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Chapter 1: On-boarding Suppliers

Supplier Management offers a smooth on-boarding experience for both, buyers and suppliers. As a buyer, you can
shortlist suppliers and then send out invitations to supplier contacts to register on SMART by GEP.

1.1 Viewing and the Supplier Profile

The Supplier Profile holds all the details of suppliers like their registration information, location details, contact
details, etc.

Follow these steps to view a supplier’s profile:

1) Fromthe Workspace home page, click Manage

MANAGE

2) Click Show Allto see the complete Supplier Repository

SUPPLIER
(E=) 09)ul2020
\_"/  IDENTIFIED
Legal Company Name : 09Jul2020 | DUNS Number :
IWE\‘ PT. AFALINDO PRATAMA
-
v APPROVED - GREEN
Legal Company Name : PT. AFALINDO PRATAMA | DUNS
Number :
fE\ KONSORSIUM PT. BKI DAN PT. SUCOFIND
(1=l)
v APPROVED - GREEN
Legal Company Name : KONSORSIUM PT. BKI DAN PT.
SUCOFIND | DUNS Number :
I/E@}‘ willmay2344
"=/ REGISTERED
Legal Company Name : willmay2344 | DUNS Number :

SHOW ALL

3) Onthelanding page below, search or filterto access the relevant supplier profile.
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MANAGE - SUPPLIER

All - 999+ O Select All

g s @ 09Jul2020 .
IDENTIFIED

El 2801 Legal Company Name : 09)ulz020 | DUNS Number : | Organization entity : Aviation Region 1 Test + (3) more | Created By : Chirag Shethia | Primary Contact Name: C S | Primary Contact Email : chirag.shethia@gep.com | Supplier Managers : Chirag

Shethia | Client Supplier Code : PC-2020.014519
%

55 Legal Company Name : PT. AFALINDO PRATAMA | DUNS Number : | Organization entity : Pertamina (Perserc) + (794) more | Created By : Admin GEP's . | Primary Contact Name : SANTI - | Primary Contact Email : afalindo_p@1yahoo.co.id | Supplier

PT. AFALINDO PRATAMA 77

APPROVED - GREEN

®

Managers : Procurement Buyer | Client Supplier Code : 0000102396

KONSORSIUM PT. BKI DAN PT. SUCOFIND #
APPROVED - GREEN

Legal Company Name : KONSORSIUM PT. BKI DAN PT. SUCOFIND | DUNS Number : | Organization entity : Pertamina (Persero) + (794) more | Created By : | Primary Contact Name : Wisnawan Anggoro - | Primary Contact Email :
0000100033@supplier.com | Supplier Managers : Procurement Buyer | Client Supplier Code : 0000100033

d § m m m
3 ; E
® ®

willmay2344 o
REGISTERED

Legal Company Name : willmay234 | DUNS Number : | Organization entity : FERTAMINA Kantor Pusat + (3) more | Created By : Pertamina Admin | Primary Contact Name : willmay2344 willmay2344 | Primary Contact Email : tracy pereira@gep.com |
Supplier Managers : Arwin Layarda | Client Supplier Code : PC-2020.014518

TN evmnimmmen e ey e as ot e

4) Thenclick supplieryou wantto view. The supplier profile page appears.

& PT. AFALINDO PRATAMA (0000102396)

> BASIC DETAILS [ ]
> SUPPLIER SOURCE INFORMATION [ ]
> IDENTIFICATION INFORMATION [ ]
> RELATIONSHIP INFORMATION [ ]
> BUSINESS INFORMATION [ ]

The Supplier Profile page consists of the following section:

= BasicDetails

= Identification Information
= Supplier Source Information
= Relationship Information
= Certifications

= Diversity Status

= Registration Information
= Location Information

= ContactInformation

= Business Information

= Transaction Type

= Marketing Information

= PaymentTerms

= Documents

= Engagement Model
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1.2 Invite for Registration

As a buyer, you need your suppliers to register sothat they canrespondto events as per your need. You can use the
landing page to send email notifications to single / multiple suppliers inviting themto register. You could also invite
individual suppliers from their Supplier Profile page.

