate Number ssuing Authority ‘Add New AttaChment' and upload
the supporting document. Once
Fz) NEW CERTIFICATE done, click on ‘Add’.

DETAILS m NOTIFICATIONS
: R

cr 008

ciew -

Add New Attachments

---------

..........

@ [ADDDOCUMENTS] e e e

Drag and drop file here OR UPLOAD SUPPORTING DOCUMENTS e s e
Supported file formats: o
i jpa

Limited to file(s) of 10MB each.
Mazxirmurn 1 files can be uploaded.

CANCEL ADD

Open



Open

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Certificates

Supplier can attach the supporting documents for company incorporation
certificate, banking information documents, financial statements.

Once document has been
successfully uploaded, supplier will
need to insert the validity of the
certificate. Insert Effective From
and Expires on date.

[Fg] [NEW CERTIFICATE

DETAILS ATTACHMENTS NOTIFICATIONS
Effective fram @ Expires on Files Updated by Updated en

\:‘ 12/28/2023 09:44:47 PM 12/27/2024 09:44:47 PM CTC Full Set SSM Statutory Doc - MCOS .. ]F_.' \i) Note
For certificate that has no expiry,
please input the longest period
possible.
CANCEL SAVE

Supplier may also set a reminder to

[Fg] NEW CERTIFICATE

update the validity period or re-
attach new certificate under o
‘Notification’ tab. N S5

DETAILS ATTACHMENTS NOTIFICATIONS
Supplier Contacts
Please Select

Days before expiry | 30 days before certificate expires.

Supplier shall set the period when
notification should be sent and the
frequency of the reminder.

nclude Supplier Manager

Repeat Every | 15 days until certificate expires.

Once set, select the Supplier
Contact who shall receive the
reminder notification before click

CANCEL SAVE

.. Iltis important that supplier to update certificate prior expiry to avoid profile automatically
¥ changed to Non-Compliant.




Open

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Diversity Status

This section is not required to be filled by supplier.

« f—o.& MACHINERY POWER SDN BHD (PC-2023.009213) 7 Klndly DO NOT make any Changes
to this section.

Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. g'\_

IDENTIFICATION INFORMATION > RELATIONSHIP INFORMATION
LOCATION INFORMATION S CERTIEICATES
RELATIONSHIP INFORMATION

. DIVERSITY STATUS
CERTIFICATES
DIVERSITY STATUS

i
Supplier

Profile
CONTACT INFORMATION

REGISTRATION INFORMATION

BUSINESS INFORMATION Add Mew Diversity Status

TRANSACTION TYPE

MARKETING INFORMATION /T '




Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Registration Information

Supplier may view the Primary Registration Form (PRF) that was submitted
during the account creation process.

& & MACHINERY POWER SDN BHD (PC-2023.009213) : ®e

Click on 'Registration Information’
to view the Primary Registration
Form that was submitted during the
LOCATION INFORMATION DIVERSITV STATUS .

account creation process.

+ REGISTRATION INFORMATION

Status will move ta Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /

IDENTIFICATION INFORMATION > CERTIFICATES

CERTIFICATES

*indicates required fields

DIVERSITY STATUS

Know Your Counterparty (.. QUESTIONNAIRE(T)
REGISTRATION INFORMATION

Tilles Total Questions Pending Mandatory Questions
CONTACT INFORMATION
Sanctions & Data Privacy/Personal Data Protection 3 0/0

BUSINESS INFORMATION

TRANSACTION TYPE Rows per page: | §

MARKETING INFORMATION /% l

PAYMENT TERMS

Open



Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Location Information

Location Information records your Headquarter, Ordering Location and Remit to
Location. This information is required to receive PO and paymentin 9GEP RT.

¢ "o @
P

There are 3 different location

« & & MACHINERY POWER SDN BHD (PC-2023.009213) typeS with 'H eadq uarter’

far .

Home Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /i a p pea rI n g a S d efa u lt . H OWeVe r,
W‘i’;&s BASIC DETAILS - BASIC DETAILS you are req u I red to have at leaSt

' . . '
one (1) ‘Ordering Location’ and
: *indicates required fieids
' . . '
e LOCATION INFORMATION Suppliers Legal Nare Parent Gompany's Identification Type Parent Comaany Name Doing Business As Formerly Knawn As RenﬂtK)Locauon.
Machinery Power Sdn Bhd Parent Company Name Manpower Services Formerly Knawn As

_‘"‘E RELATIONSHIP INFORMATION
5‘-;»'-‘! YOUR COMPANY LOGO HERE
Profie CERTIFICATES Supported s formats: e, ipenyo Category Region* Suppler Maragers* Status o - .

. ipes) hemicals Malaysia R Supplier Manager AKA . d - o -
e v i PETRONAS Suppies Manger AKAK -2 Ordering Location - the

DIVERSITY STATUS Resalution : 200 X 200 pixel

address where PETRONAS will
send the PO. If Headquarter is
the intended address, kindly
proceed to copy the
Headquarter's address as a
separate Ordering Location. |
* Remit to Location - the il

REGISTRATION INFORMATION

CONTACT INFORMATION

Aggregate Rating
BUSINESS INFORMATION

TRANSACTION TYPE

MARKETING INFORMATION /T
> IDENTIFICATION INFORMATION

PAYMENT TERMS
-~ LOCATION INFORMATION (3)

DOCUMENTS & D
tindicates required fields i =

PETRONAS LICENSE &

REGISTRATION INFORMATION O Location Name Type Phone Nos Roles & Contacts add ress and bank aCCOU nt . :. ... .. .. . .

o @ where PETRONAS will send: -~ {77/
O Company - Maybank Acc Remit To Location P = b # the InVOICe payment . .. o ®
o ok o & B 2 You may also add multiple

Ordering Location or Remit to
Location as required. Click the
(+) icon to add new location.

> RELATIONSHIP INFORMATION

> CERTIFICATES

20% e - o
O coMPLETENESS SAVE AND SUBMIT

Click the edit icon to edit
location.

Open



Open

Location Information

Complete Submit For Update

Supplier  Approval Supplier
Profile Profile

Ordering Location is the location for PETRONAS to address any POs. Supplier may
have multiple ordering locations depending on their business organisation.

€ & LOCATION

LOCATIONINFORMAT@ ~ LOCATION INFORMATION

IDENTIFICATION INFO

Fill up the mandatory fields and
select the ‘Location Type' as
‘Ordering Location’.

I “indicates required fields
BANKING INFORMATION

Location Name* Location Code(Leave blank to auto generate) Country*
HQ Office LC-2023.004489 Malaysia
INCO TERMS

Note: The Location Name is for

State*
ananan

Kemaman Warehouse).

supplier’s ease of reference (e.g.

You may also link relevant
Identification Info for the
location as explained in
Identification Information
section.

++ IDENTIFICATION INFO

*indicates required fields

Identification Type Number
@ | Please Select - W
Rowsperpage: |5 ~

Once completed, click ‘Save &
Close'.

> BANKING INFORMATION (&) Add Banking Info

» INCO TERMS

CANCEL SAVE SAVE & CLOSE

.....
.....



Location Information

Complete Submit For Update

Supplier  Approval Supplier
Profile Profile

Remit to Location is the location for PETRONAS to process any invoice payment.
Supplier may have multiple Remit to Locations for each bank account.

Fill up the mandatory fields and
select the ‘Location Type' as
‘Remit to Location'.

Catalog

n w‘@@

< & LOCATION

LOCATION INFORMAT) ~  LOCATION INFORMATION
BANKING INFORMATIO

*indicates required fields

Note: The Location Name is for
supplier’s ease of reference (e.qg.
Kuala Lumpur Finance Office).

IDENTIFICATION INFO Location Name ation CodelLeave blank to auto generate)

N L (Ler Country Address Line 2
Company - Maybank Acc LC-2023 004488 Malaysia cessbine 2

INCO TERMS

sssss

County

WITHHOLDING TAXES

Enter only one (1) bank account’s
information. Simply click on the
(+) or edit icon to update the
banking information.

Primary Business Phone Extn Sec. Business Phone Extn Fax No. Fax No Extensio)

-~ BANKING INFORMATION
*indicates required fields

[0  PeymentMethced Bank Name Branch Country Account Type Account Numbser

Important: If supplier has
multiple bank accounts, please
proceed to create new 'Remit to
Location’ for each bank account.

[0  wire Transfer MALAYAN BANKING BERHAD (MAYBANK) Kuala Lumpur Malaysia Curren it XXXXXATEI0 Z

IDENTIF\CATIDN INFO

*indicates required fields

Refer next page for detail step

.....
.....

You may also link relevant
identification info for the
location.

Once completed, click ‘Save &

Open



[Open]

Location Information

At the Banking Information section, supplier should select wire transfer as the
payment method and complete the mandatory fields.

BANHNGINFORMAHON

Savi ted Payment Method will replace existing data with respective field’s data

Payment Method

Wire Transfer M

Bank Narme™
MALAYAN BANKING BERHAD (MAYBANK)

Count

Country™®
Malaysia

BankKey / ABA

Benef

ciary Name* Bank Branch*

Machinery Power Sdn Bhd Kuala Lumpur

t Type* Swift/BIC*

Accour
Current MEBEMYKL

IBAN

Bank Account Number®
H00COCTEI0

CAMNCEL

Sample Malaysian Bank Name based on SWIFT Code:

NG SICENES

CIMB BANK BERHAD

AMBANK (M) BERHAD

MALAYAN BANKING BERHAD (MAYBANK)
UNITED OVERSEAS BANK (MALAYSIA) BERHAD
RHB BANK BERHAD

HSBC BANK MALAYSIA BERHAD

Important: Please ensure to attach the supporting document (e.g. Bank Statement Header or Bank
Confirmation Letter) under Certificates section for each of the newly added banking information.
Information input in Banking information section should match with the Bank Statement attached.

Open

000

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Important Guidelines

Bank Name - registered Bank
Name based on SWIFT code
entered.

Beneficiary Name — registered
bank account name.

SWIFT/BIC - set of 8 or 11 digits
that represents a bank branch.
Bank Key/ABA - routing number
for international bank account
(e.g. Australia, India, Russia,
South Africa, United Kingdom,
USA). If not applicable, enter O.
IBAN - international bank
account number. If not
applicable, enter 0.

Bank Account Number - should
consist of 10, 12, 15 or 16
characters.

Verify Bank Account Number:
must be the same as Bank
Account Number entered.

ooooo
.....
.....

Once completed, click ‘Done’.




[Open]

Contact Information

In the Contact Information section, supplier may add additional contacts and

assign their level of access in the system.

EzZ, EDIT CONTACT

jtes required fields

First Mame* Last Mame*
Ahmad Delaila Musafir

®

Default Role

Designation [Cptional) Eloase Seloct

Primary Business Phone [(Opdioral)

032331 Extn Secondary Business Phone...

15D Code (Dpdional) - Mabile Number (Gotionall
+60 (Malaysia) 123456789

Open

E-mail Address®

l@yahoo.com

CANCEL

®

SAVE

000

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Scroll to the ‘Contact Information’
section. Click on the (+) icon to add
additional contacts.

Enter the required information in
each of the fields. The fields
marked with asterisk (*) are
mandatory.

Select the default role for the
contact.

* Supplier Administrator — able to
perform all activities.

» Sales Manager — able to view
contract and participate in RFX. ;22!

+ Legal Advisor - able to view R
contract and participate in RFX.

* Ordering Manager - able to
view, acknowledge PO and
submit SES.

* Accounts & Finance Manager -
able to view, create Invoice and

Credit Note.

Click ‘'Save’ to save the information
entered.



Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Business Information

Supplier may provide additional information on business information.

Kindly select the currency and
enter the annual revenue in the
‘Annual Revenue (In Millions)’ field.

‘Business type’ is refers to the
business incorporation type i.e.
Private Limited, Government
Agencies, etc. Select the relevant
business type.

« & MACHINERY POWER SDN BHD (PC-2023.009213) £ ®°
Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /A

BASIC DETAILS > BASIC DETAILS
IDENTIFICATION INFORMATION

> IDENTIFICATION INFORMATION
BUSINESS INFORMATION

- BUSINESS INFORMATION
LOCATION INFORMATION
RELATIONSHIP INFORMATION ‘indicates required fields
i Annual Revenue (In Millic Average Profit (Percentage Total Employees

CERTIFICATES

‘Total No. of Employees’ refers to
the total number of employees
actively hired by the supplier.

Yea rporation Business Type
Flease Select Please Select

DIVERSITY STATUS

‘Auto-Acknowledge Order’ refers
to the method of accepting the |
Purchase Order. ceood

ooooo
.....

REGISTRATION INFORMATION

CONTACT INFORMATION

.....

Kindly leave it unticked. oo
This will allow supplier to manually |- :;
acknowledge each PO issued by
PETRONAS.

‘Payment Type' is referred to the
default payment remittance
method issued by PETRONAS.
Kindly leave this field empty.

If ‘Auto-Acknowledge Order’ is ticked, each PO issued by PETRONAS will be automatically
¢ acknowledge/accepted and supplier are obliged to render services/products as per the PO.

Open



Transaction Type

Supplier  Approval Supplier
Profile Profile

This section is not required to be filled by supplier.

Bl Kindly DO NOT make any changes
to this section.

& & MACHINERY POWER SON BHD (PC-2023.009213)

Status will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /[

BASIC DETAILS > BASIC DETAILS
TRANSACTION TYPE
+ TRANSACTION TYPE

IDENTIFICATION INFORMATION
“indicates required fields
BUSINESS INFORMATION

RFx format Service Canfirmation

Auction farmat Contract format Invoice farmat PO format
Please Select

LOCATION INFORMATION Please Select Please Select Please Select Please Select Please Select

RELATIONSHIP INFORMATION

> IDENTIFICATION INFORMATION
CFRTIFICATFS

Open



Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Marketing Information

Supplier is required to select the supported currencies and can maintain the
marketing information e.g. company summary, website and social media accounts.

&y MACHINERY POWER SDN BHD (PC-2023.009213) 1 Under ,Description: you may

5 will move to Registered only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /i prOVIde fU rther |nformat|on On yOlJr
RANSACTION TYPE company summary of offerings.
>  RELATIONSHIP INFORMATION
IDERTIFICATION INFORMATION  CERTIFCATES ¥4l ‘Supported Currencies’ refers to all
BUSINESS INFORMATION the currencies supported for
LOCATION INFORMATION > DIVERSITY STATUS payment purposes.
RELATIONSHIP INFORMATION ©  REGISTRATION INFORMATION

Supplier is required to select at least

CERTIFICATES

> CONTACT INFORMATION(1) one supported Currency_

DIVERSITY STATUS
REGISTRATION INFORMATIO ~ MARKETING INFORMATION 3 'Supported Languages' refers to
CONTACT INFORMATION “indicates required fields supported languages by the

Description (Cptira) supplier in conducting business |
MARKETING INFORMATION /iy ’ . oo

with PETRONAS. 343-

PAYMENT TERMS cas
DOCUMENTS

‘Current Customer’ refers to the ..
Current Customer current customer that the supplier ;‘.'.'34
is currently conducting business

PETROMAS LICENSE &
REGISTRATION INFORMATION

Supported Currencies - .' PR
Malaysian Ringgit . MYR Supported Languages (Optiona, 4 s

NOTES AND ATTACHMENTS @ Website: | Website URL § www.facebook.com/| facebook page name

in www.linkedin.com/| linkedin page name W www.twitter.com/| twitter handle

Open



[Open]

Payment Terms

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

This section is not required to be filled by supplier.

8 Supplier will not be able to make
any changes to the payment terms.

& MACHINERY POWER SDN BHD (PC-2023.009213) B ®°

s will move to Registered anly when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /i

TRANSACTION TYPE

w

IDENTIFICATION INFORMATION
IDENTIFICATION INFORMATION

BUSINESS INFORMATION

w

BUSINESS INFORMATION

LOCATION INFORMATION

w

LOCATION INFORMATION
RELATIONSHIP INFORMATION

w

RELATIONSHIP INFORMATION
CERTIFICATES

w

DIVERSITY STATUS CERTIFICATES

PAYMENT TERMS

w

DIVERSITY STATUS

REGISTRATION INFORMAT

~  PAYMENT TERMS
CONTACT INFORMATION

*indicates required fields

MARKETING INFORMATION /%

Entity Payment Terms
DOCUMENTS
ALL Within 30 days Due net (Default)
PETRONAS LICENSE &
REGISTRATION INFORMATION Rows perpage: | 5

Open



[Open]

Documents

Supplier may find all documents that has been created or issued before e.qg.
RFX, Contract, PO, etc.

&, MACHINERY POWER SDN BHD (PC-2023.009213)

will move to Registerad only when all the mandatory fields are filled and supplier reviews the profile by clicking on save. /i

TRANSACTION TYPE > LOCATION INFORMATION

IDENTIFICATION INFORMATION

> RELATIONSHIP INFORMATION

BUSINESS INFORMATION

> CERTIFICATES
LOCATION INFORMATION
RELATIONSHIP INFORMATION > DIVERSITY STATUS

CERTIFICATES

Form

PAYMENT TERMS
Scorecard
REGISTRATION INFORMATION
I RFx
CONTACT INFORMATION
. Auction
MARKETING INFORMATION /1%
PETROMNAS LICENSE & Contract

REGISTRATION INFORMATION

NOTES AND ATTACHMENTS

Open

~»  DOCUMENTS
DIVERSITY STATUS @ ‘indicates required fields @
DOCUMENTS ‘ ame Status

Created by Created on Supplier Response St... Invited on Invited By
KYC Assessment v3 Published Petronas 06/02/2020 Expired 06/02/2020 Petronas
Copy of KYC Assessment ... Published Petronas 05/04/2020 Response Submitted 05/15/2020 Petronas
4 »
1to2o0f2 Page 1 of 1

000

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Bl Fach document is segregated by
the document type.

Kindly select the relevant
document type on the left.

Al Once selected, system will display
all the documents that are
available.

To open, simply click on the
document name.




PETRONAS License & Registration Information 0—O—C

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

PETRONAS License & Registration information will be automatically populated in the
Supplier Profile for ease of reference.

<« & MACHINERY POWER SDN BHD (PC-2023.009213) i & . . . .
¥\ This section is not editable and
Click on the Create Change Request button below to be able to edit the Supplier Profile

> MARKETING INFORMATION Only relevant fOl’ PETRONAS
Licensed and Registered suppliers.
IDENTIFICATION INFORMATION > PAYMENT TERMS

Their license and registration
> DOCUMENTS . . .
@ information will be populated here.

