PETRONAS Canada
PETRONAS Completing a Supplier Profile Change Request in GEPSMART

Step 1: Sign in to GEP Business Network

Enter your sign in credentials to access your GEP account.

a businessnetworkuat-idp.gep.com,

9 GEP

Business Network

Sign in to GEP Business Network

Enter your detail below

100 Walnut Ave, Clark NJ 07066, USA £2023 GEP Worldwide. All rights reserved

Select PETRONAS Energy Canada Ltd at the top of the screen, followed up Manage Profile.

M MR GEP-BusinessNetwork-PETRON/ X -+
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9 GEP AR  PETRONAS Energy Canada Ltd

< PETRONAS Energy Canada Ltd

Supplier ABC123
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INNOVATION

SOFTWARE | STRATEGY | MANAGED SERVICES

& PETRONAS Energy Canada Ltd Manage Profile

Supplier: Supplier ABC123 (105289) Keep your client specific profile updated here

Step 2: Create a Change Request

In the lower right corner, select CREATE CHANGE REQUEST.
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A Confirmation request will pop up asking if you would like to proceed with the Change Request. Select YES or NO.
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£y SUPPLUIER ABC123 (105393)
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(7) CONFIRMATION

Mge you Sure you want 1o create Change Request?
Hote: In case of a change request is nol submitbed, suppler manager will have an oplion 10 cancel your

change reguest 50 that other users can make the changes

Step 3: Edit Supplier Profile Details

The status in the yellow bar, along the top of the page, will change to Change request is in progress.

From the vertical menu bar, select the Category you would like to update.

Edit the applicable fields by either clicking directly on the field, or by clicking the Edit 7 or Add New @ buttons
where available.

« « &, SUPPLIER ABC123 (105289) H [iLh

IDENTIFICATION INFORMATION
“indicates required fields

CERTIFICATES

Parent Comaany's dentificat srent Comp
Parent Company Name KMTEST123
DIVERSITY STATUS YOUR COMPANY LOGO
HERE
LOCATION INFORMATION § Categary’ | | Rewon || Svmplier Managers® -
I Supported file farmats: peg. X ONU- Corporate +6 Mare AmEnicos L Sid SupplierManager w SWP Active
ipeaien
CONTACT INFORMATION Max e size : SME

Resoltion - 200X 200 pixel
BUSINESS INFORMATION

Step 4: Complete the Change Request
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In the Change Request, you will have five options in the right corner. DELETE, SUBMIT, SAVE & EXIT, CLOSE and
SAVE.

Change request is in progress

IDENTIFICATION INFORMATION

“indicates required fiekds
CERTIFICATES

DIVERSITY STATUS Supplier ABC123 Parent Company Name KMTEST123 Formerly Knawn A

YOUR COMPANY LOGO
HERE

LOCATION INFORMATION

Category* p Rep ppler Managers* || et
X-DNU-Corporate+6 More = Americas : Sid SuppliierManager / SHP Active
CONTACT INFORMATION

BUSINESS INFORMATION
TRANSACTION TYPE

MARKETING INFORMATION l
> IDENTIFICATION INFORMATION

PAYMENT TERMS
DOCUMENTS CERTIFICATES
» DIVERSITY STATUS
> LOCATION INFORMATION
» CONTACT INFORMATION

BUSINESS INFORMATION

> TRANSACTION TYPE

> MARKETING INFORMATION

DELETE Cancel the Change Request

SUBMIT Send the Change Request to the PETRONAS Energy Canada LTD. Supplier Manager for
review and approval.

SAVE & EXIT The record will be saved, and you be moved out of edit mode. Select CONTINUE
EDITING to make additional changes to the record.

CLOSE The record will close, and you will be redirected to GEP Home page.

SAVE The record will save, and you will have the ability to continue editing.

Note — If you only choose to save, the record will be locked for editing by other users. The Change Request is not
finalized until you select SUBMIT.

Once you select SUBMIT, the status on the yellow bar will update to: The approval of an existing change
request is pending approval. To view the change request Click here. The record will route to the
Supplier Manager to review and approve.
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& & SUPPLIER ABC123 (105289) PO

The appeoval of an existing change request is pending approval. T view the change request Click here

Toplier ABC1Z3 Parent Company Name
Tal IDENTIFICATION INFORMATION VOUR COMPANY LOGO
Home
HERE
CERTIFICATES Caney o
1= X- DN SAP Active
Wy Tasks DIVERSITY STATUS
2 LOCATION INFORMATION
Create
CONTACT INFORMATION
- "TL BUSINESS INFORMATION
-:;h > IDENTIFICATION INFORMATION
TRANSACTION TYPE
l > CERTIFICATES
MARKETING INFORMATION
Mare
PAYMENT TERMS DIVERSITY STATUS
DOCUMENTS

> LOCATIOM INFORMATION

CONTACT INFORMATION

> BUSINESS INFORMATION

> TRANSACTION TYPE

MARKETING INFORMATION

> PAYMENT TERMS

> DOCUMENTS

PROFILE

COMPLETENESS

Support & Assistance
If you require additional technical assistance relating to GEP SMART application functionality and access, please
contact GEP SMART at Support@gep.com.

Phone:

Canada: +1 416-482-2900
USA: +1 732 428 1578
Asia: +91 22 61 372 148
Europe: +42 022 59 86 501
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