Supplier Invitation to Register — from Supplier Profile

1) Access the Supplier profile

2)  Click the actionmenu n icon and then click Send Primary Registration Form.

Export to PDF I

Export to Word
~ BASIC DETAILS . '
View Change History
Supplier's Legal Name Parent Company's Identification type Parent Company Nan . . .
Acme Inc Parent Company Name T |OE Assets Send Primary Registration Form
YOUR COMPANY
LOGO HERE Send Profile Update Request
Supported file formats: Daing Business As MNormalised Name Category Additional Forms
Eeng, jpeg. jpg Acme Industries ACME Corporate Service!
Max file size : SMB
Submit for Approval
Organization Entity Region Supplier Managers Restrict Information Update
OU_DBMN_US_The Dress Barn L., +2 More ALASKA +2 More AscenaRetail Admi
View Track Status
1 T

Supplier Invitation to Register — from Workspace

1) Fromthe Workspace home page, click Manage

MANAGE

2) Click Show Allto see the complete Supplier Repository
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SUPPLIER

&

®@

®

09Jul2020
IDENTIFIED
Legal Company Name : 09jul2020 | DUNS Number :

PT. AFALINDO PRATAMA
APPROVED - GREEN

Legal Company Name : PT. AFALINDO PRATAMA | DUNS
Number :

KONSORSIUM PT. BKI DAN PT. SUCOFIND
APPROVED - GREEN

Legal Company Name : KONSORSIUM PT. BKI DAN PT.
SUCOFIND | DUNS Number :

willmay2344
REGISTERED
Legal Company Name : willmay2344 | DUNS Number :

SHOW ALL

3)  Access the Supplier Repository through the landing page.

¢ @ MANAGE - SUPPLIER

Al 999+

g sz

[0 selectAll

@ 09Jul2020
IDENTIFIED

SMART ., GEP

Legal Company Name : 09/ul2020 | DUNS Number : | Organization entity : Aviation Region 1 Test + (3) more | Created By : Chirag Shethia | Primary Contact Name : C S | Primary Contact Email : chirag.shethia®gep.com | Supplier Managers : Chirag

Shethia | Client Supplier Code : PC-2020.014519

PT. AFALINDO PRATAMA
APPROVED - GREEN

Managers : Procurement Buyer | Client Supplier Code : 0000102396

KONSORSIUM PT. BKI DAN PT. SUCOFIND
APPROVED - GREEN

0000100033@supplier.com | Supplier Managers : Procurement Buyer | Client Supplier Code : 0000100033

willmay2344
REGISTERED

Legal Company Name : PT. AFALINDO PRATAMA | DUNS Number : | Organization entity : Pertamina (Persero) + (794) more | Created By : Admin GEP's . | Primary Contact Name : SANTI - | Primary Contact Email : afalindo_p@1yahoo.co.id | Supplier

Legal Company Name : KONSORSIUM PT. BKI DAN PT. SUCOFIND | DUNS Number : | Organization entity : Pertamina (Persero} + (794) more | Created By : | Primary Contact Name : Wisnawan Anggoro - | Primary Contact Email :

w

w

Legal Company Name : willmay2z344 | DUNS Number : | Organization entity : PERTAMINA Kantar Pusat + (3) more | Created By : Pertamina Admin | Primary Contact Name : willmay2344 willmay2344 | Primary Contact Email : tracy pereira@gep.com |

Supplier Managers : Arwin Layarda | Client Supplier Code : PC-2020.014518

4) Filter using 1 or multiple parameters to narrow down on the suppliers to be invited for registration
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2 MANAGE - SUPPLIER

FILTER

VIEW

Saved Filters

SUPPLIER COMPANY NAME 0 selected of 12 displayed of the total

STATUS

CATEGORY

DIVERSITY

FINANCIAL QUALIFICATION

Oal

[] Approved - Green
[J Approved - NA
[ Approved - Red

[J Approved - Yellow

CANCEL APPLY

Select All/ certain filtered suppliers and use the Broadcast Menu at the bottom right corner of the page to Invite
for Registration.