CERTIFICATES

DIVERSITY STATUS

v ‘PI:TRONAE LICENSE & REGISTRATION INFORMATION

Any changes to the information in
this section will need to be

*indicates required fields

P Company Overview performed in the PETRONAS
T Licensing Management System

Company Registration Number Company Name Company
l Roc New : 2035 Machinery Power Sdn Bhd Bumiputera Local

MARKETING INFORMATION

Foc 0ld - 2035 (PLMS)
PAYMENT TERMS -
Locality Status Attachment Group Locality
DOCUMENTS Sarawak Company Detail_203534D pdf [l

PETRONAS LICENSE &

License & Registration
REGISTRATION INFORMATION

NOTES AND ATTACHMENTS License Staws License Duraticn License or Registration Type
Active Sep 25,2020 To Sep 29,2023 License
At hr

ttachment
203594DROC_Cer pdf [

Special License & Registration

Supplier is required to perform any license & registration update or renewal via hitps://www.petronas. com/join-us/be-our-partner/our-licensing-registration

Open



Notes & Attachments

Supplier  Approval Supplier
Profile Profile

Supplier may find all notes and attachments that has been created for the
supplier by PETRONAS.

atalo Search Q n e . .
oo ® @ I8 Supplier will not be able to make
& & MACHINERY POWER SDN BHD (PC-2023.009213) H any Changes tO the payment terms.

Status will move to Registered only when all the mandstory fields are filled and supplier reviews the profile by clicking on save. /

BASICDETAILS By default, this section is blank.

BASIC DETAILS

W

TRANSACTION TYPE

w

TRANSACTION TYPE
IDENTIFICATION INFORMATION

w

IDENTIFICATION INFORMATION
BUSINESS INFORMATION

v

LOCATION INFORMATION BUSINESS INFORMATION

RELATIONSHIP INFORMATION

“

LOCATION INFORMATION

CERTIFICATES
RELATIONSHIP INFORMATION

=
v

DIVERSITY STATUS

w

CERTIFICATES

DOCUMENTS
PAYMENT TERMS > DIVERSITY STATUS
NOTES AND ATTACHMENTS
> DOCUMENTS
REGISTRATION INFORMATION
> PAYMENT TERMS
CONTACT INFORMATIO!
MARKETING INFORMATIO ~  NOTES AND ATTACHMENTS

No records found.
PETRONAS LICENSE &

REGISTRATION INFORMATION

Open



0]
o 00106

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Submit for Approval

Supplier to ensure that all necessary information has been provided before
submitting their Supplier Profile for PETRONAS approval.

&« <  MACHINERY POWER SDN BHD (PC-2023.009213) i ®° H : Y H
) Click ‘Save and Submit’ to submit
Hﬁ Click on the Create Change Request button below to be able to edit the Supplier Profile the su ppller proflle to PETRONAS
in BASIC DETAILS ~+  BASIC DETAILS
W2 for approval.
CERTIFICATES N
*indicates required fields
t
Create IDENTIFICATION INFORMATION Supplier's Legal Name* Parent Companys Identification Type Farent Company Name Doing Business As Formerly Knawn As . .
Mechineny Power S Bhd v o e Formery Knewn A3 Note: To ensure data quality, the
Q RELATIONSHIP INFORMATION .
s system will perform a background
Profile Advanc - Sy 1 Sarawak SA N B 0]
Advanced Process Control Sys... +31 More Sarawak SAR GEP Admin Approved

data quality check automatically.

REGISTRATION INFORMATION
LOCATION INFORMATION

CONTACT INFORMATION

Kindly amend the relevant field as
required (when prompted) and re-
submit for approval.

BUSINESS INFORMATION

TRANSACTION TYPE

() SUCCESS!

MARKETING INFORMATION

~

CERTIFICATES

You will be prompted with a

> IDENTIFICATION INFORMATION o .
notification on successful .
PETROMNAS LICENSE & > RELATIONSHIP INFORMATION . . . R . . H H 1 1 . :: :
REGISTRATION INFORMATION Supplier Profile is successfully submitted.Please wait for our team to review and approve your submission of your Su ppller Profile. [::::
NOTES AND ATTACHMENTS 7 DIVERSITY STATUS l:”’c]'ﬁlel PETRONAS Shall reVieW and o

> REGISTRATION INFORMATION

209, PRoALE cLOSE SAVEAND SUBMIT
0 COMPLETENESS
CLOSE

®

. - For existing PETRONAS suppliers with SMART GEP access, you are required to ensure your
"% Supplier Profile is always with Approved Status, and you're good to go!

process your submission
accordingly.

You will receive a notification from
PETRONAS regarding the
evaluation results.

Open



20%

0 COMPLETENESS

Open

Submit for Approval

[Open]

Supplier to ensure that all necessary information has been provided before
submitting their Supplier Profile for PETRONAS approval.

< MACHINERY POWER SDN BHD (PC-2023.009213)
Click on the Create Change Request button below 10 be able to edit the Supplier Profile

BASIC DETAILS ~+ BASIC DETAILS
CERTIFICATES )

“indicates required fields
IDENTIFICATION INFORMATION

RELATIONSHIP INFORMATION

DIVERSITY STATUS

REGISTRATION INFORMATION

LOCATION INFORMATION

CONTACT INFORMATION

BUSINESS INFORMATION

TRANSACTION TYPE

MARKETING INFORMATION

» CERTIFICATES
PAYMENT TERMS

> IDENTIFICATION INFORMATION
DOCUMENTS
PETROMAS LICENSE & > RELATIONSHIP INFORMATION

REGISTRATION INFORMATION
> DIVERSITY STATUS
NOTES AND ATTACHMENTS

> REGISTRATION INFORMATION

PROFILE

Supplier's Legal Name* Parent Company's Identification Type
Machinery Power Sdn Bhd Parent Company Name

Category Region®

Advanced Process Control Sys... +31 More Sarawak SAR

O,

bl %
5 refe
y WY

o3 refe
My

&°

Parent Company Name Doing Business As Formerly Known AS
Formerly Known As

Supplier Managers® Status E
GEP Admin Approved D

CLOSE SAVE AND SUBMIT

O0—0——0

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

K8 During submission, if you are

prompted with an Error Message, it
means that the submitted supplier
profile contains incorrect
information or does not follow
PETRONAS data governance rules.

Please read through the message
and click on ‘Close’. You may refer
the full list of data quality error
messages and suggested
rectifications in the next page.

Kindly amend the relevant field as |-

required (when prompted) and re:::

submit for approval. oo




Data Quality Error Rectifications O—0-0

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Supplier should amend the relevant field as required (when prompted) and
re-submit for approval.

Error Message in Data Quality Rectification Affected Section

Supplier is required to retry the submission by clicking on the Submit button. If
unable to proceed after few tries, please screenshot the error and send and email to All
supplier.servicedesk@petronas.com for further checking.

There is an error in performing data quality checks for
the submitted profile. Kindly retry.

Legal Company Name is longer than the allowed Under Basic Details section, Supplier is required to maintain Legal Company Name

maximum value: 70. that is up to 70 characters only. Basic Details

Please screenshot the error and send and email to

supplier.servicedesk@petronas.com for further checking. Basic Details

Missing required fields: [\DivisionandOrgEntities\"]."

Please screenshot the error and send and email to

State is longer than the allowed maximum value: 3. supplier.servicedesk@petronas.com for further checking.

Basic Details

Under Identification Information section, Supplier is required to maintain the e ..
Identification

Missing required fields: [\Idenfiticationinfo\"]." company registration number by selecting identification type "ROC (Old)" and Information ..

maintain your company registration number e -
Address line - [ISC.0164.0008] Specified string: \Binjai SR
>4\\nLorong BinjaiUnit 85-N, Binjai 54\\nLorong User to remove any newline or special characters included in Address field. Location Information | - - o 3

Binjai\" does not match the ECMA 242 pattern:
\"A(*)S\"."

Under Location Information section, Supplier is required to maintain at least one

Missing required fields: [\Locationinfo\"]." Ordering Location

Location Information

Under Location Information section, Supplier is required to maintain at least one
Ordering Location.

One Ordering Location is Mandatory. Location Information

Open



[Open]

Data Quality Error Rectifications

Supplier should amend the relevant field as required (when prompted) and

re-submit for approval.

Error Message in Data Quality

Rectification

O0—0——0

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Affected Section

Only one Remit to Location is allowed.

Under relevant Location (Remit to Location) section> Banking Information. Supplier
to remove additional Banking Information from the Remit to Location. Only one
Banking Information is allowed to be maintained for each Remit to Location. For
additional Banking Information, please maintain a new Remit to Location.

Location Information

Primary Business Phone Number is longer than the
allowed maximum value: 16.

Under relevant Location (Headquarters or Ordering Location) section> Primary
Business Phone, Supplier to maintain the Primary Business Phone number up to 16
characters only.

Location Information

Invalid Bank Name for Swift/BIC HBMBMYKL. Possible
Value is HSBC BANK MALAYSIA BERHAD.

Under relevant Location (Remit to Location) section > Banking Information, please
amend the Bank Name with the possible value as stated from the data quality
message.

Location Information

[Info] Messages refer to Organization: $129 Bank
details ID: 1001
Bank 022000020 for country MY does not exist

Under relevant Location (Remit to Location) section > Banking Information. For
Malaysia bank account, please ensure to default the “BankKey/ABA” to 0. For Foreign
bank account, if applicable, please ensure to maintain the correct routing number in
"BankKey/ABA". If not application, please maintain "BankKey/ABA'to 0.

Location Information | _:::::

--------
.......

Bank Account Number cannot be empty.

Under relevant Location (Remit to Location) section > Banking Information, Supplier
is required to maintain the Bank Account number

Location Information

IBAN cannot be empty.

Under relevant Location (Remit to Location) section > Banking Information, Supplier
is required to maintain the IBAN number.

Location Information

Missing required fields: [\PaymentTerms\"]."

Please screenshot the error and send and email to
supplier.servicedesk@petronas.com for further checking.

Payment Terms




Update Supplier Profile

Supplier Profile information can be updated as and when required and it is

[Open]

always essential to keep their information updated .

My Tasks

ACTION PENDING (99+)  FOLLOW UP (2)

My Tasks Order Retum Note
6912 210
t
cument Name
er1 for 10454758

Cataleog  Contract  Purchasing  Invoice  Supplier

Contract Form RFX

6 2 1

uw—@@

4

Open

Document Number Days in Current State Order Total Purchase Type Created On

3300072043 250.00 Standard
Order! for Requisition8123484 3400361283-002 700.00 Standard
Order1 for 10454839 3300072042 315000 Standard
Order1 for 10454839 3300072041 315000 Standard
Order1 for 50 Lines testing - Ariffah 3400361184 3,800.00 Standard
Order! for 50 Lines testing - Ariffah 3400361183 72,500.00 Standard
Order! for KLCC-TSC_P2P_CAT_005d 3400361111 106.00 Standard
Order! for DO NOT USED 3400361104 500.00 Standard
Order? for KLCC-TSC_S2P_CAT_005a1 5% Retention 3400361041-001 400.00 Standard
Order1 for KLCC-TSC_S2P_CAT_005a1 V3 3400361043 400.00 Standard

RowsPerPage: 10 v 1-100f6912 b

O—0—0

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

8 To update your profile, click on the
‘Supplier Profile’ button.




[Open]

Update Supplier Profile

Approved suppliers are required to create a Change Request prior to
amendment of information in 9GEP \\

6 Catalog  Contract  Purchasing  Invoice  Supplier

Click on the Create Change Request button below 1o be able o edit the Supplier Profile

BASIC DETAILS ~~  BASIC DETAILS

CERTIFICATES
“indicates required fields

IDENTIFICATION INFORMATION Parent Company Name Daing Business As Formerly Known As

Formerly Known As

Supplier's Legal Mame*
Machinery Power Sdn Bhd

Parent Company's identification Type
Parent Company Name

RELATIONSHIP INFORMATION

b
Supplier
Profile

Category Region® Supplier Managers™ Status

DIVERSITY STATUS o)
Advanced Process Control Sys. +31 More Sarawak SAR GEP Admin Approved .

REGISTRATION INFORMATION

LOCATION INFORMATION

CONTACT INFORMATION

(2) CONFIRMATION

BUSINESS INFORMATION

Are you sure you want to create Change Reguest?
Note: In case of a change request is not submitted, supplier manager will have an option to cancel your change request so that ffer

TRANSACTION TYPE

MARKETING INFORMATION

v

CERTIFICATES users can make the changes

PAYMENT TERMS

v

IDENTIFICATION INFORM.
DOCUMENTS [TTh] YES

=1
PETROMAS LICENSE §

REGISTRATION INFOX

NOTES AND ATTACHMEN

~

RELATIONSHIP INFORMA

~

DIVERSITY STATUS

v

REGISTRATION INFORMATION

v

LOCATION INFORMATION

~

CONTACT INFORMATION

~

BUSINESS INFORMATION

v

TRANSACTION TYPE

499, PRoALE .
‘0 COMPLETENESS

CLOSE CREATE CHANGE REQUEST

Open

O—0—0

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

€  MACHINERY POWER SDN BHD (PC-2023.009213) I

To begin, click ‘Create Change
Request'.

Click 'Yes' to proceed with creation
of the Change Request.

Once Change Request has been
created, you are now able to
amend fields in the Supplier Profile
(e.g. adding new Location, new
Bank Information, new contacts
etc.).

For PETRONAS Licensed and
Registered suppliers, some fields
are locked and no changes are
allowed. Any changes to the
following need to be made in
PETRONAS License Management
System (PLMS):

* Supplier's Legal Name

» Category

* PETRONAS License &
Registration (Section)

..
ro08
A

b o o o«




Open

Complete Submit For Update
Supplier  Approval Supplier
Profile Profile

Update Supplier Profile

Changes made to Supplier Profile will be verified by PETRONAS prlor to approval.

s folen fonesr ueresne e Sl ree @ Click 'Submit’ to submit the
& MACHINERY POWER SON BHD (PC-2023.009213) supplier profi[e to PETRONAS
for approval.
BasicoETALS . BASICOETALS
You will receive a notification
IDENTIFICATION INFORMATION S e oy et con e Perent Campany Name Doing Business As . from PETRONAS regardiﬂg the
: evaluation results,
I Note: To ensure data quality, the
e system will perform a
e background data quality check
automatically.
© CERTIFICATES
g ——— Kindly amend the relevant field
. RELATIONSHI INFORVATION as required (when prompted)
. and re-submit for approval.

w

REGISTRATION INFORMATION

w

LOCATION INFORMATION

v

CONTACT INFORMATION

v

BUSINESS INFORMATION

v

TRANSACTION TYPE

‘0 COMPLETENESS

One (1) Change Request is allowed at a time. If there is existing Change Request pending approval, supplier
- L. will need to wait until PETRONAS Licensing Team review and approve/reject prior to submit another Change
request




[Open]

APPLICATION DEEP DIVE

(3)

RFX
Response




[Open]

RFX Response

9GEP S/1ART enables online RFX submissions and provide a secure environment in responding
and complying to the tender requirements.

LEARNING Suppliers will be able to respond to the technical and commercial
requirements as deemed by the tender and submit them successfully via
system.

O—C—G)—®

Access Accept Submit RFX
RFx Event Guidelines Responses Status

OBJECTIVES

Email Notification




Open

[Open]
Access RFx Event

[1a] Email Notification - Invited supplier will receive an email notification with
the subject of “Invitation to participate in event XXX"

From: smartnetification@petronas.com.my <smartnotification@petronas.com.my:>
Sent: Wednesday, December 13, 2023 3:17 PM

To: R

Subject: Invitation to participate in event SMART Next Gen - YZ

CAUTIOMN: This email originated from cutside of the organization. Do net click links or cpen attachments unless you recognize the sender and know the content is safe.

Hi .
You have been invited to participate in a sourcing event by PETRONAS .

Event name: SMART Next Gen - YZ
Event start date/time: 13/12/2023 12:00:00 AM Singapore Standard Time
Event end da e: 23/12/2023 12:00:00 AM Singapore Standard Time

- -
Click herelo access the sourcing event or copy-paste the following link in your browser window: https://smartuat.gep.com/Sourcing/rfx?dd=2GM3MzYzM]EwI mIwYz03MDAYMTcSMA2 &b=080loc=219&c=NzAWMIE3OTALE/rfx/new

- el
Basic instructions
1. If you do not have a SMART by GEP account, click here to create a new account and register yourself with PETRONAS.
2. After you create the password, you can log into SMART by GEP and select the event to participate.
3. Note that the time zone of the event is Singapore Standard Time. You may be in a different time zone, and therefore, make sure you log on at the right time to avoid missing the event.

If you have any questions, contact us on supplier.servicedesk@petronas.com or call our helpline number mentioned below. Our support team will help you get started.

Helpline:
PETROMAS CONTACT CENTRE (PCC) : +603 2331 3330

Regards,

PETROMNAS '

GUIDELINES PENDING A...

Response closing in

3d Oh 38m 58s

~ GUIDELINES PENDING ACCEPTANCE

BASIC DETAILS

(D Accept the guidelines listed in this section in order to participate in the event Download all Guidelines

My Tasks

EVENT TIMELINES
= TEAM MEMBERS I (] Accept General Guidelines -EXHIBIT | - SCOPE OF WORK
Create
GUIDELINES O 1 Accept General Guidelines -EXHIBIT Il - TECHNICAL SPECIFICATIONS
"
g&
Supplier QUESTIONNAIRES

Profile
~ BASIC DETAILS
PRICE SHEETS

[Event Name

SMART NextGen - YZ

Event Description
Provision for Supply and Delivery of Chemicals and Spare Parts for PRPC

Event Ove:

Event Type Event Currency

—(D)—(C)—

Access Accept Submit RFX

RFx Event Guidelines Responses

Status

Supplier will receive an email
notification to participate the RFx
event

Click “Click here” from the email to
access the sourcing event

RFx event will be displayed in
SMART NextGen

ces 0000




Access RFx Event

Access Accept Submit RFX

[1b] My Tasks- Invited supplier able to view the RFx event via My Tasks RPx Event Guidelines Responses  Status
6 Catalog  Sourcing A ® o

SR 8 In order to view the RFx event,
supplier need to click on "My
Tasks” at the left panel from Home

>

¥A Click "RFX" tab and select the RFx
Eﬂ& Event Name Event Number Event Type Author Created On

: event under Event Name
e SMART NextGen - YZ 047479-Aug2023 RFP 8/15/2023
q >

L8 RFx event will be displayed in
SMART NextGen

ACTION PENDING (1) FOLLOW UP (0)

Rows PerPage: 10 » 1-10f1

PR
Catalog  Sourcing Q Hoex @ R EE
N EE R R

sl
Response closing in - 5 ceee ‘o
SMART NextGen - YZ (23 S : SESSISTEES

GUIDELINES PENDING A... ~ GUIDELINES PENDING ACCEPTANCE
BASIC DETAILS
g (D Accept the guidelines listed in this section in order to participate in the event. Download all Guidelines
My Tasks
EVENT TIMELINES
+ TEAM MEMBERS I O 1 Accept General Guidelines -EXHIBIT | - SCOPE OF WORK
Create
GUIDELINES [ 1 Accept General Guidelines -EXHIBIT Il - TECHNICAL SPECIFICATIONS
i
Soypier QUESTIONNAIRES

Profile

~ BASIC DETAILS
PRICE SHEETS

Event Name

ISMART NextGen - YZ

Event Description
Provision for Supply and Delivery of Chemicals and Spare Parts for PRPC

Event Tvpe Event Currency Event Overview

Open



Open

[Open]

Accept Guidelines

Accepting or declining the tender guidelines indicates supplier’s
understanding of the terms and conditions and represents their interest to

000600

Access Accept Submit RFX
RFx Event Guidelines Responses Status

ticipat
participate.
R e o
PrRoNAS
& ) Response clasing in = Discussion Forum g
SMART NextGen - YZ ([[Z3 oE ey = i
@
Home GUIDELINES PENDING A... ~ GUIDELINES PENDING ACCEPTANCE
==9 BASIC DETAILS (D Accept the guidelines listed in this section in order to participate in the event. Download all Guidelines
My Tasks
EVENT TIMELINES
=4+ TEAM MEMBERS @ O, Accept General Guidelines -EXHIBIT | - SCOPE OF WORK
Create
GUIDELINES O 1 Accept General Guidelines -EXHIBIT Il - TECHNICAL SPECIFICATIONS
0
B
Supplier QUESTIONNAIRES
Profile

~ BASIC DETAILS

PRICE SHEETS

Event Name
SMART NextGen - YZ

Event Description
Provision for Supply and Delivery of Chemicals and Spare Parts for PRPC

Event Type Event Currency

Request for Proposal MYR

Category* Business Unit* Region*
Electronic Type MM: Cost Centre 438* - ALL Co... Malaysia

~ EVENT TIMELINES

Time Zone:Singapore Standard Time(UTC+8:00)

> Gantt View

CANCEL DECLINE INVITATION ACCEPT GUIDELINES

Acceptance of guidelines was previously known as acceptance of Invitation to Bid (ITB
.. The content of guidelines is similar to PETRONAS' ITB documents.
- qp -
¥ In the event guidelines acceptance is not performed, supplier will not be able to
\ participate in the bid.

