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Chapter 1: SupplierUser

In this guide, you will your role as a supplier in the procurement process along with information
on the process of creating and finalizing the following documents: Order and ASN.

1

Copyright © 2016 GEP. Allrights reserved


https://www.linkedin.com/company/gep-worldwide
https://twitter.com/smartbygep
http://www.procurebuzz.com/
https://www.facebook.com/gepworldwide

in E|O|
SMART ., GEP

r@l ORDER TRACKING SUPPLIER USER MANUAL

Chapter 2: Viewing the Documents

Once the buyer has finalised the order you will receive an email notification to acknowledge the
Order.

You will receive an email from support@gep.com as per example below.

Order: PO Material (4500002116) from Pertamina is pending for acknowledgement

support@gep.com
D To |

J
@Ilmevealepmblemswiﬂ\howlhisrnessageisd‘spbyad.did:hmmvkwitinawebbmsev.

S Reply € ReplyAl  —> Forward

?cllma:ThisomtlloﬂginmdfmmommMunupm.oonﬂdidtﬁnbuopmamhmumﬂmyoummtmmwhwtmmmkm.

Dear Dian Kemala,

This is a reminder to notify you that the Order: PO Material (4500002116)|from Pertamina is pending for acknowledgment. You cao log on to the application, review the details of the order, and acknowledge the order.
Please use the User Name : mahesh.godawale@1gep.com for logging in the system.

Note: A hard copy of the purchase order will be sent to you.

d d Notice (ASN) in GEP SMART prior to g the

In case of supply of Is you are req to create

You can do so by logging into https://smart.gep.com. While submitting your ASN in GEP SMART please ensure that quantity shipped does not exceed the quantity requested in the PO.

Thanks,
Essaming

b
A& PERTAMINA ui

You can click on click here to open order and review the details of it.

Alternately, On the Workspace home page, you can view the existing order documents either
under the Task section or the Manage section, if you are already logged in to SMART GEP portal.

a.) Under the Task section, the documents are grouped under action pomading card. You can
search for and work on the required Order document.
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ACTION PENDING

Test PO for 105 and 124
supplier : PT. Sarl Prambar

PO Material

PO Material
spplier : PT. Sari Prambanan Test | F

tal : 100
SHOW ALL

b.) You can also search for the required document using the search field on the Workspace home
page.
mEm JAKE's

WORKSPACE

c.) Under the Manage section, the documents are arranged according to the document types.
Scroll through the list of cards to locate the card for the required document type, and then click
the required document. To view the document-specific landing page for that document type, click
ShowAll.
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& @ MANAGE

ASN1 for PO_06Jul04
By DRAFT

ASN Number : ASN-07:20-000110 | PO Number :
PO_06Julod

PO_06julo4
SENT TO SUPPLIER

Order Number : PO_06Jul04 | Order Total :
750,000.00 IDR

/@ PO_06Jul03

K SENT TO SUPPLIER
Order Number : PO_06Jul03 | Order Total :
750,000.00 IDR

@ PO_06Jul01
) SENT TO SUPPLIER

Order Number : PO_06Jul01 | Order Total :

SHOW ALL

Gep Test
PUBLISHED
Event Number : 000334-Jul2020 | Invited On :

ASN7 for PO Material
SENT TO BUYER

ASN Number : ASN-07:20-000109 | PO Number :
4500002101

/@ RFX to test supplier access
\ RESPONSE IN PROGRESS

Event Number : 000316-Jun2020 | Invited On :

: @ Open Tender_Multi Round_Update
AWARDING
Event Number : 000301-Jun2020 | Invited On :

@ ASNS3 for testOrder80
SENT TO BUYER
ASN-07:20-000103 | PO Number :

Test Blocked Supplier

SHOW ALL SHOW ALL

For information on logging into SMART by GEP and navigating the Task and

§ Manage sections of Workspace, see Workspace Overview User Manual.
ote
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As a supplier, you can acknowledge orders in SMART GEP. An order is a document created and
sent to you with the purpose of engaging in a transaction of products or services.

Once you received the Order, it will appear in “Sent to supplier” status.

