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Account Activation

EIZED) RECEIVE PRIMARY REGISTRATION FORM (PRF)

Once the supplier profile is created in GEP SMART™, a system generated
email containing the PRF link will be sent to the identified suppliers to
start the registration process.

Registration request from PETRONAS Inbox x @

smartuat@gep.com
tome -

Dear M Shafi Shahat, @

We are glad to invite you for the primary registration on SMART by GEF Please click here to complete your
registration.

Please fill in and submit the Primary Registration Form (PRF) to complete your registration. Your login
credentials will be created upon email verification and you will then be able fo access the system.

You are required to complete and ensure your supplier profile in SMART by GEP is in "Approved” status,
FAILING WHICH YOU MAY NOT RECEIVE INVITATIONS TO PARTICIPATE IN TENDERS FROM PETRONAS.

To learn more about SMART by GEP visit us at htfps:/‘www petronas. com/join-us/be-our-partner/our-
procurement-platform. We have published the FAQs, user guide and system briefing video

@ Suppliers will receive a system generated email containing the
Primary Registration Form (PRF) and registration instructions.

Suppliers with no GEP SMART™ account with PETRONAS need to
click on this link to validate and activate their profile for access
prior to kick start the tendering process.

®

A It is imperative to update your current contact details and ensure the
. \PS correct email address is provided to minimize the risk of hot receiving
T PRF and RFX.




Account Activation

m CREATE & ACTIVATE GEP SMART™ ACCOUNT

The email used in account creation must be the same email used to
receive PRF in Step 1 for both PETRONAS and the other company.
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@ Click ‘Register Now' to sign up as a new user and create a new
GEP SMART™ account or click on ‘I have a GEP SMART™
account’ if you already have an existing GEP SMART™ account for
another company.

To create a new GEP SMART™ account, you are required to
provide and/or validate the company'’s registration details in the
Primary Registration Form (PRF).

After account registration, you will receive an account activation

email. Click on the link to go to the GEP SMART™ login page.

@ Use the Username and Password created and click ‘Login’ to start
using the GEP SMART™ system.

Upon successful login, the GEP SMART™ homepage will appear.




Supplier Profile Approval 2

EFD COMPLETE SUPPLIER PROFILE

Upon login into GEP SMART™, new suppliers are required to complete
the mandatory sections and submit the Supplier Profile for approval to
be eligible for RFX Award and to receive Purchase Order.

Mandatory PETRONAS Licensed or Non-PETRONAS Licensed or
Sections Registered Suppliers Registered Suppliers

No action required. Mandatory fields are Supplier's Legal Name and Region which

e gl will be auto populated.

Identification No action required. Mandatory field is ROC Number (i.e. company registration
Information number) which will be auto populated.

Location 1. Headquarter Address

Information 2. At least (1) Ordering Location Address

Certificates Not Applicable (N/A) Company Incorporation Certificate
Marketing .

e Supported Currencies
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@ To start populating information on your Supplier Profile, click on
the 'Supplier Profile’ button after login. All mandatory sections
(refer table above) must be completed prior to approval.

SDS Offshore Sdn Bhd

The Basic Details information will be auto-populated based on
your input in PRF (page 3).
‘Supplier's Legal Name' is referring to the registered company
name with the authority agencies (i.e. SSM, ACRA etc.)

* 'Region’ is referred to where supplier can provide their service
(i.e. Malaysia, Indonesia, etc.)




Supplier Profile Approval

EFD COMPLETE SUPPLIER PROFILE (cont'd)

v IDENTIFICATION INFORMATION Manage Opticnal -

ROC (04 @
« CERTIFICATES @ —— .

LOCATION INFORMATION (3) B .

@ Under the ldentification Information, the ROC Number (i.e.
company registration number) is a mandatory field which will be
auto populated.

@ Under Certificate, companies without PETRONAS License or
Registration are required to attached the company incorporation
certificate. To attach the document, click on the ‘Add New
Certificate'.

@ Select ‘Company Information Certificate’ and click ‘Add New'.

The Location Information is required for you to receive PO and

payment in SMART.

* 'Ordering Location’ is the location for PETRONAS to send POs.
You may add and have multiple locations depending on your
business organisation. At least one Ordering Location is
mandatory.

* ‘Remit to Location’ is the location for PETRONAS to process
your invoice payment. Remit to Location must only have one
bank account. If you may have multiple bank accounts, you
need to maintain multiple Remit to Location. This is optional
and can be updated post supplier approval via Change

“Request.