AN

Check the boxes for each section
to indicate acceptance of the
guidelines.

Note: Please make sure to review
all content of RFX (i.e. Basic Details,
Timelines, Guidelines,
Questionnaire, Price sheet) and
read all attachments included in
the RFX, if any.

Note: Suppliers can check for more
information on the RFX's OPU
details by clicking on Business Unit
in the Basic Details section.

Click ‘Accept Guidelines'.

Note: You may choose to decline
invitation if you do not want to
participate in the bid.

........

......
......




[Open]

Accept Guidelines

00060

Access Accept Submit RFX
RFx Event Guidelines Responses Status

Accepting or declining the tender guidelines indicates supplier's understanding

of the terms and conditions and represents their interest to participate.

Catalog Sourcing

g Y - )

« i Response closing in = Discussion Forum 3
SMART NextGen - vZ (228 3doh3smsss (ke :
G
Home GUIDELINES PENDING A... ~ GUIDELINES PENDING ACCEPTANCE
=a EASIC DETAILS (D Accept the guidelines listed in this section in order to participate in the event Download all Guidelines
My Tasks
EVENT TIMELINES
4k TEAM MEMBERS I [ 1 Accept General Guidelines -EXHIBIT I - SCOPE OF WORK
Create
GUIDELINES O3 | Accept General Guidelines -EXHIBIT II - TECHNICAL SPECIFICATIONS
Ha
Suppiior QUESTIONNAIRES
Profile

~ BASIC DETAILS

PRICE SHEETS

Event Name
SMART NextGen - YZ

Event Description
Provision for Supply and Delivery of Chemicals and Spare Parts for PRPC

Event Type Event Currency Event Overview
Request for Proposal MYR -

Category* Business Unit* Regior
Electronic Type MM: Cost Centre 438* - ALL Co... Malaysia

~  EVENT TIMELINES

Time Zone:Singapore Standard Time(UTC+8:00) e

CANCEL DECLINE INVITATION ACCEPT GUIDELINES

>¢ Gantt View

DECLINE EVENT

Reasons
Not interested to participate

Are you sure you want to decline the invitation for this event? @

NO

CANCEL DONE

Open

Click on the ‘Decline Invitation’
button to decline.

At the window pop-up, click Yes'
to confirm.

Supplier would need to provide a
reason for declining the invitation.




Open

Accept Guidelines

Accepting or declining the tender guidelines indicates supplier's understanding
of the terms and conditions and represents their interest to participate.

@ 001213-SEP2019 - WEEK 2 _SUPPLIER RE... (INVITATION DECLINED)

Invitation to participate in event was declined by KOPETRO VENTURES on 10/04/2019 12:18 PM

[Open]

Response closing in 2

v BASIC DETAILS
\:N;;k ;i;uppher Response

t Descrint

Even iption
Week 2_Supplier Response

ﬁéquest -for Quotation v r:AYR i

Category Business Unit" gion”®
Chemicals BOARD OF DIRECTORS Malaysia
v EVENT TIMELINES

Time Zone : Singapore Standard Time (UTC+8:00)
Name

Response Timeline

Start Date & Time

10/01/2019 3:30 AM

End Date & Time

10/07/2019 3:55 AM

Accept Invitation
Download Summary
Change Ownership

Download Discussions

CANCEL

00060

Access Accept Submit RFX
RFx Event Guidelines Responses Status

After declining the invitation, in an
event that you would like to re-
participate in the RFX, you can click
on the 'Kebab icon’, then click on

‘Accept Invitation’ to re-participate
in the RFX.

Kebab icon:




[Open]

Submit Responses Overview 0000

Access Accept Submit RFX
RFx Event Guidelines Responses Status

After reviewing and accepting the tender guidelines, supplier will be required to
provide their responses.

The requirements for each tender varies, and below are some of the highlighted sections for
reference:

a. Team Members

b. Contract Terms
c. Questionnaires
d. Price Sheet

e. Attachments

~' » Suppliers are required to submit their bid response for each section outlined in the RFX. If
‘ﬁ the supplier requires clarification, they may do so via the online Discussion Forum (refer t
Tender Clarification).

Open



[Open]

Submit Responses - Team Members 00600

Access Accept Submit RFX
RFx Event Guidelines Responses Status

You may assign Roles in the Team Members section.

v TEAM MEMBERS(SUPPLIER CONTACTS) @ = Manage Contacts i) Under the “Team Members

section, click on the ‘Manage
Contacts’ icon. ==

Viewer Collaborator Invitation Status el

Name

1h

0, Ali Ab Invited On 08/16/2023 9:13 AM f ) . .
S e onBErTe! ¥ The ‘Edit’ page will be displayed.
Here, you are able to add any
Edit - "ge Contacts - FBI Sdn Bhd @ Add New Contact current contacts from your
company to be a part of this
tender.

Name & Contact = User's Role Updated By Email Sent On

All Abu Primary Responder - Buyer 08/16/2023 9:13 AM =2 You can also choose the ‘User’s

| +6012345678 001

Role’ to assign specific roles to
contacts.

Primary Responder

Collaborator CANCEL

Viewer Click ‘Done’ once completed.

c e
sfr 000
oo
..

NoAccess You may also add new contact to
be a part of this tender.

. * Primary Responder: Primary focal < Viewer: Able to view the tender but

t Us_er's Roles person for the tender cannot make any edits
include: . Collaborator: Able to review the = No Access: No access at all to the
tender and make edits tender

Open
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Submit Responses — Contract Terms

You may accept or modify the Contract Terms.

v CONTRACT TERMS

E] | confirm that | have read all the contract terms of this event

Name @ Autho Modified By Medified On

General Terms Conditions_UAT WonderWoman Deol WonderWoman Deol 09/12/2019 6:56 PM Checkin

O—0C—0

Access Accept Submit
RFx Event Guidelines Responses

®

RFX
Status

Under ‘Contract Terms' section,
click on the terms & conditions

(T&C) to review and understand
the T&C.

Catalog Sourcing -

« < & PETRONAS TERMS AND CONDITIONS (HYBRID).DOCX ~

ol Contract Administrator : PETRONAS | Last Modified By : PETRONAS On 08/16/2023

CONTRACT NO:

BETWEEN

[COMPANY]

(COMPANY NO.: XXXXX-X)

UPLOAD MINOR VERSION

Y

GO BACK CHECK OUT

If you need to perform redlining,
Check Out the document first.
Changes shall be made on the
Microsoft version of the document.

You will need to ‘Upload Minor
Version’ of the same T&C
document to upload update or
proposed modifications.

UPLOAD MINOR VERSION

Once finalised, click on 'Check In'.

Redlining is a process where suppliers able to highlight the "Terms and Conditions’ document areas

of clauses that require deviation. Supplier may add a note on the MS Word document and reupload

the same document. A new version number will be generated.

Once completed, return to the
main page and check the box to
confirm that all contract terms
have been read.

Note: If the box is not checked,
supplier will not be able to submit
response.

Open

.........
---------




Open

[Open]

Submit Responses - Questionnaires

Suppliers must respond to all questionnaires listed in the section.

My Tasks

+

Create

0
=
Supplier
Profile

&~ RESPOND - TECHNICAL PART 1 - ESSEN... ~ @ TEllogs M upload [] Download Y Filters

‘You have uploaded OKB out of available 6GB upload limit.

Name
Technical Part 1 - ESSENTIAL EXAMPLE

Description

Evaluation Type
Technical

Q1. Bidder to ensure complete documents upon ission:— Select all documents selection attached in the
responses

Q statement of Compliance

QO Form of Tender

QO Audited Financial Reports

(O HSE document submission

QO Ccomplete cV

Q Ccertificates

Add Attachment

RESPONSE —
9 CANCEL ‘ | m
0% COMPLETENESS | SAVE |

-\orrnl- It is the supplier’s responsibility to ensure questionnaires are reviewed and answered
"% truthfully and accurately as PETRONAS buyers will be verifying the information provided.

O—0—010

Access Accept Submit RFX
RFx Event Guidelines Responses Status

Select the questionnaire from the
dropdown list:

* The questions may vary in
format (i.e. Radio Button, Check
Box, List Box, Drop Down).

* Suppliers must select answers
which are related to their
capability of delivering goods
and services.

* Some questions may require

detailed explanation (i.e. Free
Form text) and may need to
provide attachments.

« If attachment is required, kindly

do not add attachments more
than 2GB for each question in
this questionnaire section.

* For attachments that are larger

than 2GB, place them in
attachment section (refer to

.......
.......




Submit Responses - Questicp;nnaires 006000

Access Accept Submit RFX
RFx Event Guidelines Responses Status

Suppliers must respond to all questionnaires listed in the section.

& Catalog  Sourcing N ® ° Respond to questions, then click

‘Save'.
e < [l RESPOND - TECHNICAL PART 1- ESSEN... v Hioos (T Upload [l Download ' Fiters
ome You have uploaded SOKB out of available 668 upload limit Once all the questions have been
v responded, click ‘Done’.
= ';sks ":z:‘henical Part 1 - ESSENTIAL EXAMPLE
+ Respond to all other

- questionnaires in similar manner.

Evaluation Type

3 Technical

Prfie ; N - _ Click 'Submit Response’ once all
T e o s questionnaire has been answered.
© statement of Compliance Confirmation window will then
O Form of Tender appear. Click 'Yes'.

O Audited Financial Reports

O HSE document submission

The completion rate of the supplier

O completecv profile can be tracked here. Jeaaeie
QO Certificates . -
o @é 046950-Jul2023-EXHIBIT | - SCOPE OF WORK docx 9 e

RESPONSE ]
0
1 OO /0 COMPLETENESS CANCEL | SAvE ‘ m

Open



Submit Responses - Price slp:eet O—0—0-0

Access Accept Submit RFX
RFx Event Guidelines Responses Status

The price sheet represents the commercial aspect of the tender submission and
may vary from one tender to another.

Suppliers will have the option to respond to the tender’'s commercial requirements through
the following channels:

a. Update Price sheet via the GEP SMART™ user interface, or
b. Update Price sheet through MS Excel upload.

" Itis the supplier's responsibility to verify all details in all columns within the price sheet.
‘% Columns may differ based on the Tender requirements fromm PETRONAS.

Open



Open

[Open]

Submit Responses - Price sheet

a. Update price sheet via the GEP SMART™ user interface.
"o @

<& RESPOND - | MATERIALS - Tl Logs ™ upload [ Downloa

Price Sheet Name rice Sheet Type Hide Description
Materials Materials

&
Displayin <
Supplier pam
Profile cl Bf unfreeze [T Column [ Show/Hide Columns

A B E D E F M N O P O B < T

2 ved [SHAT.VLV,001... |50059533 PC : PC; Piece 100.00 1 DDP - Delivere -

The price sheet displayed above is a screenshot taken from within the GEP SMART™
platform. Suppliers that choose to update the price sheet directly within the platform will
have the above view.

O—0—00

Access Accept Submit RFX
RFx Event Guidelines Responses Status

Scroll to the Price Sheet section. Click on the
Price Sheet Name.

Note: The Price Sheet represents the
commercial aspect of the RFX, suppliers are
responsible to ensure that the pricing is
accurate.

Review all columns and rows. Respond 'Yes/
No' in the 'Intent to Bid' column.

Enter the unit price for each line item that
has been marked Yes to Bid'. Once unit price
for all line item is entered, click '‘Done’.

Note: For full item description, please refer to
the Item Specification field instead of Item
Description field.

Respond to all the Price sheets in a similar
manner, then click on ‘Submit Response’.
The confirmation window will appear. Click
on ‘Yes'.

.....
.....
.....

Supplier to key in all mandatory fields i.e.,
Supplier Incoterm Code, Supplier Incoterm
Location, and Estimated Lead Calendar Days
for Material Lines only. For Service Lines
these fields are non-mandatory.

Note: Supplier can only fill in numerical value
for Estimated Lead Calendar Days.




[Open]

Submit Responses - Price sheet

b. Update price sheet through MS Excel upload.

N Materials

Price Sheet Type: LUEIGUE

Description:

Column Type : Drop Down Text Drop Down Text Extended Text (12K Extended Text | Currency Computed Drop Down Text

Al
Column Name: *Intent to Bi ~ Item number ~ *Unit ~ Supplie ~ Item Specificatic ~ Item Descrif ~ *Price perui ~ Total price(MYR) -~ *Supplierincoterr - *Supplier -

TYPE:LOGO</br>S|
iif}lbDPACKAGE PAPER,LTRHD, L .
Yes 50027195 RM : RM; Ream 1231312 DETAILS:PK/500 60,52 MYR 23.00 MYR 23.00 DDP : Delivered Duty supplier
' 313-1 SHe/brsMANUFAC A4,PK/500SH,C Code
NQUER
TURER
NAME:CNQUER
TYPE:LOGO</br>S|
iiffbr:-PACKAGE PAPER,LTRHD, L .
3213123 DETAILS:PK/500 60,52 MYR 34.00 MYR 34.00 DDP : Delivered Duty Supplier
1-2 SHe/brsMANUFAC A4,PK/500SH,C Code
NQUER
TURER

NAME:CNQUER

Yes 50027195 RM : RM; Ream

Numeric

Estimz ~ i Lead Calendar

Suppliers can only use the downloaded template provided and not any other format.
¥ Suppliers are only permitted to provide input on certain fields, the rest are locked.

Open

O—0—0-0

Access Accept Submit RFX
RFx Event Guidelines Responses Status

You can opt to submit the price
sheet via the MS Excel template
provided.

The template can be found at the
top right corner of the tender
page. Click the download icon.

Upon download, you are required
to fill in the unit price in the Excel
and upload it back to the system.

Note:

» Supplier to key in all mandatory
fields i.e., Supplier Incoterm
Code, Supplier Incoterm
Location, and Estimated Lead
Calendar Days for Material Line
only.

* For full item description, please
refer to the Item Specification
field instead of Item Description
field.

* Suppliers are to ensure that the
price sheet uploaded is
successful.

* Upon completion, a message
will appear indicating ‘Upload

Successful'.

......
......



Submit Responses — Supplier Attachments

[Open]

O—0E—00

Access Accept Submit RFX
RFx Event Guidelines Responses Status

In this section, suppliers can provide and review attachments for supplementary

documentati
ocumentation.
SMART NextGen - YZ
« BASIC DETAILS Technical Part 4- HSE Technical
1 EVENT TIMELINES Technical Part 5- Financial Statement Technical
Home
TEAM MEMBERS
=o ~ PRICE SHEETS (1)
My Tasks GUIDELINES
+ CONTRACT TERMS Price Sheet Name
Create .
QUESTIONNAIRES Materials
0
& PRICE SHEETS
Supplier
Profile ~ SUPPLIER ATTACHMENTS (2)
SUPPLIER ATTACHMENTS I

BUYER (0) SUFFLIER (1) @

0 Attachment Name
@ [m] 046950-Jul2023-EXHIBIT | - SCOPE O...

(] 046950-Jul2023-EXHIBIT | - SCOPE O.

~ Validate

Fariz 08/16/2023 10:52 AM 1

Fariz 08/16/2023 10:53 AM 2
Last Modified By Last Modified On Response Completion %
Fariz 08/16/2023 11:01 AM ]

&

Drag and drop file here OR browse

File size limit:490MB each | File limit: 10 | Supported file formats: (1)

: Classification * Added On
Technical 08/16/2023 11:01 AM
Commercial

08/16/2023 11:02 AM

Othar

%%@

Under the 'Supplier’ section, you
can attach documents related to
the RFX/ Tender (i.e. CV, ITB
documents, alternative specs,
product specs, etc.).

You will need to select the
attachment if it's a Technical or
Commercial form of attachment.

Please ensure that all the
attachments with Pricing matters
are marked as ‘Commercial’
Attachments.

Under the ‘Buyer’ section: ceees

.....

You will be able to view and S
download attachments that have

been provided by the
PETRONAS representative.

It is compulsory to view all these
attachments prior to bid
submission.

You may see comments from
Buyer, if any, at the Attachments
section.




Open

[Open]

Submit Responses Overview

Upon accepting the tender guidelines and providing all the required information,

supplier is ready to submit their RFX response.

O—0—00

Access Accept Submit RFX
RFx Event Guidelines Responses Status

SMART NextGen - YZ

@
BASIC DETAILS
« ~ QUESTIONNAIRES (5)

{ar EVENT TIMELINES
Home
9 TEAM MEMBERS
My ';sks GUIDELINES
e CONTRACT TERMS

QUESTIONNAIRES

S PRICE SHEETS
Supplier

Profile
SUPPLIER ATTACHMENTS

+ Validate

Questionnaire Name

Technical Part 1 - ESSENTIAL EXAMPLE
Technical part 2- GENERAL EXAMPLE
Technical Part 3- TERMS & CONDITIONS
Technical Part 4- HSE

Technical Part 5- Financial Statement

~ PRICE SHEETS (1)

Price Sheet Name

Materials

~ SUPPLIER ATTACHMENTS (2)

Evaluation Type

Technical

Technical

Technical

Technical

Technical

Last Modified by

Fariz

Fariz

Fariz

Fariz

Fariz

Last Modified By

Fariz

Last Modified On Questions
08/16/2023 10:50 AM 2
08/16/2023 10:51 AM 5

08/16/2023 10:52 AM 1

08/16/2023 10:52 AM 1

08/16/2023 10:53 AM 2
Last Modified On Response Completion %
08/16/2023 11:01 AM ]

&S

Drag and drop file here OR browse

®

1 Upload All

Response Completion %

100.00%

CANCEL SUBMIT RESPONSE

Response closing in

2d 23h 58m 27s

100.00%

100.00%

100.00%

100.00%

100.00%

Download All

Upload All

Z

G Download All

Actions

4

SN NN

It is the Supplier’s responsibility to ensure that they plan and submit their responses for the
Tender in advance before the response closing date, to avoid losing out any opportunities
to participate. The system will not permit any submissions once response date closes.