You can review the order details along with additional information or special instruction provided

by customer to create ASN for this Order under comments. Click icon to view comments
provided by customer.

& ORDER: PO MATERIAL - (SENT TO SUPPLIER) 0 13.750.000,00IDR ~ [ | MoreActions

v BASIC DETAILS (0]
Order Number* Order Name* Order Contact* Order Author i
4500002116 PO Material Buyer . Buyer .

Purchase Type* Creation Date* Original Issue Date* t ®
Standard 03/07/2020 03/07/2020

Currency*

DR

®
v SUPPLIER DETAILS Manage Optional Fields
Supplier Name Supplier Code Ordering Location* Supplier Contact* ®
PT. Sari Prambanan Test 0000100003 0000100002 Tiga Saudara Dian Kemala
Payment Terms* Dispatch Mode
Z002 - Within 30 days Due net Direct Email Direct Email
PRINT PREVIEW ACKNOWLEDGE ORDER

‘ ,{“ \  If there are any comments provided by customer, the ASN icon will appear with

dot as else it will be visible as

Click Acknowledge Order,the orderis successfully acknowledged message will appear on screen
and Order status will changed to “Supplier Acknowledge”
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&« ORDER: TEST PO FOR 105 AND .. - (SUPPLIER ACKNOWLEDGED) ol 1.000.000,00IDR ~ [ | MoreActions

+ BASIC DETAILS |

|
Order Number* Order Name* Order Contact* Order Author* ;
P0-07:20-000674 Test PO for 105 and 124 Mahesh Admin Mahesh Admin
Purchase Type* Creation Date* Original Issue Date* Supplier Acknowledged Date* 1
Standard ~  30/07/2020 30/07/2020 02/08/2020 ‘
Currency* k
IDR '2

You can now view the order Under the Manage section and create ASN against it.
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Advance Shipping Notice (ASN) provides detailed informationabout the shipment to let the buyer
organization known that the shipment is coming. It will give you all the details of the shipment
including the shipping quantity along with the order quantity the buyer has placed. You can create
the ASN based on the Purchase Order placed by the buyer. ASN is created only for Material line
items. Once the buyer validates the ASN, the buyer can use this to create a Receipt.

To create an ASN document:

On the Workspace home page, click the Manage button and go to the Order card.

Scroll and open the Order document for which you wish to create an ASN.

& ORDER: PO MATERIAL - (SENT TO SUPPLIER)

1375000000107 [

v BASIC DETAILS

Order Number*

4500002116

Purchase Type*
Standard

Currency*

IDR

~ SUPPLIER DETAILS

Supplier Name
PT. Sari Prambanan Test

Payment Terms*

Z002 - Within 30 days Due net

PRINT PREVIEW

Order Name* Order Contact*

PO Material Buyer .
Creation Date* Original Issue Date*
03/07/2020 03/07/2020

Supplier Code Ordering Location*

0000100003 0000100002 Tiga Saudara

Dispatch Mode
Direct Email Direct Email

Order Author*

Buyer .

Supplier Acknowledged Date*

Supplier Contact*
Dian Kemala

Manage Optional Fields

ACKNOWLEDGE ORDER

&
&/

ASN is created only for Material Line Items.
Please follow the instruction/additional information provided by customer under “Comment” box
as mentioned above to create ASN for that Order.
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3) From the More Action menu, click Create ASN. The ASN for the Order is created in Draft.

&1J ASN: ASN1 FOR PO MATERIAL - ASN-07:20-000111 : (DRAFT) tions
v BASIC DETAILS 0
ASN Name ASN Number QOrder Number ASN Created By
ASN1 for PO Materizl ASN-07:20-000111 4500002116 Dian Kemala
q

ASN Created On Purchase Type
07/07/2020 Supplier ASN Number Standard Shipper Name
ASN Shipping quantity should not L
exceed order quantity

> SUPPLIER DETAILS p

2 SHIPPING & DELIVERY INFORMATION

> ADDITIONAL INFORMATION

I— - — EEEEEEEEEEEEED

> LINES DETAILS

% NATES AND ATTACHMEMTS

PRINT PREVIEW SAVE AS DRAFT SUBMIT

Following are the different section foran ASN documents:

= Basic Details

= Supplier Details

= Shipping and Delivery Information
= Lines Details

= Notes and Attachments

411 Basic Details

On the Basic Details section, you can capture the basic details about the ASN such as the ASN
Name, ASN Number. The order details for the ASN are directly populated from the Order
document.

