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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

PROCESS (2) : | INITIATE SERVICE ENTRY
ROLE TNB SUS SUPPLIER

Supplier will perform INITIATE SERVICE ENTRY process once the service as stated in the e-PO has been
done/finished.

Supplier to ensure agreedvalue enteredin the systemin orderfor the Service Entry to be verifiedand approved.
1.1 Login to Sus Portal

PENGUMUMAN

1. AKTIVITI PENYELENGGARAAN TNE SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS).

Untuk makiuman, sistem TNB Supply Chain Management System akan mengalami gangguan
i oleh kerja-kerja pada tarikh dan waktu berikut

Login ID

Password

Tarikh/ Masa mula + Jumaat, 14 Februari 2020, 8.01 malam
Tarikh / Masa akhir  :Rabu, 19 Februari 2020, 11.53 malam
Tempoh :5Hari

|,

Segala kesulitan amatlah dikesali. Terima kasih

We wish to inform that the TNB Supply Chain Management System will be temporarily
for activities. The will be on:

Start Date/ time + Friday, 14th February 2020, 08.01 pm

End Date/ time : Wednesday, 19'" February 2020, 1159 pm ;.:‘:‘“ enter the same Login ID and registered e-mad sddress with
Duration :5Days i
y * Please use the temporary password sent to your e-mail to change
\We apologize for any inconvenience caused. Thank You with new password.
2. KELEWATAN PROSES SMIL KKM.

Untuk makluman, proses pendaftaran / pembaharuan sijil pembekal TNB yang mehbatkan Sijil Kementerian * This is TNS informaton. Any modfication, copying. reprocuction,
Kewangan Malaysia ( KKM ) akan mengalami kelewatan berikutan terdapat isu berkaitan akses sistem ePerolehan b wp':anr:fr;s posting. - i : :\’s!nl:(ﬁtm in any
A S T manner, of the said information on tha website, including text, graphics,

KKM. Segala kesulitan yang timbul amatlah dikesali it o P

3. PENYIARAN IKLAN TENDER DALAM AKHEAR BERITA HARIAN DAN THE STAR.
Lanjutan daripada penamatan operasi akhbar Utusan Malaysia (Mediamony Sdn Bhd) dan bagi memastikan proses

pengiklanan tender dalam akhbar berjalan dengan fancar, Jabatan Procurement Shared Services, TGBS akan
menyiarkan ikian tender dalam akhbar berikut mulai 15 Oktober 2019.

Tklan Tender Akhbar
Bahasa Malaysia Berita Harian
Bahasa Inggeris The Star

Terima Kasih

Click on Purchase Orders tabto display list of the e-PO

2.2. Click on — Purchase Order Number for the e-PO number which service has been performed.

Qo o o

4Back Forward ¥ History Favorites ‘Welcome: Mr. Supplier 15 YSR Trainir,

= E - E = E =

Administration RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos Maintain Certificates / Supplier Details
All | New | Changed | InProcess  Confimed
Surchase Orders > Al Full Screen [ Og
List of Purchase Orders
List of Purchase Orders

\.épnm‘

umber Document Name Document Date Total Value Status PO Overall Weightage %

0020039768 PO 22.01.2020 1,877,180.00MYR Confirmed
70006318 PO 21.01.2020 50,100.00MYR  Confirmed
J 0020039756 70006317 PO 21.01.2020 25,000.00MYR  Confirmed
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

3.1. Display Purchase Order screendisplayed.

Click on button — Create /Initiate SE.

o, Searen
4 Back ¥ History Favorites Welcome: Mr. Supplier 15 YSR Train
r
1 1 S5 1 1 1
Administration RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos Maintain Certificates / Supplier Details
Al New Changed | InProcess  Confirmed

Purchase Orders > All Full Screen | @

List of Purchase @ "y Purchase Order

. 3.1
l Create/Initiate SE b oy | Display Document Fiow | | | & Print

General Information
Terms of Payment

Basic Data

Purchase Order No: 0020030768 Payment in Days Discount in %
Document Number: 70006329

Document Name: PO

Document Date: 22.01.2020

Status: Confirmed

Follow-On Decuments:
Terms of Delivery

Incoterm Location

4.1 Service Entry (SE) creation / Initiate screen displayed.

4.2 Fill inthe required fields or make changes on any field if necessaryin Basic Data section.

Note : During Service Entry creation, there will be a Performance Security (PS) validation.
Suppliers still canproceed with the creation even the PS has expired. This is only to notify

suppliersif :
Scenario 1: PSis expire within 30 days

I Messages

Waming: PS will expire on 29.07.2017 . Kindly contact Pemula/Initiator or Contract Management Unit at contract-helpdesk@tnb.com.my for more details.