Y

Once all sections of the Tender
documents have been completed,
suppliers need to ensure that all
details are accurate in accordance
to the guidelines (RFX).

Once this has been checked and
confirmed, click ‘'Submit’ to submit
the bid response.

Once submitted, the document
status will show as 'Response
Submitted'.

You can resubmit responses by first
withdrawing response and only if
response timeline is still open.

Once the Response Timeline status
changes to ‘Closed’, the system
will not allow any more
submissions.




RFX Status

Access Accept Submit RFX
RFx Event Guidelines Responses Status

The RFX status will change based on the action completed by suppliers or action
initiated by buyers.

8 RFX Withdrawn
@ The RFX is still active, the status

SMART NextGen - YZ [QUSNIRLEPARL)) could be due to:
* Possible amendment to the

requirements (i.e. Changes in
scope or tender requirement),

*+ Addendum made to the RFX or
tender.

74l RFX Cancelled
@ * The RFX s currently inactive and
this status will be initiated by the

SMART NextGen - YZ (U\V1EY:\\[GSRESD)) sourcing execs or buyer.
* You will be notified that the

tender has been aborted/ L
dropped via email notification. Ll

.........

8 RFX Submitted @ | oo

The RFX or tender is active, the [0 e
@ status will be considered as Plllies
submitted once you complete the

SMART NextGen - YZ

guidelines and RFX responses.

Open
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APPLICATION DEEP DIVE

Tender
Clarification
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[Open]

Tender Clarification

The discussion forum will be the primary means of communication for tender
clarification as well as the avenue for document sharing (update) post bid closing date.

LEARNING Suppliers will be able to authenticate details on technical and commercial
OBJECTIVES requirements, review and document them through the system for reference.

Discussion Discussion
Before After

Bid Closing Bid Closing




[Open]

Discussion Before Bid Closing

Any queries or clarifications required with regards to the tender shall be
communicated through the Discussion Forum in g GEP I

6 Catalog  Sourcing  Contract  Purchasing  Invoice  Supplier N @ e
(( EESD’JHEE closing in & i " L o
SMART Next Gen - YZ (B... [GESveutrg ot 1ot 9d Oh 14m 48s () Discussion Forum | ] Discussion Forum [

< DISCUSSION FORUM - SMART NEXT GEN - YZ (B|D RE... £ Refresh @Duwn oad @ Create Audit Log | Legend

v 004187-Mar2020 (Default 004187-Mar2020 (Defaulr

SUPPLIER MEMBERS Constance Lay
W 004 187-Mar202 fault y @
o PETRONAS created this discussion on 20/03/2020 11:32

Hi

%- BJ US| g2am = B | Font - | sue - |8

_ Add Attachments Post

* Suppliers are urged to use the Discussion Forum as the only means of communication and
make amendments to bid responses before bid closing date.
¥« All queries shall be responded by respective buyers or sourcing execs, whilst being
documented and contractually binding.

Open

00

Discussion Discussion
Before After
Bid Closing Bid Closing

Initiate your query through the
‘Discussion Forum’ icon on the top
right corner.

The group discussion window pop
up will be displayed.

1
=} Discussion Forum

If you receive any notification from
the Buyer, a numbered notification
will appear on top of the icon.

In the window pop up, amend the
discussion title accordingly by
clicking on the 'Pencil’ icon.

&

Note: there may be some
discussions that have already been
posted in the forum by a
PETRONAS representative.

Refer to those discussions for

potential technical/tender
clarifications, related updates and
briefings on tender content.

.......
-------
.......




Open

[Open]

Discussion Before Bid Closing

Any queries or clarifications required with regards to the tender shall be
communicated through the Discussion Forum in GEP I

6 Catalog  Sourcing  Contract  Purchasing  Invoice  Supplier
PETRONAS

. SMART Next Gen - YZ (B...

004187-Mar2020 (Default

SUPPLIER MEMBERS Constance Lay @

/8 PETRONAS créated this discussion on 20/03/202011:12

Plipdne e b w (=] Discussion Forum
9d Oh 14m 48s -

“ DO4187-Mar2020

v (04187-Mar2020 Hault 4

- BI US|t kzdn = | Font a8

Add Attachments

Suppliers to submit query using Discussion Forum and make amendments to RFX bid responses
¥ inthe event the response timeline (bid closing date) is open.

ucl'-@e

00

Discussion Discussion

Before

After

Bid Closing Bid Closing

Enter the query in the text box at
the bottom of the screen.

To add in attachments, click on the
‘Add Attachments’ icon at the
bottom right corner of the text
box.

Once finished, click ‘Post’ to send
the query.

You are urged to use discussion
forum to communicate with
e PETRONAS regarding the specific
. RFX/Tender. This should be the
' only means of communication.

.....
.....

You can also see your team
members who are involved in this
RFX/tender next to the ‘Supplier
Members’ line.




Discussion After Bid Closing

Before After
Bid Closing Bid Closing

Any action after bid closing (i.e. negotiation) will be initiated by the buyers or sourcing execs.
Changes to the initial bid submissions will be documented through the Discussion Forum.

G DISCUSSION FORUM - SMART NEXT GEN - YZ (BID RE... 4 Refiesh [)Dannload () Create ] Audit Log | Legend 1 In the event there are amendments
v 004187-Mar2020 (Default 004187-Mar2020 (Default z or updates to the RFX bid
SUPPLIER MEMBERS Constance Lay responses after bid closing date,

v 004187-Mar2020 (Defaul) &

you are required to attach the
relevant documents (e.qg.

" certifications, company
information etc.) into the
discussion forum.

g PETROMAS created this discussion on 20/03/2020 11:32

v

- B I US| i B2 2 = M| Fom - | Sue

_ @ Add Attachments Post

. ' . Suppliers will not be able to modify their bid submissions after bid closing date. Any
ﬁ amendments or modification required to the responses shall be done through the Discussion
Forum via document attachments.

Open
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Commercial Resubmission

9GEP S/mMAal T enables the revision of commercial submission through the initiation of
auction and pricing resubmission during the tendering process.

LEARNING Suppliers will be able to partake in the negotiation process for the revision of
OBJECTIVES commercial requirements post initial bid submission.

®

Pricing
Resubmission




[Open]

Pricing Resubmission

Supplier will receive an email notification upon Officer in-charge (OIC) invites for
negotiation/commercial re-submission request.

From: smartnotification@petronas.com.my

Sent: Thursday, February 22, 2024 9:22 AM

To:

Subject: Update Alert - Feedback for Event - 055547-Feb2024

CAUTION: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

HiYZ,

PETRONAS has changed the feedback timeline for the event "055547-Feb2024". The revised timeline is given below:

¢ Response Feedback Start Date & Time - 21/02/2024 03:30:00 PM Singapore Standard Time
¢ Response Feedback End Date & Time - 22/02/2024 09:40:00 AM Singapore Standard Time ?
¢ Remarks - No remarks were added

? Chemicals Malaysia PHCO : 001* - ALL Cost Centres

Please contact PETRONAS for any clarifications.

Regards,
PETRONAS

Open

Pricing
Resubmission

----------




Open

ot : s S G 'Action Pending’ list, click "RFX" (i)

o ©

Pricing
Resubmission

Pricing Resubmission

In the event where buyers perform negotiation to commercial response, suppliers will be
required to resubmit their pricing.

Catalog Contract  Supplier

e ® @ ‘Bl To resubmit new prices, log into
GEP SMART™,

My Tasks

From the homepage, under the

tab and select the tender (ii) that
needs to be responded.

N
—
—

)

Evert Name Event Number Event Type Author Created On

@ 054079-Jan2024 e 1/14/2024

4
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Pricing
Resubmission

Pricing Resubmission

In the event where buyers perform negotiation to commercial response, suppliers will be
required to resubmit their pricing.

et womems KB || Under the Price Sheets section,

BASIC DETALS check the “Show only feedback

EVENT TIRMELINES b e — B e it s enabled Price Sheet” to view the

—— Technicol Part 1 - ESSENTIAL EXAMPLE Technical Hanan 160071/2024 9:35 AM 2 B 090 0000 enabled COlumn from pricesheet
S al part 2- GENERAL EXAMPLE Technical Hanani 160172024 5:35 AM I dOCU ment

S F TERMS & COMDITION Techmical l J 1 ] :

CONTRACT TERMS T " e , — 3 Cl!ck on View Feedback from the

R—— —— , : —— pricesheet document.

PRICE SHEETS

SUPPLIER ATTACHMENTS l

~ [PRICE SHEETS (2)

~ hy feedback enabled Price Sheet

Price Sheet Name Last Modified By Last Modified On Response Completion %
Hanani 16012024 937 AM I i
Hanani 16/01/2024 9:38 AM —— 10

Open
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Pricing
Resubmission

Pricing Resubmission

In the event where buyers perform negotiation to commercial response, suppliers will be
required to resubmit their pricing.

Catalog Contract Supplier Ao @ @ At ReVised |ntenti0n COlumn,
S — kindly change the status as “Yes” if
&  MATERIALS - ol i supplier wish to change the price

Enter revised price if desired by the
Supplier or as per agreed with
PETRONAS at Revised Price
S column. Click ‘Done’.

*Price Per Unil_ "Revised Price  “Initial Price pe Total Price (MY Revised Total il Total pric._ "Revised Infent Once Complete, click “Done”
10K MYR 1,000 00| MYR 1,000 00 MYR MOODO00 MYR S0000000 MYR 10000000 Yes @ button
MYR 1,000.00 000 | MYR $00,000.00 ’

0 PCS: PCS; PI MYR 1.000.00 MYR 1.000.00 | MYR S0.00000

L TR

.~ *» During the Feedback Timeline, prices that are to be revised will be highlighted in colour by the Officer in-
-@p - charge of the Tender and you will be informed by each colours’ meaning in the Discussion Forum. You will
¥ also receive an email notification for this update.
» Allidentified suppliers will be notified on the colour definition and the revised prices requirements by
PETRONAS

Open
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Pricing Resubmission

In the event where buyers perform negotiation to commercial response, suppliers will be
required to resubmit their pricing.

NextGen __ s cand : 1 WA Click 'Submit Responses’ once
o Pert_lest_Gusehne2 General Gudelnes reana 16/U1/2024 9:33 AM Su ppller has Completed

BASIC DETALS

EVENT TIMELINES

CONTRACT TERMS 8l Confirmation notification will
appear and click “Yes".

TEAM MEMBERS

ROELINES v QUESTIONNAIRES (7) [¥) Download Al
CONTRACT TRRMS Questionnaire Name Evaluation Type Last Modified by Last Modifeed On Questions Response Completion %
QUESTIONNAIRES Teohmcal Part 1 - ESSENTIAL EXAMPLE Tochnical Henen 16/0172024 935 AM [
PRICE SHEETS Technical part 2- GENERAL EXAMPLE Techmical Manan 16/01/2024 935 AM =
BUYER ATTACHMENTS l Technicol Part 3- TERMS & CONDITIONS Techmical Manae 16/01/2024 935 AM 1 [ 1
SUPPLIER ATTACHMENTS Technical Part 4- HSE Technical Hanan ! [om—
choical Part 5- Financial Statement Technical Hanon 2 e

(?) CONFIRMATION

A you sung you won 10 Submil your responses?

On Response Completion % Actions

CANCEL SUBMIT RESPONSES o

Open



[Open]

APPLICATION DEEP DIVE

Letter of Award
Acceptance




Open

[Open]

Letter Of Award Acceptance

The discussion forum will be the primary means of communication for tender
clarification as well as the avenue for document sharing (update) post bid closing date.

LEARNING Suppliers will be able to authenticate details on technical and commercial
OBJECTIVES requirements, review and document them through the system for reference.

®

LOA Acceptance




LOA Acceptance

LOA
Acceptance

Supplier to acknowledge their acceptance of award via the online Discussion Forum.

SMART Next Gen - YZ T3 ([0

BASIC DETAILS ~ BASIC DETAILS

EVENT TIMELINES
Event Name

TEAM MEMBERS I SMART Next Gen - YZ T3

QUESTIONNAIRES Event Description

PRICE SHEETS

Event Type Event Currency
Request for Proposal MYR

< DISCUSSION FORUM - SMART NEXT GEN - YZ (BID RE...

v 004187-Mar2020 (Default 004187-Mar2020 (Default

SUPPLIER MEMBERS Constance Layi
~ 004187-Mar2020 (Default y
¢ PETROMAS created this discussion on 20/03/2020 11:32

v

Hi

- BJ US| k248 =

Font

Upon successful evaluation,
supplier will be notified via email
together with the issuance of Letter
of Award (LOA).

Respective Buyer/Author will then
prepare a topic in the Discussion
Forum on LOA Acceptance to be
directed to the Awarded Supplier.

-l:r Refresh @Duwn oad @ Create Audit Log | Legend

Z

Click on the 'Discussion Forum’
icon on the top right corner of the
RFX page.

1
[ Discussion Forum

Successful supplier is required to SEEEEE

.......

®

Add Attachments Post

respond in the Discussion Forum, | ------

Open

upon receipt of LOA document

from PETRONAS to confirm
acknowledgement and indicate
acceptance.

Click 'Post’ to complete the LOA
acceptance.
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APPLICATION DEEP DIVE
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Contract Management

9OGEP Smal T provides a central repository to give you visibility of contract status and
upload additional notes and attachment for the contract.

LEARNING Suppliers will be able to search and view their awarded contracts in the
OBJECTIVES system as well as upload relevant attachments.

Access Upload Notes, Respond to Using The Update Supplier
Contract Attachments Contract Discussion Contact
Repository & Links Obligations Forum Information

........
---------
----------




My Tasks

+

Create

o
B
Supplier
Profile

Open

L e > O—0O0—0O=C
Access Contract Repository

Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact

Supplier can navigate to the contract repository from the Home Page. ments® information

Catalog  Sourcing Purchasing  Invoice  Supplier b e @ G B At the Home Page, under

Contract tab, list of contract that

Documents .
has been awarded to you will be
CONTRACT listed down. To view the contract

detail, click the URL link from

_ :s Contract Name column.

E] Export =+ Manage Attributes 7 Filters

Contract Name 11| Contract Number 11| Legal Company || Contract Sponsor Supplier 11| Status 71| Contract Value 11| Effective Date 11| Cc Actions
Search Search Search Search Search Search Search Se
UAT SMART NextGen #1 - DO NOT USE @ CTR-00015598 - Shivanshu FBI Sdn Bhd Live :E:J
Testing for CRF CTR-D0015612 - UAT_NG_Buyer_RAPID_.. FBI Sdn Bhd Live :“i
Copy of Testing for CRF CTR-00015639 - UAT_NG_Buyer_RAPID_.. FBI Sdn Bhd Live :@“
fiew
Copy of Term Contract for Manpower Supply CTR-00015630 - UAT_NG_Buyer PCSB_0... FBI Sdn Bhd Live :‘?::
Copy of RFX1234567 CTR-00015636 = UAT_NG_Buyer_RAPID_... FBI Sdn Bhd Live 3:2
Term Contract for Manpower Supply CTR-00015625 - UAT_NG_Buyer_PCSB_0... FBI Sdn Bhd Live :@
fiew
4 3

Rows PerPage: 10 v 1-60f6




L e > O—0O0—0O=C
Access Contract Repository

Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact

- . . Information
Supplier will be able to access the awarded contract and view the contract ments &
details.
6 Catalog  Sourcing  Contract  Purchasing Invoice  Supplier Q e ® o 2 EaCh SeCtlon can be eXpanded for
the details.
SO < UAT SMART NexiGen #1 - DO NOT USE i More
H:rJne CONTRACT LANGUAGE | OBLIGATIONS | PERFORMANCE ‘ @ copyuRL [ Export Key sections:
D + Terms: displays the contract
My Tasks Documents Commercial Terms Obligations Performance .
Contract Language : 0 Contract Expiring in : 268 Day(s) To Be Achieved : 0 Rolling Average : dura?lon i
o Nt Releant 0 CortiactSooka: . Appllcgble For: dlsplay§ the
Achieved 0 Buyer list/ OPU who will
= consume the contract
Bl oAsicoeTALS » Contract Language: displays the
. APPLICABLE FOR agreed contract document
details
e 7 INTERNAL PARTY « Lines: - displays schedule of
> EXTERNAL PARTY rate/ Pricebook
;e il Click 'Preview’ to view the contract [-::7¢°
> NOTES AND ATTACHMENTS hierarchy/linked contract being s
established (if any). Sl
> DISCOUNTS/SURCHARGES .

e

LINES [, View Pricebook Lines

~

MILESTONES

w

LINKED DOCUMENTS

Open



Open

[Open]

Access Contract Repository

Supplier will be able to access the awarded contract and view the contract

details.

Catalog Sourcing Contract Purchasing Invoice  Supplier
< UAT SMART NextGen #1 - DO NOT USE
Contract Value NA
Paymen it Term within 360 days Due net
Basic Details
Contract Name Contract Number
UAT SMART NextGen #1 - DO NOT USE CTR-00015598

ocument Type
Services, Supply, Delivery Agreement

() This contract is confidential

Contract Description

This is for UAT activity with Expert User for SMART NextGen

Applicable For

Category Organization Entity
Mechanic Hand Teols, Specialist Manpo...

Contract Administrator
UAT_NG_Buyer_PCSB_01 NG_Buyer_PCSB  Yes

@

Contract Tyj

o
Unit Rates / Bill of Quantities

Transactable

Region

MO09 PCSB CHO Drilling/Projects +2More  Malaysia

Display of established
linked contract

B -0 @
= COMMENTS (=) DISCUSSION FORUM i More

Parent - Child Contract

Services Agreement(2)

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

ZY Click on Contract Hierarchy Icon
to view the linked contract (if any).

Note: Linked contract(s) represent
the individual contract derived from
main contract.

W For the example shown, there are
two sub-contracts derived from
the main Contract.




A O—0
Upload Notes, Attachments & Links

Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact

. . . Inf i
Supplier will be able to upload additional notes, attachment or external S rlormation
link for the awarded contract.

Calaleg  Sourcing  Contract  Purchasing  Invoice  Supplier Q n =@ ° 1 Under Notes And AttaChmentS, you
) S - o can view any notes and
TR BT ' attachments made visible to you.
CONTRACT LANGUAGE | OBLIGATIONS | PERFORMANCE ‘ CDprRL E—) Export

po— - You may also upload your own
igations formance .
To Be Achieved : 0 Rolling Average : nOteS, attaChmentS or external llnkS

Documents Commercial Terms

Contract Language : 0 Contract Expiring in : 268 Day(s)
Not Relevant : 0 Contract Score :

Failed : 0 here.

Attachments : 1

Achieved : 0

72l Click on @ to upload any notes,
BASIC DETALS attachment or external link.