Supplier Profile Approval

X)) SEND SUPPLIER PROFILE FOR APPROVAL

v MARKETING INFORMATION [ ]

(& SUCCEsS!

Supplier Profile is successfully submitted.Please wait for our team to review and approve your

profile.

CLOSE

@ Under Marketing Information you are required to select at least
one supported currencies.
* ‘Supported Currencies’ refers to all the currencies supported for
payment purposes {e.g. MYR, USD etc.).

Upon completion of all mandatory requirements, click ‘Save and
Submit’ to submit the supplier profile to PETRONAS for approval.

You will be prompted with a notification on successful submission

of your Supplier Profile. PETRONAS shall review and process your

submission accordingly.

* If you are prompted with an Error Message, please amend your
Supplier Profile accordingly or refer to the user guide on Data
Quality Error Rectifications for more information.

©

Prior to submission of Supplier Profile approval, all mandatory
\P requirements must be completed, and you may send for approval
T without achieving 100% completion.




Add New Bank Account

m ADDING BANK ACCOUNT INFORMATION

The Banking Information is important for PETRONAS to process invoice
payment to the suppliers. You may maintain the Banking Information
through the Remit to Location. Remit to Location must only have one
bank account. If you may have multiple bank accounts, you need to
maintain multiple Remit to Location.

PROFILE
9 v
3z/nmwulmtss s e m ‘

LOCATION INFORMATION (3) . L]

o

[w]

LOCATION INFORMATION

~ BANKING TNFORMATION

®o

@ If your profile is in the '‘Approved’ status, you need to click on
Create Change Request before you can update the Banking
Information. Change request is only applicable if your profile is in
‘Approved’ status.

@ Under the Location Information click on the (+) icon to add a
new '‘Remit to Location’ or click on the Copy icon to copy an
existing location.

@ Enter the address of the banking information and select the
‘Choose Location Type' as ‘Remit to Location’.

@ Click on the (+) icon to add new banking information.
* Enter only one (1) bank account’s information.
* Do not add multiple bank account under the same 'Remit to
Location'.
» If supplier has multiple bank accounts, please proceed to
create new ‘Remit to Location’ for each bank account.




Add New Bank Account

m ATTACH SUPPORTING DOCUMENT

After you added the Banking Information, it is mandatory to attach the
supporting document for the newly added bank info (e.g. Bank Statement
Header or Bank Confirmation Letter) under the Certificate section.

BANKING INFORMATION

CANCEL DONE
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@ In the Banking Information section, select ‘Wire Transfer’ as the
payment method, complete the mandatory fields and click ‘Done’.

@ Under Certificate, it is mandatory to attach the supporting
document. Click on the ‘Add New Certificate’, select ‘Banking
Information Documents’ and click ‘Add New'.

Upon completion, click ‘Submit’. If you are prompted with an
Error Message, please amend your Supplier Profile accordingly or
refer to the user guide on Data Quality Error Rectifications for
more information.

Important Guidelines

* Bank Name: registered Bank Name based on SWIFT code entered.

* Beneficiary Name: registered bank account name.

*  SWIFT/BIC: set of 8 or 11 digits that represents a bank branch.

» Bank Key/ABA: routing number for international bank account (e.g. Australia, India, Russia,
South Africa, United Kingdom, USA). If not applicable, enter 0.

* IBAN: international bank account number. If not applicable, enter O.

* Bank Account Number: should consist of 10, 12, 15 or 16 characters.

* Verify Bank Account Number: must be the same as Bank Account Number entered.



Glossary

Abbreviations

Primary Registration Form
Request for X (Proposal, Quotation, Information)
Procure-to-Pay

Purchase Order

Definition of Status

This status denotes that the supplier profile has
Approved been approved by the approvers and it is now
available for consumption.

This status denotes that the supplier profile was

HGEEE rejected by the approver.

This status denotes that the supplier contact has

Registered registered with GEP SMART

This status denotes that the supplier has been
invited to register with GEP SMART by the buyer
user.

lcons

An icon to add more items to the list
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A menu icon usually situated on the
top right corner of the dashboard
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An icon to remove items from a list

An icon to download documents/

] Download Icon reports

A menu icon usually situated on the

gl LGl top right corner of the dashboard

A button usually situated on the top
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Resources

Refer to additional resources below!

GEP SMART References

Supplier User https://www.petronas.com/be-our-
Guide, FAQ and partner/licensing-and-procurement-in-
Video Tutorials malaysia

EVESANETEEGREE  https://www.petronas.com/vendor-
updates announcements

Petronas Contact Centre

supplier.servicedesk@petronas.com.my

1-800-88-0011