Applied Filters: Status

All 999+

Select All

BROADCAST

& @@ MANAGE - SUPPLIER T Y E
Applied Filters: Status (%) w B
Al 999+ Select All

g sz

PT. AFALINDO PRATAMA
APPROVED - GREEN
Legal Company Name : PT. AFALINDO PRATAMA | DUNS Number : | Organization entity : Pertamina (Persero) + (794) more | Created By : Admin GEP's . | Primary Contact Name : SANTI - | Primary Contact Email : afalindo_p@1yahoo.co.id | Supplier

Managers ; Procurement Buyer | Client Supplier Code ; 0000102396

KONSORSIUM PT. BKI DAN PT. SUCOFIND 7
APPROVED - GREEN

Legal Company Name : KONSORSIUM PT. BKI DAN PT. SUCOFIND | DUNS Number : | Organization entity : Pertamina (Persero) + ore | Created By : | Primary Contact Name : Wisnawan Anggoro - | Primary Contact Email :
0000100033@supplier.com | Supplier Managers : Procurement Buyer | Client Supplier Code : 0000100033

PT.INDO ARGA KHARISMA ¢

APPROVED - GREEN
Legal Company Name : PT. INDO ARGA KHARISMA | DUNS Number : | Organization entity : Pertamina (Persero) + (794) more | Created By : Admin GEP"s . | Primary Contact Name : Name - | Primary Contact Email : indoarga@1gmail.com | Supplier

Managers : Procurement Buyer | Client supplier Code : 0000167538

METALTEK INTERNATIONAL, INC.

APPROVED - GREEN

Legal Company Name : METALTEK INTERNATIONAL, INC. | DUNS Number : | Organization entity : Pertamina (Persera) + (794) more | Created By : Admin GEP's . | Primary Contact Name : Name - | Primary Contact Email : not_registered@1email.com |

Supplier Managers : Pracurement Buyer | Client Supplier Code : 0000203929

ASSET STUDIO PTE LTD

APPROVED - GREEN Broadcast
Legal Company Name : ASSET STUDIO PTE LTD | DUNS Number : | Organization entity : Pertamina (Persero) + (734) more | Created By : Admin GEP's . | Primary Contact Name : Name - | Primary Contact Email : |
Managers : Procurement Buyer | Client Supplier Code : 00DO; 28 Invite for Registration

1000 suppliers can be invited at a point in time for registration. Use additional filters to further narrow down and
invite the suppliers to register.
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/\ WARNING!

Emails can only be sent to 1000 supplier. Currently 10000 suppliers have been

selected.

OK

1.3 Tracking Supplier Registration

There can be a report created in Insights to identify the suppliers who have completed the registration process.

Client Supplier Code & Legal Company Name a Supplier Contact Name... | Supplier Contact Email a Registration Date a Registration Date (Man...
JKLM300002 JKLM Update Deepa Sirurmath deepa.sirurmath@gep.com 7/3{2020 Jul-2020
PC-2020.000087 Test_Supplier_1 Test_Supplier_1 Test_Supp jimmy.dmello@gep.com 7/6/2020 Jul-2020
PC-2020.000092 Test Supplier 4 Test Supplier 4 jimmy.dmello@gep.com 7/6/2020 Jul-2020
PC-2020.000095 Test_Supplier_7 Test_Supplier 7 jimmy.dmello@gep.com 7/6/2020 Jul-2020
PC-2020.014518 willmay2344 willmay2344 willmay2344 | tracy.pereira@gep.com 7/7/2020 Jul-2020

The designated users can follow the invitation steps mentioned above to have the suppliers complete the registration
process.
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Chapter 2. Supplier Registration

1) Supplier will need to click on the link received in the Supplier Registration mail.