~

~

APPLICABLE FOR

k¥ Select the relevant action i.e.

> INTERNAL PARTY -
* File upload: to upload an
> EXTERNAL PARTY attachment
e @ * Notes: to create a note Clees
 External Link: to capture any EE
~ NOTES AND ATTACHMENTS q File Upload ] .
relevance link
0O Neme? Classification Y/ Tpe Y Added Added By T, etes

External Link
[J  AddNewPRinto existing PO.JPG @ Others File 12/15/2023 UAT_NG_Buyer_PCSB_01 NG_Buyer_PCSB 17 7.UU D

Rows per page 5

1
~

- Qrf,'_ This section is only meant to capture any final notes and attachments that are applicable
‘% for this Contract.

Open
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Upload Notes, Attachments & Links

Uploading attachments.

gi > TERMS
1

0010600

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

8l Click on @ to upload any notes,

> CONTRACT LANGUAGE - Authoring

~ NOTES AND ATTACHMENTS

Classification Y/

SDN BHD-003700-Mar?2.. Please Select -

C T

attachment or external link.

Type Y

Signed Contract Copy

File Upload
Added Added By Notes
External Link
03/23/2020 Soon n 1167 M5

U5 Attachments

&

Supported file formats:

Limited to file{s) of 2000MB each.
Maximum 5 files can be uploaded.

Drag and drop file here ORJUPLOAD SUPPORTING DOCUMENTS @

bimp, csv, doc, docx, jpeg jpa. paf, Ppt, Pt 1f, 1t xis, xisX, zip

~ NOTES AND ATTACHMENTS

{
|
!
.
4
g O Name Classification Y/ Tyee Y
ubmission.p Other - ile
] Submission.pdf h Fil
O Final Contract Document.pdf Other - File

Open

Added

04/02/2020

04/02/2020

Select File Upload to upload an
attachment.

Select Upload Document to insert
the relevant document.

Click Close once document
completed upload.

Select 'External: Document from
Supplier from the Classification
dropdown for the uploaded

document.

Added By

ABC SDN BHD Malaysia

Contract User 1

58.00 KB

58.00 KB




[Open] ) @ g 03 . .
Upload Notes, Attachments & Links

Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact

H H Information
Creating and uploading notes. ments &
Links
ﬁ? - I;lOTESANDATFACHMENTS 7 a Click on (‘B‘ to upload any notes,
| 3 attachment or external link.
| File Upload
Classification Type & Adde Notes
R v v “ N Select Notes to create a note.
% a Contract Lines Upload Template_202003121.. Please select - File 03/23/2020 ABC SDN BHD Malaysia 30U RE

Provide a Name for the note.

Provide the content of note in
Description.

Click Save once complete.

Select 'External: Document from

T = . ' .gn .
" NOTES AND ATTACHMENTS . Suppller from the Classification
o dropdown for the created note.
% O Name @Iassifta'inn Y Type Y Added Added By File Size
% O Testing Please Select ~  Notes 03/23/2020 ABC SDN BHD Malaysia
O Contract Lines Upload Template_202003121.. Please Select - File 03/23/2020 ABC SDN BHD Malaysia 39.00 KB

Open
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Upload Notes, Attachments & Links

Sharing and uploading external links.

T ST T T ST TS

~ NOTES AND ATTACHMENTS

i B i

O Name Classification Y/ Tyee W

[ Testing Please Select ~  Notes

Added

03/23/2020

4
File Upload @
Added By, Motes
External Link
ABC SDN BHD M;

~ NOTES AND ATTACHMENTS

e

Open

[} Name Classification Y/ Type Y
[m} Testing [ Please Select -~
[0 Testing Please Select -
[0 Contract Lines Upload Template_202003121. Please Select -

External Link

Notes

File

CANCEL

Added

03/23/2020

03/23/2020

03/23/2020

Added By File Size

ABC SDN BHD Malaysia

ABC SDN BHD Malaysia

ABC SDN BHD Malaysia 39.00 KB

0010600

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

Click on & to upload any notes,
attachment or external link.

Select External Link to share any
external link.

Provide a Name for the external
link to be shared.

Provide the URL.

Click Save once complete.

Select ‘External: Document from
Supplier’ from the Classification '
dropdown for the uploaded link. |




Respond to Contract Oblig;ntions O—0O0—0—00

Access Upload Respondto Using The Update

Contract Notes, Contract Discussion Supplier
. . . . . . . . Repository Attach- Obligations Forum Contac_t
Supplier will receive an email notification on the Contract Obligations that ments & information
need to be responded to.
@ B You will receive an email
notification as per screenshot on
An Obligation associated with the following contract is now in "To Be Achieved" status. the left. This means that you will
need to respond to the relevant
SMART Contract Number : MCTR10000566(Revision 24) contract obligation. Proceed to

log into your SMART account.

Contract Name.: xx Click “Click here” URL from the

email to access the SMART by GEP

Supplier : xx system.
Obligation Name | Insurance - Initial | IREGGCAEER CIRUTR FINEG LLIPERCLEELT
action to be taken by supplier
O  Consult your PETRONAS Contract
Obligation Due Date : 07 Jul 2021 Management representative via the Contract

Discussion Forum for any clarification
required

Click herejto access the SMART by GEP system.

Note: This is a system generated email.

Open



Respond to Contract Obligations

Contract Notes, Contract Discussion Supplier
. . . . . Repository Attach- Obligations Forum Contac_t
Supplier can navigate to the outstanding contract obligations from the ments & Information
Home Page.

English | Englishi¥ Enter your SMART username and
Password to access the Contract
Obligations

Open
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Respond to Contract Obligations

Supplier will need to update the status of the action plan that they have
been assigned to upon completion of the obligation.

My Tasks

+

Create

ol
B
Supplier
Profile

Open

Catalog  Sourcing  Contract  Purchasing Invoice  Supplier

& TTT Contract For Expert User O

PERFORMANCE

OBLIGATIONS

‘ CONTRACT DETAILS | CONTRACT LANGUAGE

TOTAL TO BE ACHIEVED
1 1

Obligation Name

sr. No. Source Type

1 Insurance Policy @

User Defined Insurance - Initial

Due Date

29/02/2024

.
R

=] COMMENTS = DISCUSSION FORUM : More
Copy URL [ Export
Y Filters

Assignee Status Mark As Not-Applicable

Ahmad Delaila Musafir

Rows Per Page: 1-10f1 <

O—0E0—1000

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

From contract document, click on
Obligation tab.

Click on the Obligation Name
where the action plan needs to be
updated.
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Respond to Contract Obligations

Supplier will need to update the status of the action plan that they have
been assigned to upon completion of the obligation.

BANK GUARANTEE - INITIAL (0-2020.000003) TO BE ACHIEVED

W11, Remarks

Q12. Document Attachment

Add Attachment

ACTION PLANS

® w
O Name Assignee StartDate  End Date Status Actions
0O > SoftCopyBG @ Vendor SdnBhd ~ 07/27/2020 08/30/2020 . 2
To Be Achieved -
[0 > HardcopyBG ACTION PLANS o
O Name Assignee Start Date  End Date Status Actions

Soft Copy BG Vendor Sdn Bhd 07/27/2020 08/30/2020 e
O 2 o/ 8 Achieved ‘ 7

Not Relevant
[0 > HardcopyBG Vendor Sdn Bhd 07/27/2020 08/30/2020 Vi

Failed

O—0E0—1000

Access Upload Respondto Using The Update

Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

M Look for the ‘Action Plans’ that
you are assigned to.

YAl Click on the To Be Achieved’
Status to update the status of the
Action Plan.

Bl Choose the relevant option to
update the status:

* Achieved - Action Plan
Achieved / Acknowledged
Reminder.

. Not Relevant — Action Plan Not | . .2

applicable. SEsees

* Failed - Action Plan failed to be
completed.

-------

Relevant / Reminder not - ---
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Contract Obligation Types & Definition

It is the supplier's responsibility to understand and fulfil their contractual obligations as and when
required throughout the contract period. Specific Action Plans configured to Obligations are assigned
to either PETRONAS and Supplier. The types of obligations that involves suppliers are as follows:

Obligation Type Specific Action Plan for Business User Obligation Type Specific Action Plan for Business User

Liquidated
Damages

Bank Guarantee
- Initial

Bank Guarantee
- Subsequent

Bank Guarantee
- Reminder

Liquidated
Damages
Reminders &
Notices

Bank Guarantee
Information

Bank Guarantee
Information &
Renewal
Reminders

Configuration for
Bank Guarantee
Performance
Reminders

Supplier to acknowledge delivery reminder 1

Supplier to acknowledge delivery reminder 2
Supplier to acknowledge delivery reminder 3

Supplier to acknowledge notice of default

Supplier to submit soft copy of BG through
SMART

Supplier to submit original copy by hand
Supplier to acknowledge renewal reminder 1

Supplier to acknowledge renewal reminder 2

Supplier to acknowledge renewal reminder 3

Supplier to submit soft copy of BG through
SMART

Supplier to submit original copy by hand

Supplier to acknowledge performance reminder 1
Supplier to acknowledge performance reminder 2

Supplier to acknowledge performance reminder 3

Parental
Guarantee -
Reminder

Insurance -
Initial

Insurance -
Subsequent

Contract
Closure

Configuration for
Parental
Guarantee
Performance
Reminders

Insurance Policy
Information

Insurance Policy
Information &
Renewal
Reminder

Contract Closure
Checklist

Supplier to acknowledge performance reminder 1

Supplier to acknowledge performance reminder 2
Supplier to acknowledge performance reminder 3

Supplier to submit soft copy of Insurance through
SMART

Supplier to acknowledge renewal reminder 1

Supplier to acknowledge renewal reminder 2 -

Supplier to acknowledge renewal reminder 3

Supplier to submit soft copy of Insurance through |; ;22
SMART

Supplier to confirm settlement of all financial
obligations (payments)

Supplier to confirm no outstanding issues

Supplier to issue Contract Closure Certificate via
SMART (if applicable)




Open

Using The Discussion Forum

Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact

For any clarification regarding the contract, supplier shall use the ments & Information
discussion forum as the formal communication channel with PETRONAS.

Search =

e o@ 8 Click on the 'Discussion Forum’

Catalog Sourcing Contract Purchasing Invoice Supplier

& UAT SMART NextGen #1 - DO NOT USE =) oiscussion Forum [IERGSS icon to initiate communication with
CONTRACT LANGUAGE | OBLIGATIONS | PERFORMANCE | @ copyURL [ Export PETRO NAS

Commercial Terms Performance

Obligations

Documents

Topic > Discussion > Threads

To Be Achieved : 1
Not Relevant : 0
Failed: 0
Achieved : 0

Rolling Average :

Contract Language : 0 Contract Expiring in : 268 Day(s)

Contract Score :

Attachments : 1

Topic:
» Topic is the group name where
you can have multiple

~ BASIC DETAILS

ﬁ;n;r;;;gel‘;enﬁen #1 - DO NOT USE EOTHF(‘:‘V%:E:E';IU‘S‘.SZCHI. Merk 25 Confidentel ;:j:';:?j;my Delivery Agreement Z:Tt:r;:tlip:lﬁwll of Quantities ili\n{grz;iig:::esr‘;‘élsa,m NG_Buyer_PCSB dISCUSSIOI‘]S around a tOpIC
Thie o UAT activiy with Exprt User for SMART NextGen * A Topic can have multiple
Discussions.
> APPLICABLE FOR
> INTERNAL PARTY DISCUSSIOn ; :': :
* A Discussion is a sub-unit under .
> EXTERMAL PARTY .
Topic. il
; TERMS ¢ One (1) Discussion can have .-
> NOTES AND ATTACHMENTS mu[t|ple Th reads_

~ .. - Only the Supplier Contact designated in the contract can initiate a thread in the Discussion

¥  Forum. Other team members within your company will only able to view the contract details.




[Open]

Using The Discussion Forum

Supplier will first be required to create a suitable topic.

Catalog  Sourcing Purchasing  Invoice  Supplier

& @ DISCUSSION FORUM - UAT SMART NEXTGEN #1 - DO ...

No topics available

My Tasks

Create

Supplier
Profile

Topic Name

Topic Name *

Open

CANCEL

Search Q

& Refresh [

®

Create Discussion

SUCCESS

Topic created successfully

u¢@°

Create Topic

Create Discussion

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

Click on @ce=e  in the top right to
begin. Next click on ‘Create Topic'.

Enter the relevant Topic Name'.

Click ‘Save’ to save the topic.

Click ‘'OK’ to complete the topic
creation.
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[Open]

Using The Discussion Forum

Once the topic has been established, supplier shall create a Discussion
around the topic.

Catalog  Sourcing Purchasing  Invoice  Supplier Search m A @ °

(o DISCUSSION FORUM - UAT SMART NEXTGEN #1-DO ... £y Refresh []Dovinload (F) Create 18] Audit Log | Legend

ds
Supplier
Profile

Create Discussion

=

O—C0—C00

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

In the newly created topic, click on
‘Create Discussion’.




[Open]

Using The Discussion Forum

Once the topic has been established, supplier shall create a Discussion
around the topic.

6 Catalog Sourcing Contract Purchasing Invoice  Supplier
PeTRONAS
”
4

& €3 DISCUSSION FORUM - UAT SMART NEXTGEN #1-DO ..

Fields marked with an asterisk are requited
Discussion Name *
Price Change

Select members you would like to

£ Refresh [{7)Download

100 @
Jend

Create Topic

Create Discussion

Topic Name *
To revise material price

SUPPLIER MEMBERS(1/1)

Select Contact Name Role View Post Admin
=i
BupE Alisbu

Profile /]

Supplier Primary Contact, Supplier Authorized Signatory, .. v v v

(¥) SUCcEss

Discussion created successfully.

©.

Open

O—C0—C00

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

Select the ‘Supplier Members' to
be included in the Discussion.

Note: Click on & to select an
existing Topic or to add new
Topic.

Provide a name for the
Discussion.

Click ‘Save’ to save the
Discussion name.

Click ‘OK' to complete the
Discussion creation.




[Open]

Using The Discussion Forum

Lastly, supplier can initiate their query by posting a discussion thread.

Catalog  Sourcing Purchasing  Invoice  Supplier Search “ w2 w

« DISCUSSION FORUM - UAT SMART NEXTGEN #1 - DO ... 3 Refresh [ Downioad () Create g Audit Log | Legend
« To revise material price Price Change
@ I Total Post=z0 | 2 SUPPLIER MEMBERS

\ Price Change Ali abu created this discussion on 12/15/2023 07:08 PM

8 vE
My.Tasks () IToalPostsi0 |

+

Create

il
5=
Supplier
Profile

(D) Buyer participants have been automatically added to this discussion.

(i) This is an exclusive discussion between the Supplier and the Buyer organization.

B I US 1 = £ E|= fR  Font - | size - 52

® ®

Add Attachments

Open

O—C0—C00

Access Upload Respondto Using The Update
Contract Notes, Contract Discussion Supplier
Repository Attach- Obligations Forum Contact
ments & Information
Links

Post the thread at the allocated
post section.

If you wish to upload any
attachments in the thread, click
the ‘Attach Document’ icon

to post your attachment.

Click ‘Post’ to submit the 0y
discussion thread. -




. . O—CEO)—0C)——€
Update Supplier Contact Information

Contract Notes, Contract Discussion Supplier
. . . . Repository Attach- Obligations Forum Contac_t
Information to be updated if required through contacting contract ments & Information

administrator via the Discussion Forum.

Catalog  Sourcing  Contract  Purchasing  Invoice  Supplier N @ o Under the EXternal Party Section, yOU
can update the Supplier Contact by
- ve - Publis = = : More . .
& UAT SMART NextGen #1 - DO NOT USE [T submitting a request via the
CONTRACT LANGUAGE | OBLIGATIONS | PERFORMANCE ‘ (@) copyurL [ Export Discussion Forum to the authorised

PETRONAS personnel.

Commercial Terms

Obligations Performance

Documents

To Be Achieved : 1 Rolling Average :
Not Relevant: 0 Contract Score :
Failed: 0

Achieved : 0

Contract Language : 0 Contract Expiring in : 268 Day(s)

Attachments : 1

Note: The Supplier Contact refers to
primary team member who manages
this contract.

o
EE3
Supplier
Profila > BASIC DETAILS

Under the External Party section, you
can also update the Ordering

> APPLICABLE FOR

> INTERNAL PARTY Location.
I . EXTERNAL PARTY
Note: .‘
Supplier Referred As Supplier Contact Signatory Ordering Location . . e
FEI Sdn Bhd Supplier Ali abu Ali abu Hotel Frisco by FEI . Order”’]g Location to be .o

maintained based on the branch
where Supplier will receive
Purchase Orders (PO).
* The Ordering Location will be
defaulted in the PO.

> TERMS

> NOTES AND ATTACHMENTS

For any changes in the Contract,
please submit your request via the

Discussion Forum to the authorised
PETRONAS personnel.

Only authorised PETRONAS personnel can update the ‘Supplier Contact’ and ‘Ordering
¥  Location'. For any changes, please submit your request via Discussion Forum.

\

Open
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APPLICATION DEEP DIVE

Purchase Order

Acknowledgement




Open

[Open]

Purchase Order Acknowledgement

Purchase Orders are sent to suppliers in 9 GEP S/ma27 . Suppliers will be able to view and
acknowledge the purchase orders.

LEARNING Suppliers will be able to view Purchase Order Details and create Purchase
OBJECTIVES Order Acknowledgement.

O—G

View Create
Purchase Purchase Order
Order Acknowledgement




View Purchase Order (1/6)

Purchase Order can be searched directly from the Home Page.

