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PROCESS (1) : RECEIVING E-PO NOTIFICATION AND ACKNOWLEDGE E-PO IN SUS 
ROLE : TNB SUS SUPPLIER 

 
 
1.0. Supplier will receive details on the e-PO through e-mail as updated in SUS Portal 

 

 
 
 
2.0. Take note on the e-PO number  

 
 
3.0. Supplier to acknowledge the receiving of the e-PO by performing confirmation process in the system 

before start work as stated in the e-PO.  
 
4.1 Log in to SUS Portal using ID and Password  
 

 
 
 

4.1 
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4.2 Click on tab - Purchase Orders. 
To display the list of e-PO 
 

4.3 Find  your Purchase Order Number by : 
a. Click on – Purchase Order Number 
    For the e-PO number as stated in the e-mail received.  

 

 
 
        b. Click on the filter icon and click  

                       
     
            Fill in the ePO number (with prefix 00) and click on Filter button 

             
 

             
 

Display Purchase Order screen will be displayed by click on the ePO number. 
Review the item list before proceeding with the next step. 
 
 
 
 
 

4.2 

4.3a 
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4.4 Click on button – Confirm PO 
To proceed with confirmation Process. 

 

 
 
PO Confirmation / acknowledgment screen will be displayed. 
 
4.5. Click on button - Confirm All Item.  

Make sure e-PO status has changed to Confirmed.  
 
4.6. Click on button – Send to send confirmation of the e-PO to TNB. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4.4 

4.5 

4.6 
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Below message to show confirmation process is successful.  
 

 
 
To make sure e-PO status changed from (New) to (Confirmed) in List of Purchase Order screen. 
 
Before Confirmation process: 
 

 
 
After Confirmation process: 
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Steps to print copy of e-PO: - 
 
5.1 Click on button –Print 

 

 
 
5.2 If below screen prompted, click on button – Open. 

 
Google Chrome  

 
 
 

Newer IE version 

 
 

 

5.1 
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Copy of e-PO will be displayed as below and can be print as usual. 
Supplier to contact (Contact person) as stated in the e-PO for any inquiry. 

 

 
 
       Note : A reminder email will be sent every 3 days until the PO successfully confirmed. 
 

Sample of Reminder Notification : 
 

 
 

END 
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PROCESS (2) : VIEW TNB- DONE GR AND CHANGE GR-SUS STATUS TO ACCEPT 
ROLE : TNB SUS SUPPLIER 

 

Supplier will perform GR ACCEPTANCE process once TNB has done Good Receipt.  

Note for SD: Supplier does not need to do anything in SUS for Materials PO. Supplier only need to check the PO 
Document Flow to see if GR has been done by TNB. If they have any enquiries, please liaise with person in 
charge as stated in ePO. 

1.1. Log into SUS Portal using ID and Password. 
 

 
 

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

2.2 Click on - Document Number for which delivery has been made for the e-PO number. 
 

 
 
 
 

1.1 

2.1 

2.2 
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3.1. Display Purchase Order screen displayed.  
Click on button – Display Document Flow. 
 

 

4.1 Document Flow screen displayed.  

4.2 Click on – Document Type: Good Receipt. 
      Display Good Receipt screen displayed. 
 

 
 
5.1 Click on button Accept for the self-reference that GR has been accepted by supplier. 
       

 

Below message to show GR is accepted by supplier.  

 

3.1 

4.2 

5.1 
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6.1 Click on button - Display Document Flow. 
       Display Document Flow screen displayed. 
 

 

 
       To check GR status changed from (New) to (Document Read). 
 

 
 

 
 

Note: If Supplier to proceed of sending e-invoice please refer to step 4.1 under ‘PROCESS (3) :  
CREATE e-INVOICE’. 

END 

 

6.1 
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PROCESS (3) : CREATE e-INVOICE 
ROLE : TNB SUS SUPPLIER 

 

CREATE e-INVOICE process will be performed once Goods Receipt done by TNB.  

1.1. Log in to SUS Portal using ID and Password  
 

 

2.1. Click on tab - Purchase Order to display list of the e-PO. 

2.2. Click on - Document Number for the e-PO number that has been performed. 
 

 

 

 

 

 

 

1.1 

2.2 

2.1 
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3.1. Display Purchase Order screen displayed.  
Click on button - Display Document Flow. 
 

