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SUS Invoice Attachment for Vendor

Transaction Overview

What
Use this procedure to attach any supporting document during invoice creation in SUS Portal.
When

Perform this procedure when vendor need to attach any invoice supporting document during invoice
creation in SUS Portal.

Prerequisites

¢ Invoice created from accepted Service Confirmation and Goods Receipt.
¢ Maximum size for each attachment is 10MB.

Menu Path
Use the following menu path(s) to begin this transaction:

o Tologin to SRM SUS Portal, go to https://supplier-selfservice.petronas.com.my/irj/portal

Transaction Code

not applicable

Roles
e Vendor's Invoice Processor
Helpful Hints
R | Required field entry
0] | Optional field entry
C | Conditional field entry
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Screen Flow

Desciption
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Procedure

1. Start the transaction by login as vendor's invoice processor to SRM SUS Portal at
https://supplier-selfservice.petronas.com.my/irj/portal. Click 'Create Invoice' from accepted
Service Confirmation or Goods Receipt to create an invoice document.

SUS Home - SAP NetWeaver Portal - Mozilla Firefox

S0 o I (10! =
File Edit View History Bookmarks Tools Help
9 - 7y Q:r—j https://vcensapgasl3.petronas.com.my:50001 /irj/servlet/prt/portal/ pritarget/uidpwlogon/pi ne/performChangeP d/pi om.sap.porti 77 - | |[G]+| Google P
£ Most Visited | | Getting Started 5. Latest Headlines
¥ I X —~—
Welcome Mr. Invoice Creator == — Ml /1111, T — Help | Log off AR
=4 / RN s =T e e TV
Advanced Search
5US Home MHistory,, BackForward =
141»] |
I Portal Favorites EE‘ SAP SRM Home || End | ,J E" ~ o
¥ StartPage > Goods Receipt List > Displav Goods Receipt  Process Invoice
| Process Invoice
=
I Basic Data (=
| Invoice 3100031950
| Status In Process
2 Hoeseripi {1
| Document Date 05.09.2012
| PO No. 4500001472
3 o sasoun ——n
I Products and Services =l
Number ProductType Product Description Quantty ~ UnitofMeasure  NetValue Tax Purchase Order No.  Purchase Order tem
1 Material 50893880  PLATE, VLV P937004,COMP,COOPER MWE43 10 Piece 800.00 MYR |GST incurred, 4% ITC recoverable 4500001472 10
[=]=Weagel - fari -] - |
I Partner Information [l |
Done veensapgasl3.petronas.com.my:50001 )

2. Asrequired, complete/review the following fields:
Field R/O/C Description

Desciption R

Example:
SUS Invoice Attachment

3. Click [T to select Bank Account
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Search Help - Mozilla Firefox

@ Search Help - Moxzilla Firefox e

https://supplier-registration-tst.petronas.com.my/sap(bD1IbiZiP TWMCZ2PTcuMDBMSZpPTEmcz TSUC 7 7 |

4 ooa1 345879850012 BANK MANDIRIKCP BATAM INDUSTRIAL PARK, INDOMESLA

]DDDDDDDDD
b ]

=
=
=
m

4. Click [ to select the desired bank account.

SUS Home - SAP NetWeaver Portal - Mozilla Firefox

e — 8 -

o | &

File Edit View History Bookmarks Tools Help
glg.\ C 0 Ay K nttpsi/svcensapqest3.petronas.com.my:S000L i/ serviet/prt/portal/pritarget/ ui P performChang; P comisap.ports 1.7 - | |[G]+] Google A