Catalog  Sourcing  Contract  Purchasing  Invoice  Supplier

Tasks @

ACTION PENDING (7)  FOLLOW UP (0)

Order RFX
5 2

Document Name Document Number
Supplier
Profile Order2 for NEW PR CATALOG 3400358396
NextGen Order Sample 3400358392
Order1 for FE 3400358384
Order1 for ET 3400358383
Order1 for SMART NextGen - YZ 3500016952

Days in Current State

Order Total

2.00

53,033.03

1,000.00

5,600.00

26,192.00

Purchase Type

Standard
Standard
Standard
Standard

Standard

e ® o '8 Supplier can search Purchase

Created On

4

Open

Rows Per Page. 10 » 1-50f5

00

View Create
Purchase PO
Order Acknow-
ledgement

Order (PO) directly via inserting
the PO number in the ‘Search’ field
at the Home Page

Supplier may find new PO issued
to them for acknowledgment from
‘MyTasks’

Note:

A notification will be issued to the
Supplier upon successful creation
of new Purchase Order from
PETRONAS. However, the final list
of Purchase Orders is always .
referring to the one available in |: 35
the system. P M

Alternatively, Supplier are able to
to view all PO details via
‘Purchasing' tab
including new ones




View Purchase Order (2/6) D—C

View Create
Purchase PO
Order Acknow-

Purchase Order can be searched directly from the Home Page. ledgement

Catalog  Sourcing  Contract Invoice  Supplier A“ PO documents are segregated
b according to its statuses for ease
ocuments

@ of reference and searching.
ORDER  SERVICE CONFIRMATIO

Click on ‘Export’ to download the
My.Tasl:s All Supplier Acknowledged Sent To Supplier Cancelled Closed Sent To Buyer Approved

7747 4807 2633 284 20 2 1 PO listing &7 Bxport
+

Create

I r_\l:l Export === Manage Attributes Y/ Filters I

Click on ‘Manage Attributes’ to

a Order Name t.| Order Number Supplier Purchase Type Created By Created On T1| Order Value Status Actions . . .
S include/exclude available field
Pr‘n’:‘l)‘lle Search Search l
column.
. st
NextGen Order Sample 3400358392 FBI Sdn Bhd Standard UAT_NG_Buyer_PCSB_02 NG_... 09/13/2023 53033.03 MYR Sent To Supplier == Manage Attri bUteS
Order1 for SMART NextGen - YZ 3500016952 FBI Sdn Bhd Standard UAT_NG_Buyer_RAPID_01 NG. 08/14/2023 26192.00 MYR Supplier Acknowle 1 nes L 1F1
Click on ‘Filters’ to search specific
Order2 for NEW PR CATALOG 3400358396 FBI Sdn Bhd Standard UAT_NG_EUR_PCSB_01 NG_E.. 09/13/2023 2.00 MYR Supplier Acknowle H H
document (i.e., PO) by desired
Order1 for ETT/FEL AAA #3 3400358385 FBI Sdn Bhd Standard UAT_NG_EUR_PCSB_01 NG_E. 09/13/2023 10500.33 MYR Supplier Acknowle H .
attributes. v Filters
Order1 for FEL ETT Aini (Category first) 3400358384 FBI Sdn Bhd Standard UAT_NG_EUR_PCSB_01 NG_E.. 09/13/2023 1000.00 MYR Supplier Acknowle

Order1 for ETT/FEL Testing UAT 3400358383 FBI Sdn Bhd Standard UAT_NG_EUR_PCSB_01 NG_E.. 09/13/2023 5600.00 MYR Supplier Acknowle
4

3

Open




View Purchase Order (3/6)

Purchase PO
Order Acknow-

Details of the Purchase Order will be available in the Interface. ledgement

<< < ORDER: NextGen Order Sample @ L fe Purchase Order details will be
iyl @ ~  BASIC DETALLS —— displayed in six Header Values
0 I S © Indicates mandatory fielcs which are Basic Details, Supplier
g R P PR S Detatls, Invoicing And Delivery
+ S - o - - Detz?l.ls, Addltlor_1al Informatlon, .
n I i St b o Additional Details and Line Details.
B2
QO oo Supplier to also check at the
tine petals  SUPPLIER DETAILS Manage Optional Felds ‘Additional Information’ field for
B cicotes mandatory feids further info/details on the items (if
o1 o P, 00191528 o 1 ol ot s Wi 30 days e e e any).
Supplier can also click ‘Print
Preview' in order to have a total
view of the Purchase Order.
« INVOICING AND DELIVERY DETAILS Manage Optional Filds .. ;.'j
s e Supplier will be able to view the e
e o Somveea(fos) Lovel o e Purchase Order Net Value at the [ :: o
top right of the screen.

Supplier is not able to edit details
in the PO. Supplier can utilize the
“Comments & Attachments”

feature to key in additional info or
Supplier PO reference number,

Print Preview

Supplier to check on the details of the Purchase Order prior to acknowledging it. Any

R discrepancies of details shall be highlighted to PETRONAS accordingly.

Open



View Purchase Order (4/6) D—C

View Create
Purchase PO
Order Acknow-

Details of the Purchase Order will be available in the Interface. ledgement
» LINEDETAILS Supplier is also able to view the
LINES Contract Number, Contract
Line (2) w () Indicates mandatory fields E[e': @ Name 8 ContraCt Explry n the
Line Details section (For
v Line 71| ERPLine Reference Num.. || Type 11| Item Number 71| Line Descript.. 7. nCreator +1| Additional Inform.. ¢ | ContractNumb.. 1| Contract Expiry.. 1|
contractual purchase)
s 1 1 Variable v 4028221 RENTAL,CNTR,8X8.. UR_PCSB_01 NG_... View 2020.001458 TSC-52P-CM-004 MO...
s 2 L s MNPWRCORREN. URPCSOLTNG_.  View Supplier can also click “Print
‘ — C Preview” at the bottom left of
Rows PerPage: [10v] 1-20f2 the page to get an overall view
of the Purchase Order.

~

~ Supplier to check on the details of the Purchase Order prior to acknowledging it. Any

(I discrepancies of details shall be highlighted to PETRONAS accordingly.

Open




o - o ©)

View Create
Purchase PO

View Purchase Order (5/6)

Details of the Purchase Order will be available in the Interface. ledgement

< 3400358392 - NextGen Order Sample (] Download 2y Print . " "
&8 Click "Download” to download a

@ @ copy of the PO

P.0. Box 95, Kuala Lumpur, Malaysia, 50450

COMPANY
PURCHASE ORDER INFORMATION = u H n -
A Click “Print” to print a copy of the
3000101325 : No.1. Jalan jalan Cari Makan
Mo 1, Jalan jalan Cari Makan, Shah Alam, Selangor SEL, Malaysia, 40150 Po
Description: NextGen Order Sample
=H
Terms of payment: Within 30 days Due net Order Number: 3400358392
k3 Click “Back” to go to the previous
Currency: MYR Malaysian Ringgit . MYR Date: 122212023
Back
Order Value: 53,033.03 UAT_NG_Buyer_PCSB_02 SC reen
Contact Person: NG_Buyer PCSE
Discounts: 0.00
Order Total: 53,033.03 Status: SentTo Fariner
3400358392
Product Description
fiem Humber Deluery Date Quaniity UnitPice "™ Freight Discount et Value
Supplier Category Unit Per
Produst No
1 4028221 9212023 RENTAL CNTR.8X8X8' STALY,ONS,W 50,000.00  1.00 0.00 50,000.00
i CoanerBoses  TRNROP
Leasing/Rental 1.00
4028221 UT: UNIT
@ PSC Name: Sr No. PsC

Back

Supplier to check on the details of the Purchase Order prior to acknowledging it. Any
£ discrepancies of details shall be highlighted to PETRONAS accordingly.

Open



View Purchase Order (6/6) - Timewrite

Assigned project details will be available in the Purchase Order Interface.

0@

PETRONAS

My Tasks

+

Create

o}
=&
Supplier
Profile

Open

Catalog  Sourcing  Contract M Invoice  Supplier

< 3400358392 - NextGen Order Sample

St

PETRONAS
COMPANY

4000086219 :: FBI Sdn Bhd

Terms of payment:

3000101325 = No.1. Jalan jalan Cari Makan _
MNo .1, Jalan jalan Cari Makan, Shah Alam, Selangor SEL, Malaysia, 40150

Z030 Within 30 days Due net

[Open]

PURCHASE ORDER INFORMATION

uuuuuuuuuuu

Contact Peraon:

1

Currency: MYR Malaysian Ringgit . MYR — ot 1o "
v 000000 IR
Discounts: 0.00 FHOORSTI
Surcharges: 0.00
Order Total: 120,000.00
Product
Item EL@EE- Efdnngﬂ’ Category %ﬂﬂm g:g’ Discount  Surcharge Net Value
No
1 4415358 10/01/2022  Genaral GNRL JUNIOR 1,200.00 0.00 0.00 120,000.00
4415358-1  3/04/2022 Manpower ANALYST ANLYS CERT ONSHORE 8
BDADY?%ays
PSC Name: Sr No. PSC

Additional Fields Details
Work Descriptions
Personnel Number
Personnel Name
Project Name

50036890

MyTimex

Classification:

SKILL TRADES : JUNIOR ANALYST

WORK DESCRIPTION : ANALYSIS
QUALIFICATION/CERTIFICATION : CERTIFIED
SERVICE AREA (ON/OFFSHORE) : ONSHORE
WORKING TIME : B HR DAY
SERVICE PLAN : SIT

®

00

View Create
Purchase PO
Order Acknow-
ledgement

“Additional fields details” displays
information about the contractors
and the assigned project

Click "Download” to download a
copy of the PO

[l Download

Click “Print" to print a copy of the

R

Click "Back” to go to the previous

screen

Y

’

L

(TF’_ Supplier to check on the details\

\

of the Purchase Order prior to
acknowledging it. Any
discrepancies of details shall be
highlighted to PETRONAS

accordingly.

..
see
oo




Create Purchase Order Acknowledgement

Supplier is required to create a Purchase Order Acknowledgement to confirm the

Purchase Order details prior to delivery of item or initiation of services.

©0—0

View Create
Purchase
Order Acknow-
ledgement

¢ ORDER: NextGen Order Sample PR ivee B Once supplier complete validating
the Purchase Order Details,
>= ~ BASIC DETAILS Manage Optional Fields . . .
supplier to proceed with Supplier
Basic Details * Indicates mandatory fields .
7 Order Number Order Name Order Contact Order Author Purchase Type Creation Date A'CknO\_Nledgement n SMART by
Supplier Details 3400358392 NextGen Drder Sample UAT_NG_Buyer_PCSB_02 NG_Buyer..  UAT_NG_Buyer_PCSB_02 NG_Buyer..  Standard 09/13/2023 tr|gger| ng the ‘Acknowled ge
Invoicing And Delivery... Original Issue Date Supplier Acknowledged Date Gurrency Signatory Orderl at bottom ”ght Of the
Additional Information 122212023 MR - Purchase Order SCreen
Additional Details
Line Details I mportant:
! + SUPPLIER DETAILS B Supplier to check details of the
* Indicates mandatory fields Purchase Order prlor tO
Supplier Name Supplier Code Ordering Location Supplier Contact Payment Terms Dispatch Mode . .
FBI Sdn Bhd 4000086819 3000101325 No.1, Jalan jalan Cari .. Aliabu Within 30 days Due net Direct Email aCknOWledg INg it. Any
S discrepancies should be
highlighted to PETRONAS .
accordingly.
~ INVOICING AND DELIVERY DETAILS Manage Optional Fields
* Indicates mandatory fields
Bill To Bill To Address Contact Email or Phone
Finance Shared Services(Fs2), Level 5, Menar... = @
Print Preview
| N\

Notice that the status of the new Purchase Order is ‘Sent to Supplier’. Upon clicking

ﬁ ‘Acknowledge Order’, status of the PO will be ‘Acknowledged’

Open



[Open]

APPLICATION DEEP DIVE

---------
..........
...........

Goods Acceptance /
Service Confirmation

........

......

'
~ -,

5

_ For Suppliers providing manpower services to PDSB (for PDSB Timewrite purposes), kindly skip the

creation of Service Confirmation steps and proceed to Invoice Management & Payment.

Open



Open

[Open]

Goods Acceptance / Service Confirmation

Acceptance process for goods will be done by PETRONAS upon receipt of material and service
confirmation will be created by supplier in GEP SMART™ after service completion.

LEARNING Suppliers will be able to view Goods Receipt Quantity in Purchase Order and
OBJECTIVES create Service Confirmation in GEP SMART™

O—OG

View Goods Create Service
Acceptance & Confirmation
Return Note (Rate Based)

........
---------
----------




Open

[Open]

View Goods Acceptance & Return Note

Supplier will be able to view Good Acceptance status and Return Note for materials
N 9GEP Al

1 Goods Acceptance — Acceptance quantity, net of cancellations or return deliveries, will be
displayed in the respective Purchase Order at item level.

2 Return Note — Return note will be created for item that fails Acceptance process. Supplier

can view the individual return note document.




View Goods Acceptance

The Goods Acceptance status will be available in Purchase Order details in
9GEP 27 after PETRONAS creates the Good Received internally.

Catalog  Contract  Purchasing  Invoice  Supplier Search n 0w @ @

My Tasks @

ACTION PENDING (93+) ~ FOLLOW UP (2)

Order Retun Note Contract Form RFX
6907 211 6 2 1

Document Name Document Number Days in Current State Order Total Purchase Type Created On
Order1 for KLCC-TSC_P2P_CAT_005d 3400361111 106.00 Standard
Order1 for DO NOT USED 3400361104 500.00 Standard

Cataleg  Contract Invoice  Supplier Search n Howr @ @

p@m

ORDER  RETURNNOTE  SERVICE CONFIRMATION

All Supplier Acknowledged [ESCRErET I cancelled Closed Sent To Buyer Approved
7749 4807 2635 284 20 2 @

[¥] Export =% Manage Attributes Y/ Filters

Order Name 10|t Ship To Location Order Receiving Status Order Type Invoiced Order Contact Order Invoicing Status Actions
Search
Order for TSC-P2P-CAT-003a1 (T30) - KLCC 0121-M171 PETROSAINS None Requisition Order 0.00% M Nizam Not Invoiced
Order1 for Asset FS v.02 - SAP 0003-M010 PCSB Peninsular Malaysia None Requisition Order 0.00% 0003_PCSB_RequesterSuperUser02 Not Invoiced
Order for 11949340 0000023020/30-200 None Requisition Order 0.00% Petronas 30 Admin 30 Not Invoiced
Order1 for 10089567 0000023478/64-200 FullReceipt Requisition Order 100.00 % Norfadzilah Not Invoiced
Order for Requisition8123291-Invoice_Numbering 0000023166/30-200 FullReceipt Requisition Order 100.00 % Petronas 30 Admin 30 Fully Invoiced
Order1 for Requisition§123417 0000023475/64-200 FullReceipt Requisition Order 100.00 % Petronas 30 Admin 30 Nt Invoiced
Order1 for Requisition8123407 FullReceipt Requisition Order 100.00 % Petronas 30 Admin 30 Not Invoiced
Order1 for Requisition8123159 0003-M010 PCSB Peninsular Malaysia PartialReceipt Requisition Order 400% Petronas 30 Admin 30 Partially Invoiced
Order1 for Surcharge at SC & Invoice -BHD-1235-Parul 0003-M010 PCSB Peninsular Malaysia PartialReceipt Requisition Order 0.00% Petronas 30 Admin 30 Not Invoiced
Order1 for surcharge a1 SC & invoice-JPY-Parul-1235 0003-M010 PCSB Peninsular Malaysia PartialRecsipt Requisition Order 0.00% Petronas 30 Admin 30 Not Invoiced
4 »
—

Open

3

00

Goods Service
Acceptance Confirm-
& Return ation

Note (Rate

Based)

To view the Goods Acceptance
Status for Purchase Orders, click
on 'Purchasing’ at the Home
Page.

Under ‘Order’ section, select on
‘Supplier Acknowledged’ tab.

In ‘Order Receiving Status’
column where it states the overall
PO Good Acceptance status.

If the column is not available,
supplier can add the field attribute [
from 'Manage Attributesl " Manage Attributes |7 0 v

None — No Good Acceptance done
Partial Receipt — Good Acceptance
done partially

Full Receipt - Good Acceptance

done for all line items



] [Open] G_G)
View Goods Acceptance

Acceptance Confirm-
& Return ation

The Goods Acceptance status will be available in Purchase Order details in Note e
9GEP =T after PETRONAS creates the Good Received internally.

Catalog ~ Contract Invoice  Supplier Select intended PO docu ment by
Documents CliCking on the PO name.

ORDER RETURN NOTE 'SERVICE CONFIRMATION At lLine Detailsl Section Of the PO,

All Zeg;;supphsr ;aar:ellea ;\l::la: Szen"aﬁ_y;er :pp'n‘.-s: SC[’O[[ to- the rlght and look for
‘lItem History' column.

’ ﬁ Supplier will be able to view the

Order1 for TSC-P2P-CAT-003a1 (T30) - KLC LINES Acceptance Quantity by Clicking

9 Order1 for Asset FS v.02 - SAP Line (3) 5 Indicates mandatory fields [} > ,V. ' th t h . t
Order for 11949940 v Line 74 ERPLine ReferenceNum.. 1, Type 74| Item Number 7. LineDescript.. 1. 3hipTe *| | ShipTe Address || Deliver To 21| Manufacturer +. | Item History .| Requisition Creator 21| Additional Inform y
Order1 for 10089567 v 1 1 Material v 51423874 AIR CONDNR,SPLT.. )000023020/30-200-  PCSB Peninsular Ma... ADD View Petronas 30 Admin 30 View

P . O — * If VIEW is clickable (blue),

o ’ e @ subsequent document (e.g. SC,
receipt and etc.) has been .
created. cieee
. * If VIEW is not clickable (grey), b

ke O Do o i P Pl o no subsequent documentis |

a 0.000 ooo =y s A Y OUVILYULTIL ATV e e

o et e ot created.

0.00

& ITEM HISTORY|

i S Total Received Quantity is the total
- S — R accapted quantity

3 2.000 8.00

Credit Memo

o oo o Supplier to check on the Total
Received Quantity prior to creation of
invoice.

Return Note

Close

Open



View Return Note

[Open]

Return Notes will be created for items that fail upon acceptance process.
Supplier can view the individual Return Note document listed.

Catalog  Contract  Purchasing Invoice  Supplier

®

ACTION PENDING (39+)  FOLLOW UP (2)

Order Retun Note Contract Form RFX
6907 211 6 2 1

Document Name

My Tasks

Document Number

Catalog  Contract [EETEEELGIN Invoice  Supplier
Order1 for DO NO'
Order1 for KLCC-T Documents @

ORDER | RETURN NOTE | SERVICE CONFIRMATION

All Sent To Supplier Supplier Acknowledged
217 211 4

Order1 for KLCC-T

Return Note Name Return Note Nu... 11| Order Number
Search @ Search Search

ReturnNote1 for Receipt1 for Or... 30220235000337872.. 3400361044
ReturnNote1 for Receipt2 for Or... 30220235000337863.. 3400360748
ReturnNote for Receipt4 for Or... 30220235000337074.. 3400358808

Open

Cancelled

T

Days in Current State

Receipt Number T

Search

30220235000337871

30220235000337863

30220235000337074

Order Total

Supplier

Search

FBI Sdn Bhd

FBI Sdn Bhd

FBI Sdn Bhd

Item Count

Search

1

3

1

Purchase Type

z

Created By

Search

M Nizam

M Nizam

Rosmaliza

Dm@@

Created On

upz@@

= Manage Attributes Y/ Filters

Created On

Search

12/21/2023

12/21/2023

10/13/2023

T

Status

Search

Sent To Supplier

Sent To Supplier

Sent To Supplier

00

Goods Service
Acceptance Confirm-
& Return ation
Note (Rate

Based)

To view the list of Return Notes,
click on '‘Purchasing’ at Home
Page.

Under ‘Return Note’ section,
select the desired Return Note
document.

‘Sent to Supplier’ are newly
created Return Note for Supplier’s
acknowledgement.

‘Supplier Acknowledged’ are
Return Note that has been
acknowledged by Supplier
‘Cancelled’ are cancelled Return
Note from buyer/user.

.....

Click on specific Return Note
document to see the reason for
return.




Open

] [Open] c_@
View Return Note

Acceptance Confirm-

& Return ation
A Return Note will be created for material that failed acceptance (e.g. material in Note e

damaged condition).

