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Internal 

Transaction Overview 

 

What  

To add new user and remove user. 

When 

Perform this to add new user or remove user 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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Internal 

 

TO ADD NEW USER. 

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. At SUS home portal > Administration > Create Users 

 

 

https://supplier-selfservice.petronas.com.my/irj/portal
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3.  Click the red box to select All Roles or Click Blue Box to select certain Role 

 
 

 

4. Fill in all the forms and then ‘Tick’ Term of Use and finally click ‘SAVE’ button 
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5. Click ‘PROCESS’ button if you want to make any changes on the General User Information such 

as Email Address, Focal Name, Password etc. 

 

 
 

 

TO REMOVE USERS. 

 

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. At SUS home portal > Administration > Find User 

 

https://supplier-selfservice.petronas.com.my/irj/portal
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3. Leave all fill blank and click ‘FIND’. 

 

 
 

4. List of user will appeared. To permanently remove the ID, kindly click ‘DUSTBIN’ icon. To 
temporary lock the ID, you may click ‘LOCK’ icon. 

 

 
 

5. Admin ID able to edit General User Information ((eg: Email Address, Focal Name, 
Password) of user under that vendor code by click ‘PENCIL’ icon. 
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To Change Password: 

Enter new Password at ‘Password’ field then click ‘SAVE’ button 

 
 

 

To Add Roles 

Select role by click square box which not yet highlighted. 
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To Remove Roles 

Unselect role by click the square box next to the role. 

 

 

 