Scenario 2 : PS has expired

I Messages

Waming: PS has expired on 29.06.2017 . Kindly contact Pemula/initiator or Contract M Unit at contract-help @tnb.com.my for more details.
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

Basic Data

Confirmation: running number (by system)

Document Name: supplier may enter simplified description of the services
Document Date: Date of the confirmation created (system default)
Purchase Order No: PO number (system default)

Status: status of confirmation Service Entry (system default)

Service Information

Service Agent Name: Name of the supplier’s agent or representative
Service Location: location of the service/job executed

(s, Search
1 Back » History Favorites Welcome: Mr. Supplier 15 YSR Trainit
e
[ 1 = { [ | [
Administration RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos Maintain Certificates / Supplier Details
Al New  Changed | InProcess  Confimed
Purchase Orders > All Full Screen | Of
General Information
Basic Data Service Information
Confirmation: 3000008792 Sarvice Agent Name:
*‘Document Name: se[i[;e‘ Service Location:
Document Date: 23.01.2020
Purchase Order No. 0020039768
Status: Created
Item Overview
+, Expand All| [ »* Collapse All| | | Select All || Deselect All| | | EPropose Outstanding Quantities | | Update Prices
Number Status Product Product T... | Line Type Description Quantity Unit of Me...| Quantity ... | Open Net Value l..
1 In Process service item 0o0oMYR WO

1.1 In Process Service Standard Line  SERVICE-1 0 each 988,490 eacl 988490eac 0.00MYR @

4.3 At Item Overview section, supplier needs to specify the completion of the services whether fully
completed or partial completed. (Refer example 1 & 2)

s,

4 Back b History Favorites Welcome' Mr. Supplier 15 YSR Traini
Administration  RFxandAuctions | Purchase Orders | Goods Receipt Service Entry Sheet  Invoices and Credit Memos  Maintain Certificates / Supplier Details

All New Changed In Process. Confirmed

Purchase Orders > All Full Screen || C

Basic Data Service Information
Confirmation: 3000008792 Service Agent Name:
*Document Name: serice Service Location:
Document Date: 23.01.2020

Purchase Order No. 0020039768

Status: In Process

Item Overview

w Expand All || »t Collapse All | || Select All || Deselect All | | GProposeOulstanding Quantities | Update Pric 4 3

Number Status Product Product T... | Line Type Description Quantity Unit of Me... Quantity ... = Open Net Value l...
1 In Process service item 10.00MYR -
1.1 In Process Service Standard Line | SERVICE-1 10 each 986,490eacl 988,490eac 10.00MYR (]
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

EXAMPLE 1 : FULLY COMPLETED SERVICE ENTRY.
i. Click on button - Select All.

ii. Fill in the Quantity column for eachline.

b History Favoriles

1 1 - i \ | 1

Administration RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos

Al New Changed In Process Confirmed
Purchase Orders > All
Purchase Order No.: 0020039768
Status: In Process
Item Overview |
v Expand All || #* Collapse Al || Select All IDeselacl All| || GPropose Outstanding Quantities || Update Pnces‘
Number Status Product Product T... | Line Type Description Quanti*
1 In Process service item
1.1 In Process Service Standard Line SERVICE-1 ' 988,490 '

EXAMPLE 2 : PARTIALCOMPLETED SERVICE ENTRY

i. Tick on theservice line item.

ii. Click on button - Propose Outstanding Quantities.

iii. Fill in the quantity of the service performed under Quantity column.

s,

4 Back b History Favorites
-
1 1 L4 { 1 1 1
Administration RFx and Auctions Purchase Orders Goods Receipt Sarvice Entry Sheet Invoices and Cradit Memos.