6 Catalog  Contract Invoice  Supplier Q. oo @ @ 4 Undel’ 'Line Details, SeCtiOI’l,

Supplier will be able to view the
& Return Note: 302202250000054710001 - R... | 1 Mo ‘Returned Quantity’ of each return
note document, and the ‘Reason
for Return’.

= > BASIC DETAILS

Basic Details
> SUPPLIER DETAILS . .
Supplier Details C“Ck On VleW at COmmentS
Shipping Details 5 SHIPPING DETAILS column to see more remarks from

buyer/user (if any)

Additional Information

e [ > hopmONAL INFoRMATION M Upon agreement with buyer/end
o user on the return, Supplier shall
~ LINE DETAILS ) Indicates mandatory fields 5
acknowledge the Return Note by
LINES

clicking on Acknowledge button at |
bottom right of the page. e

p oo oo
Acknowledge .o

Search [IQManage Columns

Line Type Item ... Item Returned Quan... uom Previously Ret...

Comments Reason For Return

Search Search Search Search Search Search Search

Search

O 1 Material ~ 50221598 BEARIN. 6.00 PC; Piece 0.00 Expecting Replacement ~

Rows Per Page: v Page 1 of1

Print Preview Acknowledge



Create Service Confirmation (Rate Based)

Acceptance Confirm-
& Return ation

Supplier to create service confirmation immediately upon completion of work Note | (Rate
as per agreed PO requirements.

Supplier to search for the PO
number which they want to create
Service Confirmation (SC) from
the Search bar.

6 | All Documents -
2. Search m
D) 3500016782 u
My Tasks D) 3400358292
4D 3400359620
4D INV-11:23-0010265

{5 3400360500

Return Note Contract Form REX
Create TR

Documents

P O

ACTION PENDING (99+)  FOLLOW UP (2) Alternat|vely go to :Purchasing:

from home page. Under ‘Supplier
Acknowledged' tab, supplier may
refer to ‘'Order Receiving Status’
column to determine which PO
that is yet to create SC.

ORDER  RETURN NOTE  SERVICE CONFIRMATION

All Supplier Acknowledged Sent To Supplier Cancelled Closed Sent To Buyer Approved
7749 4807 2635 284 20 2 1
EI Export = Manage Attributes Y/ Filters

Order Name Tl Created On 11| Ship To Location ' Order Receiving Status i Order Type Invoiced Order Contact Orc Actions

None — No Good Acceptance
done

Partial Receipt — Good EETEEEE

--------

Supplier

Profile Search
Order1 for KLCC-TSC_S2P... 12/21/2023 0121-M171 PE FullReceipt Change Order 100.00 % M Nizam Not

Order1 for KLCC-TSC_S2P... 12/21/2023 0121-M171 PETROSAINS FullReceipt Change Order 100.00 % M Nizam Ful
Order1 for KLCC-TSC_P2P. 12/21/2023 0121-M171 PETROSAINS FullReceipt Requisition Order 100.00 % M Nizam Ful done for all li ne items
Order1 for KLCC-TSC_S2P... 12/21/2023 0121-M171 PETROSAINS None Requisition Order 0.00 % M Nizam Not
Order1 for KLCC-TSC_S2P... 12/21/2023 0121-M171 PETROSAINS FullReceipt Requisition Order 100.00 % M Nizam Ful

Acceptance done partially |-

Full Receipt — Good Acceptance

Note:
Only PO that has Service
acquisition requires SC creation.

Order1 for KLCC-TSC_S2P... 12/21/2023 0121-M171 PETROSAINS ~ PartialReceipt ‘ Requisition Order 0.00 % M Nizam Not

" This step is not applicable for Suppliers providing manpower services to PDSB (for PDSB Timewrite purposes).

Open



[Open]

Create Service Confirmation (Rate Based)

PO details will be display on screen.

6 Catalog  Contract [EEIEESLGIN Invoice  Supplier
PETRONAS

< ORDER: Order1 For Requisiti..

= ~ BASIC DETAILS

*Indicates mandatory fields

400.00 MYR = Create Service Confirmation

Manage Optional Fields

Rows Per Page:

Basic Details
. ) Order Number Order Name Order Contact Order Author Purchase Type Creation Date
Line Details 3400357685 Order1 for Requisition8122789 Shivanshu Shivanshu Standard 07/27/2023
Invoicing And Delivery... .
Original Issue Date Supplier Acknowledged Date Currency Signatory
07/27/2023 08/16/2023 MYR -
0 Supplier Details
Ei
Supplier
Profile Additional Information
Additional Details
~ LINE DETAILS
LINES
Line (1) [ Indicates mandatory fields D:-Q\ @
v Line 1l | ERP Line Reference Num... Type Item Number tl| LineDescript.. 1| Supplier Item ... 11| Category 11 Quantity 11
v 1 1 Variable ~ 4002741 PROJ,PLNT,BARDE..  M010_4002741_SSP Project Management...  1.000

4 G 13

v 1-10f1

Print Preview

©0—0

Goods Service
Acceptance Confirm-
& Return ation
Note (Rate

Based)

In the PO document, ensure all PO
details are correct and accurate
based on PETRONAS request and
requirement prior to creation of
Service Confirmation (SC).

Once Supplier completes
validating the Purchase Order
Details, go to More Actions at the
top right of screen and click on
Create Service Confirmation.

Note:

SC is not Invoice. SC is required to
confirm that work has been
executed according to agreed

scope/specification.

Open




Create Service Confirmation (Rate Based)

Acceptance Confirm-

& Return ation
Service Confirmation details will be displayed. Note  [Rae

Supplier to insert the Service
Confirmation Name.

Catalog  Sourcing  Contract Invoice  Supplier Q N & @ °
rerRonAS
« & SC0000021410 0.00 MYR v |} More
far _ ) -
~ BASIC DETAILS @ @ Go To Line Details =

Supplier to insert the Service

Home
Senice Confirmation Nmber Senice Confrmaton Name Supplier Service Confirmation _— o Confirmation Number.
:Q SC0000021410 ServiceConfirmation2 for Order1 fo umber escription 3400352383 Order1 for ET ng UAT
My Tasks
Currency Supplier Code Supplier Name Field Supervisor * _ Created By H H 1
LR e S @ o e CsB.01 NG EUR | Work Location P Supplier to insert the Service
Confirmation Description.
Created On * Purchase Type
12/21/2023 Standard External Id Local Reference Number .
0
(=03 . . .
Supplr Supplier to insert the Service
Profile

Confirmation Work Location.

Supplier to confirm the field
supervisor (user) assign for SC
verification process.

Click on Next button to proceed |- :::+
with next section. i

Click on Go to Line Details to

jumps to Line Details section.
Go To Line Details

Print Preview Next ‘Submit

......

3;0 Supplier to ensure that all the basic details entered during Service Confirmation creation are correct

¥ and accurate based on the service completed.

Open



Open

Create Service Confirmation (Rate Based)

Acceptance Confirm-

& Return ation
Job Completion Ticket (JCT) or other relevant supporting documents to showcase Note o)
the completion of work must be upload by suppliers.
6 Catalog  Sourcing  Contract Invoice  Supplier Q A @ Sk|p th|s SeCtion and CliCk on NeXt
— tton t to Not
< SC0000021410 ooomve - [ | e iﬁtasamoerg]to se?:tioon.e end
~ ADDITIONAL DETAILS ( \

SES Number Document Category q

Alternatively, supplier can click on
the milestone line on the right
page to toggle between sections.

Notes And Attachments

Print Preview




Create Service Confirmation (Rate Based)

Acceptance Confirm-

& Return ation
Job Completion Ticket (JCT) or other relevant supporting documents to showcase Note e
the completion of work must be uploaded by suppliers.
NOTES AND ATTACHMENTS () Under the Notes and
Attachments section, use the
'File Upload’ feature to upload
supporting documents.
File Upload Motes External Link

(N

B Supporting documentation (e.g. JCT) is a mandatory requirement by PETRONAS for reference during

*

Service Acceptance Creation.

Open



Create Service Confirmation (Rate Based)

Acceptance Confirm-

& Return ation
Job Completion Ticket (JCT) or other relevant supporting documents to showcase Note o)
the completion of work must be upload by suppliers.

Click 'Upload Documents’ to
U3 ATTACHMENTS upload relevant supporting

documentation.

Drag and Drop file here OR UPLOAD DOCUMENTS

Documents that supplier wish to
upload must be in the accepted
Supported file formats:

.bmp,.doc,.docx,. gif,.html,.jpeg,.jpg,. mpp,.msg,.pdf,.png,.ppt,.pptx,.rtf, tif, .vsd,.xls, xlsx,.zip format type and must not
Limited to file(s) of 20MB each. exceed 20MB.

Maximum 5 files can be uploaded at a time.

0,

1
~ ,

_ Attachment wish to be uploaded must be in the accepted format type in GEP SMART™ as per item i)

and must not exceed 20MB.

Open



Create Service Confirmation (Rate Based)

Acceptance Confirm-
& Return ation

Line items details will be displayed for Supplier's confirmation. Note  (Rate

Based)
6 Catalog  Sourcing  Contract Invoice  Supplier Q A @ ° 12 Cl.|Ck on the Table icon tO VieW all
POl < sC0000021410 ocowne - [ 1 ¢ v the lines available in the PO
document.
Htﬂrjne 4 Error Counts - Supplier Service Confirmation Number field should not be blank € 2
13
i |

Line Type uomM Quantity Effective Unit Price (MYR) Unit Price (MYR) Price Per
Rate Based Service EA; EACH @ | 0.000 5,600.00 5,600.00 1

Confirmation.

0 Supplier able to view all the lines
= Line Details @ £ Go To Basic Details
My Tasks
Select Lines
Supplier

available in PO and edit the
+ 1. Testing for ETT/FEL Quantity, Start Date and End Date
Profile ﬁ'a
3400358383 10f1 selected @

before adding to the Service
Line Description Line Type Contract Numb... Quantity Effective Unit ... Unit Price Price Per Line Value

Note: Maximum decimal places
accepted for Quantity field is 3
decimal places.

o

Search Search Search Search Search Search Search Search Search s

v 1 Testing for ETT/FEL Rate Based Service ~ 5600 5,600.00 1 0.00 0
Rows Per Page: 1-10f1

Total Selected Count : 1 Close Add Lines

Print Preview Go to Basic Details

Open



Create Service Confirmation (Rate Based)

Line items details will be displayed for Supplier's confirmation.

a
&
Supplier
Profile

Open

Catalog  Sourcing  Contract Invoice  Supplier

& $C0000021410

4 Error Counts - Supplier Service Confirmation Number field should not be blank

[Open]

©0—0

Goods Service
Acceptance Confirm-
& Return ation
Note (Rate

Based)

28 Alternatively, Supplier can enter the
Quantity consumed, Start Date and
End Date at each line item in the
Service Confirmation document.

—®m °°@Q
D.OUMVRv | More

< >

Line Details B £ GoToBasicDetails
7N\ Once completed, please check to
14 - :
2 AR CATGOTRANSPORT U ® make sure accurate information has
Line Type UoMm Quantity * Price (MYR) Line Value (MYR) Consumed Date been ente red .
Rate Based Service ACTIVITY UNIT 1.00 0.00 (O ® P
Start Date Completion Date Category Contract Number Contracted Subline Value(USD) Non Contracted Subline Value(USD)
mm/dd/yy @  mm/ddsyy Ship Brokers 2019.000418 0.00 @ o000 Note- Maximum decimal places
Ship To Ship To Address Reference Invoice Number Reference Invoice Status

PHCO Head Office

3. AIR CARGO TRANSPORT

Line Type
Rate Based Service

Start Date

mm/dd/yy @

Ship To
PHCO Head Office

Tower 1, KLCC,Kuala LumpurK...

UOM
ACTIVITY UNIT (0]

Completion Date

mm/dd/yy @

Ship To Address
Tower 1, KLCC,Kuala Lumpur,K.

Quantity
0.00

Category
Ship Brokers

Reference Invoice Number

Price (MYR)
1.00

Contract Number

2019.000418

Reference Invoice Status

= accepted for Quantity field is 3
decimal places.

Line Value (MYR) Consumed Date

0.00 @ = ®
Contracted Subline Value(USD) Non Contracted Subline Value(USD)
0.00 @ o000

=

Print Preview

_ Supplier to ensure that all the details entered during Service Confirmation creation are correct and
* accurate based on the Service Completed.
If Supplier wants to only create Service Confirmation for selected line items, Supplier can remove

the other line items by clicking on Delete icon for each.

Go to Basic Details Submit

(]




Create Service Confirmation (Rate Based)

Acceptance Confirm-

& Return ation
Supplier to proceed with submission of Service Confirmation. Note e

Click on ‘Submit’ button.

Catalog  Contract Invoice  Supplier [ = @ @
< SC0000021071 3 200.00 MYR v |t More

Line Details " t =

It is supplier responsibility to
ensure that all the info, details,
notes and attachment submitted
are correct and completed based
on the actual service completion.

1. OCTGIBX RER10-3/4",60.7#,SM125S,VT,0P

Rate Based Service EA; EACH
Success status will appear to
confirm successful creation of
Service Confirmation.

(¥) SUCCESS

11/10/2023 Pipe Threading Service 0.00

Service Confirmation Submitted Successfully

0000023166/30-200 PCSB Peninsular Malal
@

OK

Supplier will receive email
notification once the Service
Confirmation has been
Accepted/Rejected by User.

c e
ro08
ee e
..

Rows Per Page: 10 1 1

Supplier can go back to Basic
Details section to check and re-
validate information prior to
submission.

......

Open



Create Service Confirmation (Rate Based)

Acceptance Confirm-

& Return ation
The status of the Service Confirmation will be displayed upon successful creation of Note e

Service Confirmation.

Supplier will be able to view and
track the status of Service
Confirmation (SC) from
‘Purchasing’ tab.

Catalog  Sourcing  Contract JEIGEELEN Invoice  Supplier Q AR ® ° 15
Documents @

ORDER | SERVICE CONFIRMATION

PETRONAS

Under Service Confirmation

Approved
1 section, supplier able to see all
___ , SC that are available.
I'ﬂ Export = Manage Attributes Y/ Filters
a Service Confirmation Name t1 | Service Co... Ord... Order Name Submitted by Field Super... Supplier ... Total Val... Submitt... Actions . . .
= Approved SC is required prior to
:pﬁ-:ev Search Search Search Search .
creation of Payment Request.
ServiceConfirmation2 for Order1 for ETT/FEL Testing UAT SC0000021410 3400358. Order1 for ETT/FE... = UAT_NG_EUR_P... 0.00 MYR
ServiceConfirmation1 for Order1 for ETT/FEL Testing UAT SC0000021409 3400358. Order1 for ETT/FE. - UAT_NG_EUR_P.. 0.00 MYR
ServiceConfirmation1 for Order1 for ETT/FEL AAA #3 SC0000020836 3400358. Order1 for ETT/FE..  Aliabu UAT_NG_EUR_P... 13092023 10,500.33 MYR  09/13/2023 .
Al 3 see
Rows PerPage: 10 v 1-30f3 ,'.'.':...:.'..:.'
Once service confirmation is created, it will require PETRONAS to conduct Service Acceptance subject to the \ il

~_ completeness of the Service Confirmation against the PO details and requirements.
'¥ DO NOT create Service Confirmation (SC) from ‘Create’ icon in Landing Page. Creation of SC shall be from

N\ Acknowledged Purchase Order (PO)

Open



[Open]

APPLICATION DEEP DIVE




[Open]

Invoice Management & Payment

Payment Requests can be initiated by supplier upon Service Confirmation and Good Acceptance
by PETRONAS.

LEARNING Suppliers will be able to create Payment Request in GEP SMART™

OBJECTIVES

Create Create
Payment Payment
Request Request

(For Service  (For Receipt)
Confirmation)




[Open]

Create Payment Request (For Service Confirmation) 0—C

Payment Payment
Request Request
(For Se_rvice (Fo_r
Supplier can search the Purchase Order with approved service confirmation. “Com e

Supplier to search for the PO
number which they wish to create
a Payment Request for.

| All Documents

PETRONAS

Dﬂ%@@

- |3300072007| m bl Q.
)\ —4

My Tasks

Alternatively, supplier can go to
‘Purchasing’ section from home
page, under ‘Order” tab, supplier
can select the PO that has
completed to create Payment
Request.

ACTION PENDING (99+)  FOLLOW UP (2)

Order Return Note Contract Form RFX
6907 210 6 2 1

= K °"=o° @

Rows Per Page

10 v 31-400f4809 ¢

Supplier may create Payment Request once Service Confirmation has been approved by Field Supervisor/User

for Service line-item purchases. DO NOT use ‘Create’ button to create Invoice. Creation of Invoice shall be from

Open

Approved Service Confirmation.

Documents
ORDER
ORDER RETURN NOTE  SERVICE CONFIRMATION N t
All Supplier Acknowledged Sent To Supplier Cancelled Closed Sent To Buyer Approved i .
7753 4809 2637 284 20 2 1 Supplier may refer to Order
L B 2= amoge s Y e Invoicing Status column to further

Order Name Created On 1| ShipTo Location Order Recaiving Status Order Type Invoiced Order Contact Order Invoicing Status Actions . .

determine which PO to create
Search
Order1 for TSC-P2P-CAT-0... 12/07/2023 0121-M171 PETROSAINS None Requisition Order 0.00% M Nizam Not Invoiced Payment Req ueSt.
Order for TSC-PZP-CAT-D. 12/07/2023 0121-M171 PETROSAINS FullReceipt Requisition Order 40.00 % M Nizam Partially Invoiced
Order for TSC-P2ZP-CAT-D. 12/06/2023 0121-M171 PETROSAINS None Requisition Order 000% M Nizam Not Invoiced Not Invoiced — No payment request
Order for AssetFSv.02- .. 08/17/2020 0003-M010 PCSB Peninsular Malays. None Requisition Order 000% 0003_PCSB_RequesterSuperUser02 . Not Invoiced

created.
Order for 11949940 12/04/2023 0000023020/30-200 None Requisition Order 0.00% Petronas 30 Admin 30 Not Invoiced
Order1 for 10089567 11/30/2023 0000023478/64-200 FullRecsipt Regquisition Order 100.00 % Morfadzilah Not Invoiced
Order1 for Requisition812. 11/03/2023 0000023166/30-200 FullReceipt Requisition Order 100.00 % Petronas 30 Admin 30 Fully Inveiced Partlally Involced - Payment request
Order1 for Requisition&12. 11/3012023 0000023478/64-200 FullReceipt Requisition Order 100.00% Petronas 30 Admin 30 Not Invaiced Created for Certa|n l|ne |tem 18] PO
Order for Requisition812... 11/28/2023 FullReceipt Requisition Order 100.00 % Petronas 30 Admin 30 Not Invoiced
Order1 for Requisition812. 10/11/2023 0003-M010 PCSB Peninsular Malays. PartialReceipt Requisition Order 400% Petronas 30 Admin 30 Partially Invoiced H

Fully Invoiced— payment request

created.