The Basic Details section for an ASN is as shown below:
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v BASIC DETAILS

ASN Name ASN Number Order Number ASN Created By
ASN1 for PO Material ASN-07:20-000111 4500002116 Dian Kemala
ASN Created On Purchase Type

07/07/2020 Supplier ASN Number Standard Shipper Name

ASN Shipping quantity should not
exceed order quantity

While submitting your ASN in GEP SMART please ensure that quantity shipped does not exceed
the quantity requested in the PO.

41.2 SupplierDetails

On the Supplier Details section, the details regarding the supplier associated with the order is
captured.

The Supplier Details sectionis as shown below:

v SUPPLIER DETAILS

Supplier Name
PT. Sari Prambanan Test

4.1.3 Shipping and Delivery Information

On the Shipping and Delivery Information section, you can capture the Estimated Delivery Date,
Tracking Number for the shipment. Ship To/Service To location and address are populated from

the Order.

The Shipping and Delivery Information sectionis as shown below:

v SHIPPING & DELIVERY INFORMATION Manage Optional Fields
Expected Delivery Date Shipping Method Ship To Location
07/02/2020 Tracking Number Best Available Refinery Unit IV Cilacap

Ship To Address
JI Letjen Haryono MT 77 Lomani, Cilacap, -, 53221.

Deliver To

9
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\»
’ Expected Delivery Date refers to the date when item mentioned in this ASN are scheduled to be
- delivered from suppliers.

On the Line Details section, under Lines, you can view all the line details for the order raised by
the customer. You can edit the line details to set the buyer expectation for the order they would

receive.

The Line Details sectionis as shown below:

v LINES DETAILS

LINES

Line(2)

Line Num... . | Item Number . Item Name . Order Quantity . UOM . | Shipping Quantity *... ., Need by Date . | Previously Shipped ... . Previously |

H010900130 ADAPTER BEARING SL... 15 Pieces 15 07/31/2020 0 0
2

H080900259 BUSHING COVER, MAT... 25 Pieces 25 07/31/2020 0 0

If you want to send ASN for particular lines, select the line for which you don't want to send the

ASN and click o icon.

The Shipping Quantity must not be greater than the Order Quantity.
»
’ " ASNSs with shipping quantity exceeding Order quantity would not be accepted by

customer and you will be required to cancel this ASN and create new with
corrected shipping quantity or changes requested by customer.

10
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41.5 NotesandAttachments

Using the Notes & Attachments section, you can embed milestone information along with
supporting files and informative links for your ASN document.

Upload all relevant documents either as scanned or as individual attachments, including:

= Internal Process Sign off Forms

= Appendices

= Notes and external links

= Any other documents pertaining to the contract that may be useful

~ NOTES AND ATTACHMENTS

GBI B

File Upload Motes External Link

4.1.5.1 Adding Notes (Milestones)
Use this section to provide milestones information to customer.

You may create one or multiple ASN against order. Please follow the instructions provided in by
customer in Order comment section about ASN requirement, if any.

To add milestones, click Notes, on the notes pop-up enter the name and description for the notes
and click Save.
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B Notes

Name

0/255

Description

Classification
Fabrication -

Share with External Users

CANCEL  SAVE

Name: Enter the date of milestone in format DD-MM-YYY
Description: Add description or additional information for milestone