Al New Changed In Process Confiumed

Purchase Orders > All
SEIVILE EHUY [SE) LIEAUUI T INIUALE . JUUUUUGT 94

« Confirm \Save ¥ Cancel | | | [H CHECK LIST
Please refer to document's checklist before submitting confirmation of service completed.

General Information

= Item Overview

v Expand All| [+ Collapse All | [ Select All| | Deselect Iu | || &IPropese Outstanding Quantities || §paate Prices

Number Status Product Product T... | Line Type Description Quantity
1 In Process service item |
1.1 In Process Service Standard Line SERVICE-1 10
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Search

Welcome. Mr. Supplier 15 YSR Traini

Maintain Certificates / Supplier Details

Full Screen | O

..| Quantity ... Net Value ..
988,500.000 @

988,490 eacl 988,480eac 988.49000F @ =

Open
i

Search,

Welcome: Mr. Supplier 15 YSR Trainir

Maintain Certificates / Supplier Details

Full Screen | OF

Unit of Me...| Quantity ... | Open
20.00MYR I

each 988 490eacl 988,480eac 10.00MYR ﬂ ~
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USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

4.4 Select each line of services or all services depending on the Service Entry.

@m Search Q-
4 Back ¥ History Favorites Welcome: Mr. Supplier 15 YSR Train|
Administration RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos Maintain Certificates / Supplier Delails

Al New Changed = InProcess | Confirmed

Purchase Orders > All Full Screen [ O

Basic Data Service Information
Confirmation: 3000008792 Service Agent Name:
*Document Name: serice Service Location:
Document Date: 23.01.2020

Purchase Order No.: 0020039768 4.4

Status:

In Process

Item Overview

[*Expand A liapse All| | [ Select All || Deselect All| | [&@Propose Outstanding Quantities || Update Prices
Number tatus Product Product T... | Line Type Description Quantity Unit of Me... Quantity ... Open Net Value ..
1 In Process service item 10.00MYR (]
il In Process Service Standard Line  SERVICE-1 10 each 988,490eacl 988,490eal _10.00MYR Ji [

4.5 Attach/upload any related documents (i.e: Laporan Kerja Siap (LKS), etc)in the ‘Attachment’ area at

the bottom of the page. Please verify the required documents that need to be attached/uploaded
with initiator to avoid rejection during acceptance of Service Entry.

4.6 Click on Browse button = Select related document = Click on Upload button.

TIRAGA 7,
@ ™ Search Qv Lg
4 Back r ¥ History Favorites Welcome: Mr. Supplier 15 YSR Training
I I s @ Open 3¢
Administration RFx and Auctions Purchase Orders G &« v 4 B > ThisPC > Desktop v U | Search Desktor »p
N Cha In Procs Confi
Al New = Changed | InProcess onfirmed o New folder . m
Purchase Orders > All Full Screen || Optic
vCall A

ate modified s

[ # Confirm | [E] Save | [ 3 Cancel| | [[H CHECK LIST|
Please refer to document’s checkiist before submitting confi @ OneDrive

Material (English) v3-22JAN20... 22

; = This PC RESET
General Information ) @ e-Purchase Order Material (English) v3-22JAN20
| W30 0bjeas @7 sus links
Item Overview I8 Desktop # Eclipse IDE for JavaScript and Web Developers -.. 20/1/2020 1
= Documents @' e-Purchase Order Material (English) v3 - SD copy
Partner Information & Downloads @ e-Purchase_Order_Material_Eng_v3
D Music @7 TR Details V1.1 )
4.5 Attachments & Pictures @ TR STATUS 10/1/202!
: g1 sus links (Autosaved)
Attachments B videos . % 2 3
@ subcon_hr_joining form Priya Shinde 6/1/202¢ PM
% Add Attachment L05(@) =
ad [achmen! , IR 2
B No Attachments Available
File name: |service ~ mdileile v
No file chosa ' Browse | | Upload | ' Cancel

4.6
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

4.7 Click on Add Attachment buttontoupload another documents.

=  Attachments

Attachments

4.7
l &’ Add Attachment )

service.docx i

No file chosen. [ Browse | [ Upload |

Note : SAVE button in Service Entry (SE) creation / Initiate screen allow you to save your SE as a draft
version by clicking the SAVE button. This SE will not send to TNB for acceptance. Please make
sure you click on Confirm button once you have completed key in the SE details.

i) Click on SAVE button.