Over Invoiced — excess payment
request created




Create Payment Request (Fop; Service Confirmation) 0-C

Payment Payment
Request Request
(For Service  (For

Supplier can verify and create the invoice. Confirm=  Receipt

ation)

& Cados ontac M ok Suser 1o o@ [ Inthe PO document, supplier need
P < ORoER: Orcert For Reauist. zomomcow « | o to click on Create Invoice at the
e bottom right of the page.

> « BASIC DETAILS Manage Optional Figlds

;9 Basic Details * Indicates mandatory fields

Ay Teaka . Order Number Order Name Order Contact Order Author Purchase Type Creation Date A o u Wi ll a ea r Wlth tWO
Line Details 3300072007 Order1 for Requisition8123451 Petronas 30 Admin 30 Petronas 30 Admin 30 Standard 12/07/2023 p p p p p
t . . .
O an options (Only applicable if PO has
) 12/07/2023 12/08/2023 MYR - . . .

= I both Service and Material line
St i
== Additional Information

items):

Additional Details
+ LINE DETAILS

LNEs Create Invoice for Receipt

I Line (1) ) Indicates mandatory fields [T @
4  Line t.| ERPLine Reference Num.. 1| Type 11| Item Number 1.| LineDeseript.. 1. Supplieritem.. 1| Category 71| Quantity 11| uom 71| UnitPrice 11| Price Per 21| Start Date 11 Create InVD i e f-D r SEWEEE CD nﬂ T mat i on
v 1 1 Variable ~ 4000263 SKLD,WLONS WK, MB1A_4000263_SSP ‘Skilled Manpower 1.000 DAY, Days 2,000,000.00 1 12/07/2023
4 G 13
Rows Per Page v 1-10f1

If PO only has Service line items, |
only ‘Create Invoice for Service clesd
« INVOICING AND DELIVERY DETAILS e Manage Optional Fiekds Confirmation’ will appear. o

* Indicates mandatory fields

Bill To Bill Ta Address Contsct Email or Phene Boerv = ke

Group Financial Services (GFS), Level 5, Menara Dayabumi, Jal - Slmllarly’ If PO Only has Materlal
line items, only ‘Create Invoice for
" @ Receipt’ will appear.

PR e TR ot PRI Confirmation(s)

Click ‘Create Invoice for Service
Confirmation’ to proceed.

CREATE INVOICE =~

Open



Open

- - o ©)

Create Payment Request (For Service Confirmation)

Payment Pa

yment

Request Request

(For Service  (For
For Purchase Orders with service item category, suppliers are required to create the otom ey

payment request based on the Service Confirmation document.

A list of ‘Service Confirmations’
will appear. Select the applicable
one.

Note:
1 PO may have multiple SC
depending on payment

arrangement agreed.
48 SELECT SERVICE CONFIRMATION

Click ‘Select’ to confirm.

Supplier Service Confirmatio... Field Supervisor Submitted by Service Confirmation Total Humber of Lines in SC

2023 30 Admin 30 2000000.00 1

Success status will appear to show
the invoice has been created and
supplier will be re-directed to
Invoice page.

() SUCCESS!

The Invoice is created.




Create Payment Request (For Service Confirmation)

[Open]

Supplier will then proceed to enter the necessary details in the invoice.

Catalog  Contract  Purchasing Supplier

¢ INV.12:23-0010522 - PAYREQ1 For Order1 ... 3
@ > ~ BASIC DETAILS

Search n

Manage Optional Fields

mw—@®

Open

I Basic Details “ Indicates mandatory fields
Invoice Name* SMART Payment Request Number Invoice Ameunt* Supplier Invoice Number* (D)| Invaice Creation Date Supplier Invoice Date*
Line Details PAYREQ for Order1 for Requisition8123451 INV-12:23-0010522 0.00 2023 ~| 127272023 12/27/2023
Supplier Details Supplier Name Order Nurnber Order Name Supplier Code Currency Purchase Type
3300072007 Order1 for Requis| 4000007285 MYR Standard
Additional Information
StakeHolder Details GRAV
Payment And Delivery.
Additional Details
~ LINE DETAILS
I LINES
Line(1) | 1 Error \
line : ToxesTaxcada.
— - aa B
v LINE DETAILS
LINES
Line (3)|3 Errors R e :
line1 : Taxes Tax code is missing @< y X
Line | Type Item Nu... Line Description Supplier Item Number Category * Uniit Price Quantity UOM * Start Date * End Date Line Total Taxes Other Charg
1 Materia Subline 1/1 desc ACID FRACTURING & ACIDIZING ADDITIVES 230 200 Piece 5.00 0.00 0.00
2z Fixed Subline 1/2 Desc ACID FRACTURING & ACIDIZING ADDITIVES 330 1.00 Activity unit 02/14/2020 0214/2020 350 0.00 0.00
3 Variable Subline 1/3 Desc ACID FRACTURING & ACIDIZING ADDITIVES 240 5.00 Activity unit 02/14/2020 02142020 12.00 0.00 0.00
| )
Rows Per Page: 1-30f3 ¢ | »

00

Payment Payment
Request Request
(For Service (For
Confirm- Receipt)
ation)

In ‘Basic Details’, fill in details in all
required fields for the invoice.

Insert the Invoice Name.

Insert the Invoice Amount.

Insert the Supplier Invoice Number.

The Supplier Invoice Number must
be unique to each transaction.

Due to character limit within the
system, please ensure that the
invoice number you submit adhere
to a MAXIMUM of sixteen (16)
character invoice number per
invoice, including spaces and
special characters.

Insert the Supplier Invoice Date.

Under ‘Line Details’, system will
prompt error message to insert tax
code for each line item.

on the '0.00".

By default, taxes value is 0.00 and
supplier need to select the correct
tax code from drop down list. Click




Open

Create Payment Request (For Service Confirmation)

[Open]

Tax categories will be available at each of the line item.

Add Taxes

Tax Code

Tax Description Tax Rate

Service Tax P2P: 6% Imported Services 0 ]

©

CANCEL  APPLY

It is Supplier’s responsibility to ensure that the right tax code and tax treatment is being selected
and declared based on actual job completed.
Supplier can only charge for category of tax registered with Royal Malaysian Customs

Department.

00

Payment Payment

Request Request

(For Service (For

Confirm- Receipt)

ation)

Insert the applicable Tax Code as per

the available options:

» Sales Tax P2P : 0% Default (BO)

» Sales Tax P2P: Non Taxable (B1)

» Sales Tax P2P: 5% (BA)

» Sales Tax P2P: 10% (BB)

» Service Tax P2P : 0% Default (KO)

» Service Tax P2P: 6% (KA)

* Service Tax P2P: 6% Imported
Services (KI)

» Service Tax P2P: 8% Local supplier
(KB)

» Service Tax P2P: 8% Imported
Services (KJ)

Note:
For full definition of the tax code,
kindly refer to here

.....

Click ‘Add".

A line will appear below the fields.

Once satisfied with the tax code
selections, click on ‘Apply’.

Repeat the same step for each line
item.

Note:
Only one tax code is allowed to be
selected per line item.




Create Payment Request (Fop: Service Confirmation) 0-C

Payment Payment
Request Request
(For Service  (For

Tax check will be available at each of the line item in the ‘Additional Information’ otom ey
field.

Within the same ‘Line Details’
section, scroll to the right and
click on ‘View' in Additional
Information column.

Select Yes under Tax Check once
satisfied with the tax code
selection and click on Apply at
the bottom right of the pop up.

57 Additional Information

Q1. Tax Check®
Repeat the same step for each

line item.

CANCEL  APPLY

Open



Open

[Open]

Create Payment Request (For Service Confirmation)

Supplier will then proceed to enter the necessary details in the invoice.

Catalog  Contract  Purchasing Supplier

¢ INV-12:23-0010522 - PAYREQ1 For Order1 ... [EZ3

~E > BASIC DETAILS

Basic Details

> LINE DETAILS

Line Details

Supplier Details ~ SUPPLIER DETAILS

Additional Information * Indicates mandatory fields

StakaHolder Datails Order Location Order Supplier Name & Address
3000 33 UAT ¥

Payment And Delivery.

. ; Rex an® Supplier Name & Address

Additional Details -

4000007285-1002 HOMG LEONG BANK BERHAD
I Supplier Contact Supplier Contact Email & Phone

YZ

ADDITIONAL INFORMATION

* Indicates mandatory fields

4.12345) - IMPORTANT: Mandatory fox

lease enter zero value (0). Else, please

v Profile creation under Location Information section. Supplier is required to update Supplier

Profile with relevant Remit to Location if the field is blank.

N\

N

Remit to Location is Supplier Bank Account details that was key-in by supplier during Supplier

00

Payment Payment

Request Request

(For Service (For

Confirm- Receipt)

ation)

Supplier may select preferred
Remit To Location (Supplier Bank
Account)

Note:

For Suppliers under Vendor
Financing Program (VFP), there
will be a bank account validation
to ensure accurate bank account
is captured.

In ‘Additional Information’, insert
the Exchange Rate if invoice
document currency is non-MYR.

Note:

1. for non-Malaysian
incorporated suppliers
invoicing in non-MYR
currency, please enter zero
value (0). Otherwise, please
leave blank

2. Invoice submission in SMART
will be auto-rejected if the
exchange rate input by the
Supplier is more than = 20%
compared to daily exchange

rate.




Open

Create Payment Request (Fop: Service Confirmation) 0-C

Payment Payment

Request Request
(For Service  (For

Confirm- Receipt)

Supplier is required to upload a scanned copy of the original invoice. tom

Click on ‘More’ button at the top
right corner of the screen and
click on ‘Upload Image’ to

Catalog  Contract  Purchasing Supplier

< INV-12:23-0010522 - PAYREQ1 For Order1 ... IEZ3

vE . BASIC DETAILS e Manage Optional Fields
upload scanned copy of the
Basic Details * Indicates mandatory fields
— pree— SMART et Reuest s invoce Aot Sopier o anbert @ mosscrsionose Suppier o ate Origina[ Invoice document.
PAYREQ1 for Order for RequisitionB123451 INV-12:23-0010522 0.00 2023 12/27/2023 12/27/2023
.
Supplier Details Supplier Name Order Number Order Name Supplier Code Cusrency Purchase Type b LR
additional Information 3300072007 Order1 for Requisition8123451 4000007285 MYR Standard The Scanned Copy Of the
Original Invoice is a mandatory
[— requirement by PETRONAS.

- = C.mnment’@
Upload Image Kindly ensure the value of the

Original Invoice uploaded is the

Export To PDF
same as per payment request
Delete created in GEP SMART™
Supplier Invoice Date* Print Invoice

1272772023

Purchase Type
Standard




Create Payment Request (Fop: Service Confirmation) 0-C

Payment Payment
Request Request
(For Service  (For

Disclaimer will be displayed prior to upload of scanned Invoice documents. Confirm-  Receipt

ation)

Click ‘Proceed’ upon reviewing
the disclaimers for uploading the
scanned Invoice.

DISCLAIMER

ERIOR TO UPLOADING INVOICE

PETRONAS

1. PETROMNAS hereby reminds vendor to exercise due care and diligence with respect to the provision of information into the (portal) and encourages vendor 1o evaluate the accuracy, completeness and relevance of all
information provided.

2. All infermation provided into the portal must first be verified by the vendor, duly accompanied and supported with the required supporting evidence.

3. PETROMAS takes no respensibility for the accuracy, , correctness and completen: of any infermation provided by the vendor. These information sources are cutside PETROMAS centrel and it is therefore the
responsibility of the vender to make its own decision about such infermation and vendor is required to verify all information.

4_Meither PETRONAS nor any of ite affiliates shall assume any liability or responsibility of any kind whatsoever arising from, or connected to, the use of infarmation (including supporting documents or invoice(s)) as provided
by the vendor.

VENDOR

Erier 1o uploading Invoice
1. 1/'We hereby declare and verify that: @ -

PROCEED

1 ' *ltis supplier’s responsibility to ensure that all the document attached is correct and accurate

x based on actual job completion according to PO requirements and deliverables.

Open



Create Payment Request (Fop: Service Confirmation) 0-C

Payment Payment

Request Request
(For Service  (For

Confirm- Receipt)

Supplier to upload the scanned Tax Invoice. ation)

W On the pop up, click ‘Upload
Documents’ and select the
scanned invoice to be uploaded,
then click Open.

i [ATTACHMENTY @

Drag and Drop file here OR UPLOAD SUPPQORTING DOCUMENTS.
Supported file formats
-pdf. jpeg. jpa. bmp_gif 4iff_png
Limited to file(s) of 10MB each
Maximurn 10 file(s) can be uploaded.

G Open

«— ~ T > ThisPC > Documents ~ ©  Search Documents Vad

Organize ~ New folder E=- O @
~ Name Date moc;fled Type ~
G 12/11/2018 232 PM  Chrome HTN
> @C e 10/18/2018 7:39 PM  Chrome HTN
G 10/18/2018 7:37 PM  Chrome HT
v a1 G 10/18/2018 7:37 PM  Chrome HTP
> om G 10/18/2018 7:36 PM  Chrome HT}
4 ¢ 7/26/20189:18 AM  Chrome HT} Select a file to preview.
> s G 11/16/2017 11:03 . Chrome HT}
> b G 8/15/2017 6:49 PM  Chrome HTP
> B G 5/3/2017 2:26 PM Chrome HTP
> B G 4/20/2017 6:37 PM  Chrome HTP
T 7/20/2020 9:07 AM  File folder o

v o< : : >

File pame:

] m@

Open



Create Payment Request (Fop: Service Confirmation) 0-C

Payment Payment
Request Request
(For Service (For

Supplier to proceed with submission of Payment Request to PETRONAS. Another otom ey
disclaimer for invoice submission will be displayed.

Click ‘Send to Buyer’' once
satisfied with all the details and
attachments.

Send To Buyer

Click 'Proceed’ upon reviewing
the disclaimers for Invoice
submission.

DISCLAIMER

PETRONAS
1. PETRONAS hereby reminds vendor to exercise due care and diligence with respect to the provision of information inte the {portal) and encourages vendor to
evaluate the accuracy, completeness and relevance of all information provided.

2. Allinformation provided into the portal must first be verified by the vendor, duly accompanied and supported with the required supporting documents.

3. PETRONAS takes no responsibility for the accuracy, reliability, correctness and completeness of any information provided by the vendor. These information
sources are outside PETRONAS' control and it is therefore the responsibility of the vendor to make its own decision about such information and vendor is required
to verify all information.

4. Neither PETRONAS nor any of its affiliates shall assume any liability or responsibility of any kind whatsoever arising from, or connected to, the use of information
(including supporting documents or invoice(s)) as provided by the vendor.

are accurate, correct, adequate and reliable. If/We will be fully responsible for withholding of information or giving false or inaccurate or inadequate infor

VENDOR
1. I/We hereby declare and verify that all information and details provided in this application (portal) together with any supporting documents (ncuding@
(including any supperting documents, invoice(s)) to PETRONAS.

A confirmation pop up will
appear to confirm the number of
line items that will be processed
in this invoice. Click 'Yes' to

CANCEL PROCEED

@ proceed.
D Success status will appear upon .} 7700
Send To Buyer i ) BN
. successful submission of Y SRR

Payment Request. ... ...

........

Please confirm that you are processing [2] lines on this invoice Invoice Submitted to Buyer Successfully @

NO  YES OK




The status of the Payment Request will be displayed accordingly.

Cataleg  Contract

My Tasks

ACTION PENDING (99+)  FOLLOW UP (2)

D

Wy Tesks Order Retum Note
6911 210
t

Document Name

Purchasing  Invoice

8)

Contract

6

Supplier

Form

Document Number Days in Current State Order Total
Order1 for Requisition8 123484 3400361283-002 700.00
Order1 for 10454839 3300072042 5315000
Catalog  Contract  Purchasing M Supplier
Documents @
INVOICE  CREDIT MEMO
All Sent For Processing Returned Sent For Payment Draft Invoice Paid With Remittance Error Send For Processing Failed
3317 1197 795 454 204 27 1
Document Name .| Document Number PO Number Supplier Name Supplier Contact
Search Search Search
PAYREQ1 for Order1 for Requisition8123451 INV-12:23-0010522 3300072007 YZ
PAYREQ? for Order1 for BSCM-800 PR RFX PO SC IN. INV-08:23-009720 3400357883 FZ UAT
PAYREQ1 for Order1 for Requisition8123443 INV-12:23-0010520 3400360483-004 Yz

PAYREQZ for Order1 for 11927741

PAYREQ1 for Order1 for Requisition169

Open

INV-09:23-009936

INV-10:23-010030

3400357994

3400357503

[Open]

Create Payment Request (For Service Confirmation)

Invoice Source

PO Based

PO Based

PO Based

PO Based

PO Based

Purchase Type

Standard

Standard

Supplier Invoice Number

2023

SC0000020763

965347

supp-inv 1

INV-10:23-010030

Payment Payment
Request Request
(For Service  (For
Confirm- Receipt)
ation)

= B @ R

Supplier will be able to view the
status of the Payment Request
from ‘Invoice’ section at
homepage.

Status of Payment Request will
be displayed accordingly.

Created On

= @ r°@

[¥] Export == Manage Attributes 7/ Filters

Supplier Invoice Date 11| n Actions
12/27/2023 1
08/16/2023 1
12/26/2023 1
09/18/2023 0
10/02/2023 1




Create Payment Request (Fop: Receipt) 0

Payment Payment
Request Request
(For Service  (For

For Purchase Orders with material line-item category, supplier are required to otom ey
create the payment request from the Purchase Order itself.
[ ioecumens TR O x oo O @ «Bl Supplier to search for the PO

A number which they wish to create
a Payment Request for.

PETRONAS.

My Tasks

ACTION PENDING (99+)  FOLLOW UP (2)

Alternatively, supplier can go to

Order Return Note Contract Form RFX 'Purchasing' section from home

210 6 2 1 page, under ‘Order” tab, supplier
S SR v o @ can select the PO that has

Documents @ completed to create Payment

Request. -

Jo§
H&
Supplier
Profile

ORDER  RETURMNOTE  SER\

Supplier Acknowledged [JECISPEIHIDY Cancelled Closed Sent To Buyer Approved
4809 2637 284 20 2 1

7753
4] Export =2 Manage Anributes 7 Filters

Order Name mn Created On 11| Ship To Location Order Receiving Status Order Type Invoiced Order Contact Order Invoicing Status Actions
Search
Ordert for TSC-PZP-CAT0.. 12/07/2023 0121-M171 PETROSAINS None Requisition Order 0.00% M Nizam Not Invoiced
Ordert for TSC-PZP-CAT-0.. 12/07/2023 0121-M171 PETROSAINS FullReceipt Requisition Order 4000% M Nizam Partially Invoiced
Ordert for TSC-P2P-CAT-0. 12/06/2023 0121-M171 PETROSAINS None Requisition Order 0.00% M Nizam Not Inveiced
Order! for AssetFS v.02- 08/17/2020 0003-M010 PCSB Peninsular Malays.  None Requisition Order 0.00% 0003_PCSE_RequesterSuperUserd2 Not Invoiced
Ordert for 11949940 12/04/2023 0