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What

To create SUS Service Confirmation for service PO/item.

When

Perform this to create SUS 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 SUS Service Confirmation

HOW TO CREATE SUS 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.

PETRONAS 6

SUPPLIER SELF SERVICE
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Portal.

Vendor shall be required to adhere to PETRONAS Code of Conduct and
Business Ethics and Anti-Bribery and Corruption Manusl in the performance
of any work or services for PETRONAS.

Yes, | have resd and understood the Terms of Use, PETRONAS Code of
Conduct and Business Ethics and Anti-Bribery and Comruption Manusl, snd
hereby scoept the terms and conditions thereof.

User ID *

Password *

Pacat mu nacswned

© 2008 SAP AG. All rights reserved |3

2. Click ‘Find’ link. Enter PO number and click ‘FIND’ button.

tiome ] Fina |

.A - ‘;(5: -\‘\" 2

| Document Search

4 Start Page > List of Purchaze Orders > Find

| Document Number

|Type IPu rchase Order
| Timeframe Al

| Created After I

| status Al

I

| Document Name |

| Partner Number I

||Purchase Order NIJI |

[[] search Only in Archive
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3. Then, click document number 8xxxxxxxxx to display PO.

Home | Find |

4 Start Page > List of Purchase Orders

| List of New Purchase Orders

| F‘rirt| | Download |

E. Purchase Order ... =
[l | 3220005747

Document Num... =

S000450501

| - | Page|

1 ORI - | - |

4. From the ‘Display Purchase Order’ screen, click on ‘CREATE CONFIRMATION’ button.

I Display Purchase Order

I Create Curlﬁrrnati{:nll Display History | | Display Document Flow | | Frint | | Download

5. Atthe ‘Process Confirmation’ screen, under ‘Basic Data’, enter the following details as

highlighted below.

' Basic Data

Confirmation
*Document Mame
Document Date
Purchase Crder Mo.
Service Agent Name
Service Location
Pericd from

Pericd to

Status

7200001285

| =C for PO 4500000957 1

06.03.2012

4500000957

MSA

KLCC

02.03.2012

06.03.2012 |47]

Created

[[%]
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a. Document Name: Description of the Service Confirmation document.
b. Service Agent Name: Name of the person responsible in the vendor's office.
c. Service Location: Location at which the service was performed.
d. Period From: Start of period in which the service was performed.
e. Period To: End of period in which the service was performed.

6. Enter the Quantity of the service that you wish to confirm / claim.
a. For full confirmation,
i. Under ‘Item Overview’, tick on ‘Propose Quantity’ checkbox of the item that you

wish to confirm.

In Mot Value Hem Selection
0.00 v [F[EJFropose cuaning
Sivunit | 0.00 MYR ﬂEWapcs-E Quantity
ctiv.unit | 0,00 MYR ﬂrnpcm Quantity
0.00 Mvr [FZJFrepese uantin
btiv.unit | 0.00 MYR [@E]Propese cuanity

|tiv.unit | 0.00 MYR ﬁrnp:m Quaniity]

ii. Click on ‘PROPOSE OUTSTANDING QUANTITIES’ button.

i - | - |

ke All | [ Select All | [ Deselect All | Fropose Outstanding Quantities ||
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iii. The Quantity column will be updated in full automatically.
peatee unetpe owmssn | omess o e
Buigas Sernoe .08 kive T [ P

feioe = Bimrsderd Line Fipelire Engeraering Servion Qi Pipling Sarvioe ¥ Fall - 1.0%d e it 9 204 Apitw urs | 0,00 MYS EEFN

[<iee = Glsnderd Ling Prov of sehsty conscltancy servios E31] Quick Ferviow 1 g - | B000D00% Actnoueit | D000 000 Agtiwuns | 000 MYR EEM

Duimie S4ree .00 My T 4 P
fvice = | Stmnasnd LineFrov of sty oonssinancy seevios EZ13 | @usck Congulisncy Servios 1 | 10.009.000 Adiv.unit | 10.000.500 Adivunit | 0.00 MR T 5E Py

[eice = Flangend Line Reclaimassn & Dredging Worig Cuig Dredging Fervioe 1 maf - POod Agmre it 1000 Agtin ynag meﬂ'mﬁ

| Propeds Cutitanding Cuantitio |

b. For Partial Confirmation

i. Enter the value manually at the quantity column.

| Sevicoreswom | Qusniy  |UnitofMesswe  Ouees  Open N
i

Culek Pipeline Servies 1 Adivunit - 1,000 Astiv.unit 1.000 Ativunit | 0

Quick Redamation Service 1) | 2,500.000) § Activ.unit -] 5,000,000 Activ.unit | 5,000.000 Adiv.unit | O

Cwick Consultancy Service 1| | 5.000.000) | Activ.unit v- 10,000.000 Activ.unit | 10,000.000 Adtiv.unit | O

Quigk Dredging Servics 1 | U.Dﬂﬂl Activ,unit - 1.000 Agtiv,unit 1.000 Agtiv.unit | 0

e Note: Make sure that the value of the ‘Quantity’ column does not exceed the value of the
‘Open’ column.
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7. Attached supporting document by click Browse button.
8. Click on ‘CONFIRM’ button to submit the Service Confirmation.

| Process Confirmation

| Canced| [ Pre | | Dewnicad |

Terms of Use 3. Click Confirm to l z‘ma"_ n"'"“ '—"b.‘:..' gf m. TRONAS
submit SN JCT/ICC/COA on the : :
The sccess ant usage of this PETRONA " ﬁf/m COA on the same
A0 Drery A0L COrEton Manual » the derformance of aay werk v services for PET) & ’
l Banio Oata 1. Click Browse to upload vendor-signed Job
Completion Ticket (JCT), Job Completion
| Conite remtars THP092409. Certificate (JCC), Certificate of Acceptance
| *“Docummen: Name JCTHCC 0033428 (COA) - mandatory
| Cocument Cate 1702208 (Max document size 10M8 only, zip file iz
| Purchase Order No 980001342 allowed)
§ Bardos Astot s ve g —_— 2. If supporting documents (other than
it ™ Attachments ICT/ICC/COA) >10MBE, supporting
§ Bordts Lovetin IS documents are to be submitted outside the
| Persd trom (Service pertormed trae | 117 : \ system
| Pered to (Service completes on) = Ne Attachmaents Availadle

| Seaten Cn

| ®romse | [Usices |
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