\,@ \J
TN aarch
e
4 Back » Hstory Fovorites Wilcome Me, Supplier 15 YSK
| | o5 1 f
Admn " hon: Purchase Orders 00 Recsgr Sarvice Entry Sheet In a oo e teates | S
All Nave nanged In Process Ahrmed
JUe sts > Al Full Scre
;ICO!lﬁl{ |&lsave |XCance¢ [£JCHECK LIST
Please r t's ist before g © ion of service pleted
General Information
ii) Message will be displayed and Status of the SE isin Process.
P a-
4 Back ¥ History Favorites Welcome: Mr. Supplier 15 YSR Trai
Administration RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos Maintain Certificates / Supplier Details
Al New Changed In Process Confirmed

*urchase Orders > All Full Screen

List of Purchase Orders > Display Purchase Order > Process Confirmation > Display Confirmation

Messages

@lInfo:  Your changes have been adopted successfully

Confirmation: 3000008794

[ Process | | [ Delete | [[[ Copy | | Display Document Flow || [] CHECK LIST ] | [ & Print

= General Information

Basic Data

Service Information
Confirmation:

3000008794 Service Agent Name:

*Document Name: Service Location:

Document Date: 23.01.2020
TS
I Status: In Process l

List of Purchase Orders > Display Purchase Order > Process Confirmation > Display Confirmation > Display Document Flow

Document Flow

Back to Document

Document Type Document Number Document Name Document Date Status Total Value
Purchase Order 70006329 PO 22.01.2020 Confirmed 1,977,180.00 MYR
Confirmation 3000008794 23.01.2020 In Process 20.00MYR

Total Value is exclusive of discount / surcharge (if applicable)
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

iii) To edit your draftedSE, click on the Confirmation button with status ‘In Process’ andthen click
the PROCESS button.

4Back Forwardr History Favorites
RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memos Maintain Cerfificates / Supplier Details Administration
Al New  Changed  InProcess = Confirmed

Purchase Orders = All

List of Purchase Orders > Display Purchase Order > Display Document Flow

Document Flow

Document Type Document Number Document Name Document Date Status
Purchase Qrder 0070006077 PO 29.06.2019 Confirmed
Confirmation 3000008206 dafdas 04.07.2019 Accepted by Customer
Invoice 4000007236 dafdas 04.07.2019 Rejected by Customer
Confirmation 3000008252 TESTEST 07.08.2019 Completion Reported

3000009127 addfaads 04.08.2020

List of Purchase Orders > Display Purchase Order > Process Confirmation > Display Confirmation

matian: 3000008794
\ Delete || [[)Copy || Display Document Flow || [ CHECK LIST | | [ & Print

General Information

Basic Data Service Information

Confirmation: 3000008794 Service Agent Name:

*Document Name: Service Location:

Document Date: 23.01.2020
Purchase Order No.: 0020039768
Status: In Process

4.8 Starting from 6t November 2020, it is mandatory for Suppliers to
i) Agree the TNB SCMS Service Entry Terms and Conditions (T&C) by check the checkbox for the
declaration.

= | Terms and Conditions

ﬂhereby acknowledge and agree that the service entry submitted herein is in accordance to the TNB's SUS Portal Terms and Conditions

Suppliers will see the error message below if the checkbox has not been ticked before Service

Entry (SE) submission.

Messages

@ Errors: Kindly check and accept the Terms and Conditions

Service Entry (SE) Creation / Initiate: 3000009509
< Confirm || [E]Save || 3 Cancel ||

= | General Information

Basic Data

Confirmation: 3000009509
*Document Name: Service Entry 1
Document Date: 03.11.2020
Purchase Order No.: 0020040513
Status: In Process
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

ii) Read the T&C by clicking the Terms and Conditions hyperlink at the end of the declaration statement.

Terms and Conditions

[+ | hereby acknowladge and agres that the service entry submitted herein is in accordance to the TNB's SUS Portall Terms and Conditions

Suppliers will see the below error message below if the Terms and Conditions are not read, in
order to read just click on Terms and Conditions hyperlink.