2 Most Visited | | Getting Started & Latest Headlines

| eomennimoeeconer It NN = B o ST

[Searen] &
5US Home History, BackForward=]
flap 4
Snip-10 Agoress PL3D >aDan uperaons MENAra PEIKUNAS no £ sorsy N0 Rmapam ustLas00 Vs sazLs
Portal Favorites Bl= | ¥ [ f [ | I f f | I| «
Price Information =
Net Value £00.00 MYR
Unplanned Delivery Costs 0.00 MYR
GST incurred, 4% ITC recoverable 24.00 WYR
Gross Price £24.00 MYR
Terms of Payment =
30 0.000
0 0.000
0
Attachments =
No Attachments Available I
Add Atiachment
| Document Type Browse_ Ciick here for attachment quidelines J 5
javascriptvoid(); veensapqasl 3.petronas.com.my:50001 [

5. Click here to view the attachment guidelines.
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Invoice Attachment Guidelines - Mozilla Firefox

@ Invoice Attachment Guidelines - Mozilla Firefox E@Iﬁ

| L‘ https://supplier-registration-tst.petronas.com.my/sap(bD1IbiZiP TlwMCZ2PT cuMDEMSZpP TEmezl TSUQIM2FBTKIOITNRVKNFTINBUFFBUZEQXL Q2! © 7

Dear Vendor,

Appreciate your cooperation to provide below documentations as required by the Tax Unit.
These documentations. will be used for Withholding Tax (WHT) screening. Appreciate your urgent action to attach them to this inveice prior to invoice submission.
1} Contracted party's contract details

2} Main form of contract / agreement

3) Scope of work

4) Schedule / exhibit of prices

5} All related sections in the agreement that makes reference to tax

If the services are performed in Malaysia and cutside of Malaysia:-

&) Detailed breakdown - Segregation of services performed in Malaysia and outside Malaysia
7) Supporting documents on the segregation made (e.g. timesheet from non-resident company)
If the non-resident country has a Double Tax Agreement with Malaysia with lower WHT rates:-
8) Certificate of residence of the company

B | Close

javascriptivoid(0); supplier-registration-tst.petronas.com.my

6. Upon reviewing the guideline, Click to return to Invoice Processing screen

SUS Home - SAP NetWeaver Portal - Mozilla Firefox

Eile Edit View History Bockmarks Tools Help

2\ Most Visited | | Getting Started & Latest Headlines

N 4% R nttps://vcensapqasi3.petronas.com.my:50001 irj/serviet/prt/portal/ prttarget/uidpwiogon/p ne/performChangeP d/p om.sap.porti 77~ | |[Gl+| Google P
X N !
. —_— D
oo |3 T g
2

Ib

SUS Home History,, BackForward =)
lalel | SNIp-10 AGaress. i PL5H 53DaN UPEratons. MENAra FE I KUNAS NO 2 [ETEY) KOIa KINADAL UBBLabI0b UBBLIYLLS
I Portal Favorites ElE m
I Price Information =l
Condition. Value
Net Value 500.00 MYR
Unplanned Delivery Costs 0.00 MYR
GST incurred, 4% ITC recoverabls 24.00 MYR
Gross Price 624.00 MYR
I Terms of Payment (=
Payment in Days Discount in %
30 0.000
0 0.000
0
I Attachments =l
Hame Delete L
Mo Attachments Available 1
‘Add Aftachment
7 t e Upload | Eick ere Tor affachmen auideines
javascriptivoid(0); veensapgasl 3 petronas.com.my:50001 |}
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7.  Click | T to select document type

Search Help - Mozilla Firefox
@ Search Help - Mozilla Firefox B L= | B |

https://supplier-registration-tst.petronas.com.my/sap(bD1IbiZiP TWMCZ2PTcuMDBMSZpPTEmcz TSUC 7 7 |

— | oTH

OTH - Others

WHT WHT - Withholding Tax document

Oooooooid| .

