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How to create Credit Note by Amount/Quantity 

 
 

Internal 

Transaction Overview 

 

What  

To create credit note by amount/quantity. 

When 

Perform this to create credit note by amount/quantity in SUS portal.  

Menu Path 

https://supplier-selfservice.petronas.com.my/ 

Roles 

Vendor 

Helpful Hints 

R Required field entry 
O Optional field entry 
C Conditional field entry 

 

 
 

  

https://supplier-selfservice.petronas.com.my/
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HOW TO SUBMIT CREDIT NOTE (AMOUNT) 

Instructions: 

1. Go to https://supplier-selfservice.petronas.com.my/irj/portal to login to SUS portal. 

Please tick the term of use and enter your User ID and Password and click Log on.  

 

 
 

2.  Click ‘Find’ link. Enter PO number and click ‘FIND’ button. 
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https://supplier-selfservice.petronas.com.my/irj/portal
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3. Then, click document number 8xxxxxxxxx to display PO. 

 

 
 

 

4. At ‘Display Purchase Order’ screen click ‘DISPLAY DOCUMENT FLOW’ button. 
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5. Click ‘Payment Request’ document. Only status ‘Accepted by Customer’ or ‘Payment 

Made’ is allowed to create credit memo 

 

 
 

 

6. Click ‘CREATE CREDIT MEMO AMOUNT’ button. 
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Instructions: 

1. Enter ‘Vendor Credit Note No’ for own reference 

2. Update credit memo amount for each item 

3. Delete for not required item(s) 

4. Click ‘Browse’ and find the supporting document, then click ‘Upload’ 

5. Click ‘Update Prices’ 

6. Click ‘Send’ 
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HOW TO SUBMIT CREDIT NOTE (QUANTITY) 

Instructions: 

1. Go to https://supplier-selfservice.petronas.com.my/irj/portal to login to SUS portal. 

Please tick the term of use and enter your User ID and Password and click Log on.  

 

 
 

2.  Click ‘Find’ link. Enter PO number and click ‘FIND’ button. 
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https://supplier-selfservice.petronas.com.my/irj/portal
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3. Then, click document number 8xxxxxxxxx to display PO. 

 

 
 

 

4. At ‘Display Purchase Order’ screen click ‘DISPLAY DOCUMENT FLOW’ button. 
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5. Click ‘Payment Request’ document. Only status ‘Accepted by Customer’ or ‘Payment 

Made’ is allowed to create credit memo 

 

 
 

6. Click ‘CREATE CREDIT MEMO QUANTITY’ button 
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Instructions: 

1. Enter ‘Vendor Credit Note No’ for own reference 

2. Update credit memo quantity for each item 

3. Delete for not required item(s) 

4. Click ‘Browse’ and find the supporting document, then click ‘Upload’ 

5. Click ‘Update Prices’ 

6. Click ‘Send’ 
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