Dear Gep Test Supplier 1201,

Pertamina has sent you its primary registration form. In order to start filling it, you just need to
Click Here

Please enter the responses and submit the form. The login credentials would be created on submission and you can then access the system.

2) Supplier will then be redirected to the below page.

W
A PERTAMINA v

Hi Gep Test Supplier 1201,

You have been invited by Pertamina to be a supplier and represent Gep Test Supplier 1201

Register Now I have a SMART by GEP account

Thanks,
SMART by GEP Team

Supporting you from United States, Asia and Europe

Phone:

USA:+1 732 428 1578
Europe:+42 022 59 86 501
Asia:+91 22 61 372148
Australia:+61 285 181 914
UK:+44 203 478 6123
Brazil:+55 113 181 5451

Email: Support@gep.com

Powered By GEP | @© All Rights Reserved | Privacy Statement
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3) On Clicking Register Now, the supplier will be directed to the Primary Registration form
(PRF), where the supplier will have to fill in the mandatory details.

A\
A&~ PERTAMINA

Language English -
Primary Registration Form
Basic Details
All fields marked with * are required.
Account Credentials
Username * @
User Email * jimmy.dmello@gep.com
Password* Password strength:  Too short

Confirm Password*

Mobile Number Select ISD Code v

Company Information

Legal Company Name GEP Test Supplier 1301

Doing Business As

9
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4) After filling in mandatory information the supplier will have to accept the GEP as well as
Pertamina TnCs and Privacy Policy.

First Name* GEP Test Supplier 1301
Last Name* 1301

Company Email * jimmy.dmello@gep.com

Primary Business Phone Number Extension
Contact's Business Region @&
Contact's Category Bidang, E

Time Zone (UTC+05:30) Chennai, Kolkata, Mumbai, New Delhi +

Secondary Contact Information

First Name Last Name Company Email Contact Role °

(J I have read and agree to Pertamina Terms & Conditions & Privacy Policy. *

(J T have read and agree to GEP_Terms & Conditions & Privacy Policy. *

5) The supplier can view the TnC by clicking on the Terms & Conditions link.

10
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02.

03.

04.

05.

SURAT PERNYATAAN
MENJADI ANGGOTA PERTAMINA DIGITAL
PROCUREMENT (GEP SMART)

MENYATAKAN:

Memohon menjadi Anggota PERTAMINA DIGITAL PROCUREMENT (GEP SMART), yang selanjutnya
dalam surat pernyataan ini disebut ANGGOTA.

Bersedia memberikan segala dokumen dan informasi yang benar, masih berlaku dan sah secara
hukum dari Perusahaan. Bilamana dikemudian hari ditemukan bahwa dokumen- dokumen yang
kami berikan tidak benar dan tidak sah, maka kami bersedia dikenakan sanksi sesuai dengan
ketentuan dan peraturan yang berlaku dan/atau dikeluarkan dari Daftar Vendor PERTAMINA.

Bersedia mematuhi dan melaksanakan persyaratan-persyaratan, ketentuan-ketentuan,
prosedur-prosedur maupun instruksi-instruksi yang berlaku bagi anggota PERTAMINA DIGITAL
PROCUREMENT (GEP SMART), baik instruksi lisan maupun tertulis.

Bersedia berpartisipasi atau turut serta dalam setiap aktivitas yang diadakan oleh PERTAMINA untuk

melakukan pengadaan secara electronic yang meliputi permintaan informasi, proposal, penawaran

harga dan/atau pengadaan secara electronic Auction (e-Auction).

Bersedia melayani dan memenuhi permintaan PERTAMINA yang meliputi:

a. Permintaan dari PERTAMINA kepada ANGGOTA untuk memberikan setiap informasi dalam
rangka proses pra-kualifikasi melalui mediaelektronik.

b. Permintaan dari PERTAMINA kepada ANGGOTA untuk memberikan setiap informasi tentang
persyaratan / penawaran teknis yang akan digunakan untuk menentukan kemampuan
ANGGOTA dalam pengadaan barang/jasa melalui media elektronik.