Classification: Select Milestone from below drop-down values
You can provide information for following milestones

e Fabrication

e Ready to pick up

e Portofloading

e PortofDischarge

e Customclearance

e Transport to Plant/Location

Enter the information as shown below and click SAVE

'EI Notes

Name

01-07-202(

10/255
Description

Pleas note fabrication will be completed by above data for selected lines

Classification
Fabrication

Share with External Users

CANCEL SAVE
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Once you finished with adding milestone information, it will be shown in table format as shown

below.
Based on requirement from customer you can choose to add one or multiple milestones in an
~ NOTES AND ATTACHMENTS
W @
Name Type Classification Shared Externally Added On Added By File size
Search Search Search Search Search Search Search
03-02-2020 note Fabrication 07/01/2020 11:48 AM Jimmy Test 5 Supplier ...
05-02-2020 note Ready to pick up 07/01/2020 11:48 AM Jimmy Test 5 Supplier ...
06-02-2020 note Port of loading 07/01/2020 11:49 AM Jimmy Test 5 Supplier ...
07-02-2020 note Post of Discharge 07/01/2020 11:49 AM Jimmy Test 5 Supplier ...
09-02-2020 note Custom Clearance 07/01/2020 11:49 AM Jimmy Test 5 Supplier ...
16-02-2020 note Transport to Plant/Locati 07/01/2020 11:50 AM Jimmy Test 5 Supplier ...
Supporting Delive... attachment 07/01/2020 11:50 AM Jimmy Test 5 Supplier ... 12KB
‘ »
Rows PerPage 10 v  1-70f7

You must create multiple ASN’s when you want to inform customer about new milestone for
Refinery Units (RU) Order materials or as per instructions provided by customer in Header

comment section of Order.
Note

4.1.5.2 Addinga File
To upload a file:

1) Click File Upload, browse to the document, select it and click Open to upload the document.
OR

Drag and drop the document.
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U5 Attachments

Drag and drop file here OR UPLOAD DOCUMENTS
Supported file formats: .doc,.doox, txt, csv, . pdf, xS, xisx, jpg,.jpeq,.bmp, tf,. ppt.. ppb.
Limited to file(s) of 10ME each.
Maximum 5 files can be uploaded.

CLOSE

A note/attachment, by default, is shared with the customerand can be used for internal purposes.
However, you can configure a note/attachment to be shared with the customer/internal user, by
selecting the Shared Externally checkbox, for that note/attachment.

Select the document you want to delete and the click the Delete (o] icon. After deleting the
required document system will ask for confirmation, select Yes to delete the selected document
orelse selectNo.

4.1.5.3 Addingan External Link

To add external link, click External link, enter the name and URL for the external link and click
Save.

&’ External Link

Name

0/255

URL

Classification -~

Share with External Users

CANCEL SAVE
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41.6 Comments

As a supplier, you can also add comments to the ASN, if required. On the top-right corner of the
ASN page, click the commenticon .

The comments pop-up is displayed.

= Comment

ASN - (0)
0000000177

Type your comment here

Share with
Internal Users and Suppli... ¥ CANCEL

Enter your comments in the field and click “Post”

02

You can also upload an attachment along with comments using icon

4.2 Managing an ASN

You can submit the ASN for buyer approval once you have filled in all the required details for the
ASN, you can then submit it to send it to the Buyer. Click the Submit button on the bottom-right
corner of the ASN page to send the order document to the Buyer.
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41) ASN: ASN1 FOR ORDER - ASN-07:20-000111 - (DRAFT)

~ BASIC DETAILS

ASN Name ASN Number Order Number ASN Created By
ASN1 for Order ASN-07:20-000111 4500002116 Dian Kemala
ASN Created On Purchase Type

07/07/2020 Supplier ASN Number Standard Shipper Name

> SUPPLIER DETAILS

> SHIPPING & DELIVERY INFORMATION ‘

> ADDITIONAL INFORMATION ‘

omm—

~ LINES DETAILS

LINES

PRINT PREVIEW SAVE AS DRAFT

Similarly, to delete an ASN, click the More Action on the top-right corner of the ASN page, and
click Delete.

I'J ASN: ASN1 FOR TEST PO FOR.. - 0000000177 - (DRAFT)

> SHIPPING & DELIVERY INFORMATION

> ADDITIONAL INFORMATION

> LINES DETAILS

~ NOTES AND ATTACHMENTS

Y B @

File Upload Notes External Link

PRINT PREVIEW SAVE AS DRAFT

“Delete” option is only available when ASN is in Draft mode.

Note
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In case, there are changes requested by customer in ASN submitted previously, you must cancel
that ASN and create new ASN with terms/changes agreed with customer.

To cancel the ASN, Click on More Actions and then click “Cancel ASN".