HH i

supplier-registration-tst.petronas.com.my [}

=
o
=
fm

8. Click button [ to select the desired document type.

SUS Home - SAP NetWeaver Portal - Mozilla Firefox

- - — - - -

= | &)

File Edit View History Bookmarks Tools Help
|- C 0 £ &= hitpsi/fvcensapgesl3 petronas.com.my:S000Li/servlct/pri/portal/pritargety ui P performChang priroct/com.sapporti 1.7 | |G~ Gaogle El

2| Most Visited | | Getting Started . Latest Headlines

[ voromeueimacscroner I Gt RN =B - T

— Rt
5US Home History, BackForward=]
flap 4
Portal > Slel | 2r-10 acoress “ [Peep Sapan uperations jMenara rE IkUNAS oz | sty |noannasau e eseseees | TN
Price Information =
Net Value 600.00 MYR
Unplanned Delivery Costs 0.00 WYR
GST incurred, 4% ITC recoverable 24.00 MYR
Gross Price £24.00 WYR
Terms of Payment E
30 0.000
0 0.000
0
Attachments =
No Attachments Available I
Add Altachment
| DocumentType [6TH [l Browse_ H-Upesseterneretor e J 9
Done veensapqasl 3.petronas.com.my:50001 [

9.  Click  Brewse- {5 prowse the document to be attach.
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File Upload

& File Upload — — -~ [
Vo8& : - earch 05 (C:)
@'{D &, » Computer » 0S(C) » | 43 ][ search 05 (C )

Organize » Mew folder =« O @
it Mame Date = I
) Libraries ' o o
@ Documents I Perfl 14"_,
.. Perflogs
Mo
! J} p.usm i ./ Program Files 1/85 J
ct
I;' CHrEs . Program Files (x86) 29/8
Vid
|I 1aees L Users 3/8/.
.‘% H L Windows 1/8/.
OMEIEER | 4 PwicT-INC20125521 1973 _
= 1 = log 13/8]
) t
: ; sl @) msdiag0.dll 1/12
L, 05 (C:
; CD(D : 51 M 4] others 9/8/.
rive (D:) Ma 1 REICT-INC20123673 19/3
@ — ] wht 9/8/ -
M Metwork ~ | I o | - -
File name: others ~ | AllFiles -
[ Open Iv} { Cancel } 10

Browse and select the document to be attach, then click .

SUS Home - SAP NetWeaver Portal - Mozilla Firefox

3 5US Home - SAP Net er Por - a_ . - . = )

File Edit View History Bookmarks Tools Help

2 Most Visited _| Getting Started =, Latest Headlines

- 4 T nttpsif/vcensapqast3.petronas.com.my:50001 /ij/servlet/prt/portal/pritarget/uidpwlogen/prieventname/ps hangePassword/priroot/com.sap.port; 1.7 | |[G]~| Geogle P
" . T D
| wecomens o o S WL i NN ST
Advanced Search

Ib

SUS Home History, BackForward =)

‘ 2Nip-10 Agaress P Lt 53DaN UPEratons MENAra FEIKUNAS Ne £ e KOIa KINADAIL UBBLanI00 UBBLIYLLS | "

N,
I Portal Favorites ElTl

I Price Information =l

‘Condition Value
Net Value 600.00 MYR
Unplanned Delivery Costs 0.00 MYR
|GST incurred, 4% ITC recoverable 24.00 MYR
|Gross Price 624.00 MYR

I Terms of Payment E

30 0.000
0 0.000

I Attachments =l

m

Ho Attachments Available

Add Attachment
| Document Type Cothers dacx S— o 1

javascriptvoid(0); veensapgasl3.petronas.com.my:50001 (%
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11. Click to upload and attach the document onto the invoice.