C. Permintaan dari PERTAMINA kepada ANGGOTA untuk memberikan setiap informasi tentang

6) Click on ‘'Submit’, onthe PRF, once done. The supplier will now receive another link for
activation of account. Once clicked on the link, the supplier can now login with the
username and password.

11
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1) User Can create a report in SMART with the help of Create option. After clicking on create
system will provide different options to the user & user has to select Report from the
options.

2) After clicking onreport user will have to choose supplier section & supplier profile cube &
then click on proceed option.

Suppliers ¥  Search o\

Showing top 4 cube(s) below
(O Supplier Action Plan

(O Supplier Forms
(@ Supplier Profile

(O Supplier Scorecard

CANCEL PROCEED

12
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3) After clicking on proceed user is directed to the page below.

< [@ NEWREPORT

Selected Cube .
PAGE BY {upto 3 objects)

supplier Profile &
All Objects ~ @ e

Q

COLUMNS

e

Profile Last Updated Date

e

Incorporation Date

e

Approved Date

e

Registration Date
I ROWS

s

Measures

e

Certificate Effective Date

e

profile Created Date

i

Attributes VALUES

e

Certificate Expiry Date

4) User can click onthe required object & either drag it to row or column or use the ‘Add to’

option provided.

< [@ NEW REPORT

Selected Cube

PAGE BY (upto 3 objects)

Supplier Profile @
All Objects + @® ve
Q.

COLUMNS
> Profile Last Updated D...

» Incorporation Date
~ Approved Date

e Approved Dat :

% [ Approved Date .
i I Legal Company ... X
B Approved Date

[ Approved Date ...

FH o T PR . H VALUES

CLEAR ADDTO ~

5/ Filters

Drop here to add Filters

5) Similarly, user can drag a particular object & add it in filters column, at right of the screen.
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6) Filter can be chosen with the help of dropdown & then user can click on apply.

Y Filter

Approved Date

Filter namic Period Filter by Condition
Before 9/23/2020 w O by Dy @ by

valuz
Before ~  9/23/2020

CANCEL APPLY

7) User can click onthe continue button to proceed.
8) Then user choose an appropriate chart & click on ‘Generate Report’

& Choose visualization

Rt o1 411

Column Chart Stacked Column Chart

SUPPORTED OBJECTS SUPPORTED OBJECTS SUPPORTED OBJECTS
Supporss all conditions 1 or mere in Rows, 1 in Values, 1 in Columns 0 or more in Rows, 1 in Values, 1 in Columns
Note: Please add a measure in values when attribute is (or) (on
used in column section 1 or more in Rows, 2 or morein Values (Max.10), 0in 1 or more in Rows, More than 1 in Values (Max. 10), 0in
Columns Columns

o P o

CANCEL GENERATE REPORT
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& [@ NEWREPORT

© Filers Clear

Legal Compary Name & |Business Type a Q
1DERRICK, INC (null)
29TH WORLD LPG FORUM (null} > Approved Date 2
A& A MATERIAL CORPORY (null)
AHOTEL BANJARMASIN  (null)
A KASOEM CIKINI (null)
A MADDUKELLENG (null)
A.RAHMAN (nuil) I
ATENRITADJUDDIN | (null)
A.YULIAN HERY ERNANTC (null)
A ZARKOWT (null)
I A.DWI BUDI SATRIO MLKE{ (null)
AJ.B. BUMIPUTERA 1912 | (null)
A/S DAN-BUNKERING LTD) (null)
AACE INTERNATIONAL | (null)
AALTO EXECUTIVE EDUCA! (null)
AALTO UNIVERSITY EXECU (null)

AARDING THERMAL ACOU (null} M
Rows Per Page 50+ Showing 1-50 of 32457 rows < 1 1650

CHANGE VISUALIZATION CANCEL m

9) User can click onthe Export optionto download the report or can pin the report to
dashboard.