< 4] ASN: ASN FOR PO MATERIAL - 0000000176 - (SUBMITTED TO BUYER) Cancel ASN

~ BASIC DETAILS Manage Optional Fields g

ASN Name ASN Number Order Number ASN Created By |
E

ASN for PO Material 0000000176 4500002159-001 Dian Kemala i
|

ASN Created On Ssupplier ASN Number Purchase Type

07/30/2020 1234567890 Standard Report ASN

Shipper Name ASN Shipping quantity should not

DHL exceed order quantity

> SUPPLIER DETAILS
- T T ST
> SHIPPING & DELIVERY INFORMATION

T o s

PRINT PREVIEW

ASN will now appeared in “Cancelled” status and you can create new ASN for that Order.

<& 41] ASN:ASN2 FOR PO MATERIAL - 0000000175 - (CANCELLED)

v BASIC DETAILS Manage Optional Fields

ASN Name ASN Number Order Number ASN Created By
ASN2 for PO Material 0000000175 4500002159-001 Dian Kemala
ASN Created On Supplier ASN Number Purchase Type

07/30/2020 1234567890 Standard Report ASN
Shipper Name ASN Shipping quantity should not

DHL exceed order quantity

> SUPPLIER DETAILS

> ADDITIONAL INFORMATION

PRINT PREVIEW
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ASN reminder notification will give a reminder to the supplier about the pending task of ASN
creation before the delivery date (5/7/10 days can be configured as per users choice).

Following are the steps that need to be done to configure the notification.

1. After the Login on SMART user can go to user profile at the top right side and

change the settingfor the Time zone, Language and for receiving notification for
Pending Task.

mEE ALAM'S
HEE WORKSPACE uar

R

2. Afterclickingonthe User profile userwill seetwo optionto change the setting

General Setting: In the general setting user can do setup according to his

preference in Regional setting for the Time-zone, Country, Language and
emailid

18
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Settings

General Account Settings

Notifications First name* Last name*
Alam Rodriga
User Email* Username
renak.jain@gep.com AlanRodriga

Extension 1 Extension 2

Phone 1 Phaone 2

Persona

Supplier Contact View Activities

Country Code Mabile Number ()

Regional Settings
Time Zone Language

(UTC+07:00) Bangkok, Hanoi, Jakarta [ndonesian

Country

Indonesia

. Notifications Setting:

On the Notification settingthe user can set the frequency for days and time when
the notification will get triggered for the Pending task to the supplieruser.

Forexample: If the frequency days is setto 2days so after every 2days the
supplieruser will getthe notificationforthe pending task that has to be
completed by them.

Notification Time: If the user set the notificationtime 10 AM and frequency day as 2

days so afterevery 2 day the user will get the notification at 10 AMfor the pending
task that has to be completed

19


https://www.linkedin.com/company/gep-worldwide
https://twitter.com/smartbygep
http://www.procurebuzz.com/
https://www.facebook.com/gepworldwide

SMART ., GEP

ORDER TRACKING SUPPLIER USER MANUAL

Settings
General Receive Pending Task Notification
Notifications INot'rﬁcation Frequency 2 Day(s) |
Notification Time M
05:45 A&

06:15 -

06:30
06:45
07:00

Notification email that will be received by supplier after the above setup is done

— RS [ —

List of Tasks in SMART 28-07-2020

<«
@ smartuat@gep.com ‘ e) Reply ‘ é_) Reply All ‘ — Forward ‘ B
O

To ©Sonal Singh1 Tue 7/28/2020 10:31 AM

® If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Outlook prevented automatic download of some pictures in this message.

ﬁ List of Tasks in SMART_28-07-2020.xIsx o
9 KB

o

ECAUTIO‘N: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Dear P2P Test Supplier 1,

The attached Excel file contains a complete list of your pending tasks, as of 28-07-2020.

Regards,
Team GEP
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GEP helps global enterprises operate more efficiently and effectively, gain competitive advantage,
boost profitability, and maximize business and shareholder value.

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 andjournals, including Everest Group
on its PEAK Matrices of Procurement Services Providers and Supply Chain Services Providers;
NelsonHall onits 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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