Messages

@ Errors: Kindly ensure, Terms and Conditions are read before document submission

Service Entry (SE) Creation / Initiate: 3000009509
| « Confirm || Elsave || # Canceal | |

= | General Information
==

Basic Data

Confirmation: 3000009509
*Document Mame: Service Entry 1
Document Date: 03.11.2020
Purchase Order No.: 0020040513
Status: In Process

4.9 Click on Confirm button for Service Entry submission.

Service Entry (SE) Creation / Initiate: 3000009309
|| < Confirm || ESaveH 3 Cancel | |

= | General Information
==

Basic Data

Confirmation: 3000009509
*Document Name: Service Entry 1
Document Date: 03.11.2020
Purchase Order No.: 0020040513
Status: In Process

Popup message will be displayed after ‘Confirm’ button clicked. Click - OK

€ C' @ Not secure | unadevsepci0l.hg.tnb.com.my:50000/irj/portal o Y w :
@Eu ..embedded page at unadevsrmci01.hq.tnb.com.my:8001 says Search Q- Log off
4 Back i+ History Favorites Prior-creation of Confirmation before the services are actually Welcome: Mr. Supplier 15 YSR Training YSR

performed will lead to Rejection by TNB

f [ L \
Administration RFx and Auctions Purchase Ordaers. Goods Recs E[aIIS

Al New Changed In Process Confirmed
Purchase Orders > All Full Screen | Options »

List of Purchase Orders > Display Purchase Order > Process Confirmalion
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SUPPLY CHAIN MANAGEMENT SYSTEM (SCMS)
USER MANUALS (SUPPLIER) — e-PURCHASE ORDER (SERVICE) VOL 2 /2020

5.0 Display Confirmation screen displayed.
Check status — Completion Reported

chase Orders

B Info:

*  History Favorites

! 1

RFx and Auctions P

r
dministration urchase Orders.

Changed | InProcess Confimmed

= Al

" MNew

List of Purchase Orders > Display Purchase Order > Display Confirmation

Messages

Your changes have been adopted successfully

Confirmation: 3000008784

!

Goods Receipt

[MCopy || Display Document Flow | [ [ CHECK LIST | | [ & Print

General Information

Basic Data
Confirmation: 3000008794
*Document Name:

23.01.2020

Document Date:
Purchase Order No
Status:

Completion Reported

I

Service Entry Sheet

1

Invoices and Gredit Memos

Service Information
Service Agent Name:
Service Location:

5.0

Search

Welcome

I

Maintain Gertificates / Suppher Details

5.1 Clickon button - Display Document Flow to check document status history.

Q-

Mr. Supplier 15 YSR Tral

?

4

Al
Pure

5.2 Refer to the Confirmation document type and make sure status changed to Completion

Administration

History Favorites
E -
=

Back Forward ¥

C

RFx and Auctions

I New Changed In Process Confirmed

chase Orders > All

List of Purchase Orders > Dj
5.1

Confirmation.

Purchase Orders

=

Goods Receipt

| [3Cop || Display Document Flow || [ CHECK LIST | | S Print

= | General Information

Basic Data
Confirmation:
*Document Name:

Pt i

3000008794

- -

Service Entry Sheet Invoices and Credit Memos

rder > Display Confirmation

Service Information
Service Agent Name:
Service Location:

=

Maintain Certificates / Supplier Details

Search:

Welcome: Mr. §

Reported which it shows Service Entry successfully transferred to TNB for further action (Service

Acceptance).
@m Search Q- | Logoff
1 Back b History Favorites Welcome: Mr. Supplier 15 YSR Training YSR
e
[ ! o [ [ [ [
Adminisiraticn RFx and Auctions Purchase Orders Goods Receipt Service Entry Sheet Invoices and Credit Memas Maintain Certificates / Supplier Details
ANl New Changed | InProcess | Confirmed
Purchase Orders > All Full Screen | Options +
List of Purchase Orders > Display Purchase Order > Display Confirmation > Display Document Flow
Document Flow
Back to Document
Document Type 5 2 Document Name Document Date Status
ghase Oud PO 22.01.2020 Confirmed 5.2
Confirmation 30000UG T Service 23.01.2020 Completion Reported I.__ —omiYR

Total Value is exclusive of discount / surcharge (if applicable)

END
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