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Transaction Overview 

 

What  

To create payment request from Service Confirmation. 

When 

Perform this to create payment request from Service Confirmation 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 
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HOW TO CREATE PAYMENT REQUEST FROM ACCEPTED SERVICE CONFIRMATION. 

 

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. Find purchase order then click document number 8xxxxxxxxx to display PO. 

 

 
 

 

 

 

 

 

 

 

 

https://supplier-selfservice.petronas.com.my/irj/portal
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3. At ‘Display Purchase Order’ screen click ‘DISPLAY DOCUMENT FLOW’ button. 

 

 

4. At ‘Display Document Flow’ click confirmation with status Accepted by Customer. 

 

 

 

5. At the ‘Display Confirmation’ screen, click on ‘CREATE PAYMENT REQUEST’ button. 
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6. At the ‘Process Payment Request’ screen, enter the Vendor Invoice No. , and click the small 

button as highlighted in yellow below to select Bank Account. 

 

 

 

 

7. Select the bank account by clicking on the blue button next to the bank account of your choice. 

 

 

 
 

 

 



 

 

WORK INSTRUCTION  Page: 5 of 7 

  Revision:  

How to Create Payment Request from Accepted Service Confirmation 

 
 

Internal 

 

8. Click Tax Check box for each line item(s). 

 

 

 

9. Select Document Type. 

 

 

 

10. For GST Registered vendor, select document type-TAX to upload Tax Invoice 

 

 
 

 

11. Click ‘BROWSE’ to upload valid TAX INVOICE system generated copy, highly recommended in 

PDF format (max doc size 10MB only) 
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12. CLICK ‘UPLOAD’ button to agree and proceed to upload Tax Invoice. 
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13. TAX INVOICE uploaded to SUS Payment Request. 

 

 
 

 

 

14. Click ‘SEND’ button to submit Payment Request with Tax Invoice system generated PDF copy. 

 

 
 

15. CLICK ‘SEND’ button to agree and proceed to submit Payment Request with Tax Invoice system 

generated PDF copy. 

Note: Once payment request is submitted with the uploaded document, the request cannot be 

amended/rectified. 

 

 
 

 