SUS Home - SAP NetWeaver

Eile Edit View History Bookmalks Tools Help

Portal - Mozilla Firefox

e

2|

sap.port: 1y - | [[Gl-] Googie

£ Most Visited | | Getting Started 3, Latest Headlines

[ | [Scorch] asvancesSeercn

gg' C X & -httpsl/vcansapqaﬂapetmna;mmmysuum i
|___\m L SAP

Ib

SUS Home History,, BackForward =
SNip-10 Acaress. LB aDan uperauons MENAME PE IKUNAS no 2 s5r3¥ RO KNaDan Uss230.500 UsEL38LLS
I Portal Favorites 5= |t ¥ [ [ [ | [ I I | I| «
Price Information ]
Net Value £00.00 WYR
Unplanned Delivery Costs 0.00 WYR
|GST incurred, 4% ITC recoverable 24.00 MYR
|Gross Price 624.00 MYR
Terms of Payment E
30 0.000
0 0.000 M
0
Attachments ]
OTH - others.docx | i ] y
Add Attachment
12 - [ Browse._. ] Click here for quidelines

Done

12. The attached document in di

veensapqasl3.petronas.com.my:50001 [}

splayed under the attachment list. To add another file, follow the

same steps. Click |

T to select document type

Search Help - Mozilla Firefox

& Search Help - Mozilla Firefox

e ——

e

ﬂ https://supplier-registratio

n-tst.petronas.com.my/sap(bD1IbiZPThwMCZ2PTcuMDEMSZpPTEM ezl TSUC ‘f:f |

OTH - Others

13 - WHT

WHT - Withholding Tax document

Oooooooi¢d s .

]

=)
=
3
m

supplier-registration-tst.petronas.com.my '}

13. Click £ to select the document type.
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SUS Home - SAP NetWeaver Portal - Mozilla Firefox

3, 5US Home - SAP Ne er Po =
File Edit View History Bookmarks Tools Help

8 Most Visited || Getting Started &, Latest Headlines

- 74 =l httpsiie 3.petronas.com.my:50001 /irj/serviet/prtportal/pretarget/uidpwlogon/ prteventname/performChangeP assword/ priroot/com.sapports 17+ | |[G] | Google »
~ - —
| wecome e o crosr - =S S NSeEE— ] R AR
Advanced Search

Ib

SUS Home History,, BackForward=]
10—
SNip-10 Agaress. z PLSD Sa0an Uperatons WENara e IRUNAS o 2 sorsy Ko AINasaw Ustizs0 ULIYLLS
I Portal Favorites Bl= J o
I Price Information |
Condtion Value
Net Value 600.00 WYR
Unplanned Delivery Costs 0.00 WYR
[GST incurred, 4% ITC recoverable 24.00 MYR
[Gross Price 624.00 MYR
I Terms of Payment E|
Payment in Days Discount in %
30 0.000
0 0.000 F
0
I Attachments 1
Hame Delete i
OTH - others.docx i
Add Attachment
| Document Type [WHT —— [dl Brawse. +iploas oo rere for e
Done veensapgasl3.petronas.com.my:50001 [}

14. Click SUS Home - SAP NetWeaver Portal control - Browse-

File Upload

14

@& File Upload — e [
@7@'|£ » Computer » E}-:S-{-C::I » - |4'1-| | Search 05 (C:) 2 I

Organize « Mew folder == - @
o Mame Date = I
- Libraries . Intel 17/4
@ Documents Perfl 1477
.. Perflogs
M
[ J} p.usn: s ./ Prograrm Files 17870 I
ct
I;I e . Program Files (x86) 29/8
- Vid
|I 1aees . Users 3/8/.
‘@ L Windows 1/8/.
H
OMENEER ] AwICT-INC20125521 1973)_
= A Eiog 1378 |
) t
: f;. L ) msdiag0.dll 1/12
L, 05 (C:
; CD(D : 51 M 4] others 9/8/.
rive (D:) Ma 1 REICT-INC20123673 19/3
N =B wht 9/8/ +
€l Network ~ | W | .
File name: wht ~ | Al Files -
[ Open v} [ Carreet }