 

 

4.1. Document Flow screen displayed.  
Click on – Good Receipt. 
 

 

 

 

 

 

 

 

 

 

 

 

3.1 

4.1 
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Note : Implementation of Sales and Service Tax (SST) 

From 1st September 2018, vendor should be able to select the appropriate new SST tax code during 
e-invoice creation. However, this depends on the following conditions being met: 

 If the Purchase order is subjected to new taxes which are Sales & Service tax (SST) relevant. 
 Vendor is a SST registered supplier and have updated with TNB the SST number. 

If a Supplier has not updated his Sales or Service tax registration no. with TNB then he will be treated 
as Non-Register Supplier for SST and will not be able to select chargeable tax code during e-Invoice 
creation. 

 
For update of Sales and Service tax registration number, please refer to this announcement: 
https://www.tnb.com.my/assets/files/Notis_SCMS_SST_TNB.pdf 

The selection of the SST tax code will be based on the matrix below : 

Vendor registered as 
Sales Tax supplier  

Vendor registered as 
Service Tax supplier  

SST tax code selection 

Registered Registered P1 – Sales Tax 10% 
P5 – Sales Tax 5% 
PT – Service Tax 6% 
PZ – Non Taxable / Exempted 

Registered Non-registered P1 – Sales Tax 10% 
P5 – Sales Tax 5% 
PZ – Non Taxable / Exempted 

Non-registered Registered PT – Service Tax 6% 
PZ – Non Taxable / Exempted 

Non-registered Non-registered PZ – Non Taxable / Exempted 
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1. Sample of eInvoice creation if the Purchase order is subjected to new taxes, which are Sales & 
Service tax (SST) relevant. 

 

 

 

2. Sample of eInvoice creation if Purchase order is not subjected to new taxes, which are not 
relevant for Sales & Service tax (SST). 

 

 

 

 

 

 

 

 

 

 

 

Tax code field is non-editable i.e. cannot be changed by Supplier during e-invoice creation 

Tax code can be changed by selecting drop down 
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5.1. Display Good Receipt screen displayed.  
       Click on button - Create Invoice to perform e-invoice process. 

 

 6.1 Process Invoice screen displayed.  

       System will automatically generate the invoice number in Basic Data section. 
 

6.2 If Supplier have more than one bank account registered with TNB, preferred bank account can be 
selected. Supplier can select Alternative Payee ONLY IF ADOA exist for this PO. 

 

 

6.3 Starting from 6th November 2020, it is mandatory for Suppliers to 

i) Agree the TNB SCMS e-Invoice Terms and Conditions (T&C) by check the checkbox for the  
   declaration. 

 

 

 

 

5.1 

6.1 

6.2 
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          Suppliers will see the error message below if the checkbox has not been ticked before e-      
          Invoice submission. 
 

          

      ii) Read the T&C by clicking either (Versi Bahasa Melayu) or (English Verison) hyperlink at the end  
          of the declaration statement. 

 

 

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

 

6.4 Click on button – Send. To submit the e-Invoice to TNB. 
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6.5 e-Invoice has successfully sent to TNB once the status of the invoice changed to Document Sent. 

 

       

Steps to print e-invoice: 

 
7.1. Display Document Flow – click on Invoice link. 

 

 
 
8.1. Display Invoice screen displayed.  
       Click on button – Print. 

 

6.5 

7.1 

8.1 
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9.1 If below screen prompted, click on button - Open 
 

Internet Explorer 

 
 
 
 

Google Chrome 
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Copy of e-invoice will be displayed as below and can be print as usual. 
 

Tax Invoice header will be displayed if vendor is SST registered 
 

Note: For Non-SST Vendors, normal Invoice header will be displayed 
 

 
 
 

 

 

END 
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PROCESS (4) : Resubmit Rejected eInvoice 
ROLE : TNB SUS SUPPLIER 

 

1. If submitted eInvoice has been rejected by TNB, Supplier will be notified via SUS Portal and 
email notification.  
 
i. via SUS Portal, document type column - Cancelled Invoice with “Rejected by 

Customer” status. 

 

 Click the Cancelled Invoice to see the details of rejected eInvoice 

 

ii. via email notification -  Kindly check the details of the rejected eInvoice 
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2. Supplier can print the Cancelled Invoice by clicking the Print button and download the .pdf 
document. 

            

3. Supplier once again can create an eInvoice against the same Goods Receipt document which 
the eInvoice was cancelled earlier.  
 
Click the Goods Receipt. 

 

Click Create Invoice button and repeat the step 6.1 (page 15) until step 9.1 (page 19). 

 

Under Purchase order document flow, the newly created eInvoice document is updated with 
status “Document Sent” 

 

END 