@1 SUPPLIER REPORT_1

Legal Company Name a |Business Criticality & s o
1DERRICK, INC Green
29TH WORLD LPG FORUM Green > Approved Date 2

A B AMATERIAL CORPOR/ Green
A HOTEL BANJARMASIN | Green

A, KASOEM CIKINI (null)

A MADDUKELLENG (null)

A.RAHMAN Green I
A TENRITADJUDDIN Green

A. YULIAN HERY ERNANTC Green

A. ZARKOWI (null)

ADWI BUDI SATRIO M.KE¢ (null)
AJB. BUMIPUTERA 1912 |(null)
AfS DAN-BUNKERING LTD) (null)
AACE INTERNATIONAL | Green
AALTO EXECUTIVE EDUCA] Green
AALTO UNIVERSITY EXECU Green
AARDING THERMAL ACOU Green -

10) User can save the report for future use, the saved report becomes available in ‘My
reports’ under Analyze section.

Save As

Report Name
Supplier Report_1|

CANCEL

15
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B @

MANAGE CREATE A 1 ANALYZE

ANALYZE
INSIGHTS - NEW OPPORTUNITY FINDER -

Supplier Report_1 Estimated savings
e My Reports $0

Owner : Gaurav.Prod Rasal | Created On :

September 23, 2020 11.08 | Modified On -

September 23, 2020 11:08 Opportunities

Supplier Report_1-(1) O
My Reports
Owner : Gaurav.Prod Rasal | Created On :

September 23, 2020 11.08 | Modified On :
September 23, 2020 11.08

11) The user can share the saved reports to the concerned individuals (Who have SMART
access).

& [@ SUPPLIER REPORT_1-(3) ~# ey chare Report

Manage Subscription

Legal Company Name a |Business Criticality a Pin to Dashboard %
1DERRICK, INC Green E
29TH WORLD LPG FORUM Green Add to Standard reports i
A & A MATERIAL CORPORY Green
AHOTEL BAMJARMASIN  Green Feedback Log
A_KASOEM CIKINT {null) 'I'
A. MADDUKELLENG (null)
A. RAHMAN Green I

16
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=, Share Report

Shared with 1 Member(s) Q L ®

3 limmy Dmello
jimmy.dmello@gep.com

CLOSE

12) User can subscribe the concerned report to self & to others with the help of Manage
subscription option.

£ New Manage Subscription

SUBSCRIBERS

gaurav.rasal@gep.com & jimmy.dmello@gep.com & ‘

Subscribe me to this report schedule

Select Recurrence

Monthly/Quarterly - 0]

@ First date of every month
QO Last date of every month

QO ondate of every Manth(s)

DELETE SUBSCRIPTION CANCEL SUBSCRIBE
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GEP helps global enterprises operate more efficiently and effectively, gain competitive advantage, boost profitability,
and maximize business and shareholdervalue.

Fresh thinking, innovative products, unrivaled domain and subject expertise, and smart, passionate people - this is
how GEP creates and delivers unified business solutions of unprecedented scale, power and effectiveness.

With 14 offices and operations centers in Europe, Asia and the Americas, Clark, New Jersey-based GEP helps
enterprises worldwide realize their strategic, operational and financial objectives.

Recently named Best Supplier at the EPIC Procurement Excellence Awards, GEP is frequently honored as an innovator
and leading provider of source-to-pay procurement software by top industry and technology analysts, such as
Forrester, Gartner, Spend Matters, Paystream and Ardent Partners. GEP also earns top honors in consulting and
managed services from the industry’s leading research firms, professional associations and journals, including
Everest Group on its PEAK Matrices of Procurement Services Providers and Supply Chain Services Providers;
NelsonHall on its NEAT Matrix of Global Procurement BPO Service Providers; HfS in its Blueprint Report on
Procurement-as-a-Service; and ALM Intelligence in its Vanguard Reports on both Procurement Consulting and Supply
Chain Consulting.

To learn more about our comprehensive range of strategic and managed services, please visit www.gep.com. For
more about SMART by GEP, our cloud-native, unified source-to-pay platform, please visit www.smartbygep.com.
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