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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 agreed value entered in the system in order for the Service Entry to be verified and approved.  

1.1 Login to Sus Portal  

 

 
 

Click on Purchase Orders tab to display list of the e-PO   

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

 

 

  

  

 

  

  

1.1 

2.2 
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3.1. Display Purchase Order screen displayed.   

 

Click on button – Create / Initiate SE. 

 

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

4.2    Fill in the required fields or make changes on any field if necessary in Basic Data section.  

            

 

 

 

 

 

 

 

 

Note   :   During Service Entry creation, there will be a  Performance Security (PS) validation.       

Suppliers  still can proceed  with the creation even the PS has expired.  This is only to  notify  

suppliers if   :   

        Scenario 1 : PS is expire within 30 days   

               

         Scenario 2 : PS has expired   

  

3.1 
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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  

 

 

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)  

 

 

 

 

4.3 
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EXAMPLE 1 : FULLY COMPLETED SERVICE ENTRY.  

i. Click on button - Select All.   

ii. Fill in the Quantity column for each line.  

 

 

EXAMPLE 2 : PARTIAL COMPLETED SERVICE ENTRY 

i. Tick on the service line item.  

ii. Click on button - Propose Outstanding Quantities. 

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

 
 

  

 

 

 

 

 

 

 

ii 

iii 

i 

i 

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

 

 
  

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.  

 
 

 

 

 

 

 

 

 

 

 

4.4 

4.5 

4.6 
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4.7 Click on Add Attachment button to upload another documents.  

 

  
  

   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. 

  
  

ii) Message will be displayed and Status of the SE is in Process. 

   
 

 

4.7 
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iii) To edit your drafted SE, click on the Confirmation button with status ‘In Process’ and then click 

the PROCESS button. 

 

 
 

 

 

4.8 Starting from 6th 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. 

 

       
 

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

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

 

     
 

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. 

 

     
 

4.9 Click on Confirm button for Service Entry submission. 

 

         
 

       Popup message will be displayed after ‘Confirm’ button clicked. Click - OK  
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 5.0 Display Confirmation screen displayed.    

         Check status – Completion Reported  

 

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

 

 
 

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

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

       Acceptance). 

 

 

END 

5.2 5.2 

5.1 

5.0 