15
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Browse and select the document to be attach, then click .
SUS Home - SAP NetWeaver Portal - Mozilla Firefox
SUS Home - SAP N =
Ele Edit View Higtory Bookmarks Tools Help
- C £y =l ttpsive 3.petronas.com.my:50001 /irj/serviet/ prt/portal/pritarget/ uidpwlogon/ prteventname/performChangeP assword/ priroot/com.sapport: 17 = | |[G] | Google »
£ Mest Visited || Getting Started - Latest Headlines
T
e o S NN == - - T
Advanced Search
SUS Home History,, BackForward=]
i .
I oot Fevantes =0 Snp-10 Agaress “ FLa5 apan Uperanens Menara e HURSS o £ sorsy o nnacan me—— e~ ‘
I Price Information |
‘Condition Value
MNet Value 600.00 MYR
Unplanned Delivery Costs. 0.00 MYR
[GST incurred, 4% [TC recoverable 24.00 MYR
|Gross Price 624.00 MYR
I Terms of Payment E|
Payment in Days Discount in %
30 0.000
o 0.000 F
0
I Attachments |
Name Delete 1
OTH - others docx i} 1
| Document Type Ci\whtdocx froihere—or et 16
javascriptivoid(D); veensapqasl3.petronas.com.my:50001 [}

16. Click SUS Home - SAP NetWeaver Portal control .

SUS Home - SAP NetWeaver Portal - Mozilla Firefox

SUS Hol P N orte =
File Edit Wiew Higtory Bookmarks Tools Help

- F) @v‘ https://: 3.petronas.com.my:50001/irj/serviet/prt/portal/pritarget/uidpwlogon/ prteventname/performChangePassword/priroct/com.sap.porti 7.7 = | ||Gl+| Google »p

2 Most Visited | | Getting Started . Latest Headlines

\ - :
Vielcome Mr. Invoice Creatos % Hi Log off
=R e N SN R sAnd

[ — Advancsd Sazch

Ib

5US Home History,, BackForward=]
[410] 4
Portal Favorites El= I Price Information B
‘Condition Value
Met Value 600.00 MYR
Unplanned Delivery Costs. 0.00 MYR
GST incurred, 4% ITC recoverable 24.00 WYR
Gross Price 624.00 MYR
I Terms of Payment 1
Payment in Days Discount in %
30 0.000
0 0.000

0 L

I Attachments

Name
OTH - others docx

WHT - wht docx

Add Attachment
loocumentTyee [ [0

Upload | Click here for attachment quidelines

Done veensapqasl3 petronas.com.my:50001 [

17. Click i to remove the attached document from the invoice.
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SUS Home - SAP NetWeaver Portal - Mozilla Firefox
SUS Home - SAP rPo L= [ & |

File Edit View History Bookmarks Tools Help

|8 Most Visited | | Getting Started i Latest Headlines

- C £y &= nips://vcensapaast3 petronas.com.my:S0001 /irj/servlet/prt/portal/pritarget/uidpwlogen/prt P hang d/prtroot/com.sap.port: 17 - | |[Gl+| Google £
= E—
| wteome i cronor == M S SNSRI sAnd
Advanced Search

Ib

SUS Home IHistory,, BackFDrwardz‘

sargdh

T |
I Portal Favorites ElE SAP SRM Home | Find | J

P Start Page > Goods Receipt List > Display Goods Receipt > Process Invoice

| Process Invoice

18 [E=nd] L
I Basic Data =
| invoice 3100031350
| status In Process
| Description SUS Invoice Attachment i
| Document Date 05.09.2012
| PO Ho. 4500001472
| Bank Account 545879650012
I Products and Services =
Number Product Type  Product Description Quantity ~ UnitofMeasurs  NetValue Tax Purchase Order No.  Purchase Order tsm
1 Material 50853850 | PLATE VLV,P937004 COMP,COOPER MWE43 10 Piece 600.00 MYR (GST incurred, 4% ITC recoverable 4500001472 10
BR . E 58
I Partner Information =l
javascriptivoid(0); vcensapqgasl3.petronas.com.my:50001 [}

18. Click to submit the invoice.
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