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INTRODUCTION 
 
Supplier Self Service(SUS) is a solution that reduces 
procurement cycle by reducing the exchange of business 
documents between the purchaser and supplier. Supplier is 
able to do the following processes in the system: 
 

 Acknowledgement of Purchase Orders 

 Creation of Advance Shipping Notification 

 Creation of Invoice 
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1. Processing Document for Materials  
 

STEP 1: Log on to SUS Portal 
 

 

Enter The username and Password to access the Portal 
 
 
 

STEP2: Purchase Order Process 
 
. 

 

 Click once on the Purchase Order Tab  
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STEP3: New Purchase Order. 
. 

 

Click on New Tab   to access all the new purchase orders which you have 
received and not been acted on. 

 

STEP 4: Select the Purchase Order (PO) 

 

 Click on the particular Purchase Order to be processed. 
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STEP 5: Click on Process 

 

(1) Click on Process Tab to start the Purchase Order acknowledgement. 
NB Acknowledgement means-accepting the order as it is. 



SUPPLIER SELF SERVICE 

  5 

STEP 6: Confirm the PO by clicking Confirm all items 

 

Click on confirm all Items Tab. 
Note that it is not possible to confirm individual items. 
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STEP 7: Click Send After Confirming the PO 

 

 Click on send to Transfer the acknowledgement to the purchaser in KPC. 
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STEP 8: Create ASN 

 

 
Click on Create ASN when ready to Deliver the materials. 
ASN means- Advance Shipping Notification. This is advance notification  
to the purchaser in KPC specifying what is being delivered and when. 
 

STEP 9: Select the Mean of Transport 

 

Select the means of transport to be used during delivery 
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STEP 10: Put the Transport Identification 

 

 If known enter the Identification of the transporter or truck to be used 
otherwise leave blank 
 
 

STEP 11: Click on the Checkbox to confirm the Delivery 

 

 Click on Individual checkbox for materials to be delivered. 
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STEP 12: Click on Propose Outstanding Quantities 

 

 

 Click on propose outstanding Quantities Tab to populate the balances on 
the Purchase order. 

STEP 13: Click on Goods Delivered to Recipient  

 

 
Click on Goods Delivered to recipient Tab to transfer the Advance Shipping 
Information to the Purchaser 
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 STEP 14: Invoice process 

 
 
 

After the Purchaser has received the materials through a Goods Received 
note, the supplier starts the Invoice Process. Click on the purchase Order 
Tab .  
 
 

STEP 15: Click on All 

 

Click on All on the lower Tab. This accesses all purchase orders. 
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STEP 16: Select the Purchase Order  

 

 

Select the Purchase Order order to be acted on 
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STEP 17: Click on Display Document Flow 

 

Click on Display Document Flow. 
 
 
STEP 18: Click on Goods Receipt 

 

Click on Goods Receipt 
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STEP 19: Click on Accept  

 

Click on Accept tab 

STEP 20: Click on Create Invoice  

 

Click on Create Invoice tab. 
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STEP 21: ATTACHING ETR AND OTHER DOCUMENTS 

 

Click on choose file to choose a file saved in your computer. 

 
 

STEP 22: Choose File 

 

Click on the file chosen file 
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STEP 23: UPLOAD FILE 
.. 

 

Click on upload to upload the document 

STEP 24: VIEW INVOICE IN PDF 

 

Click on print to download the PDF 
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STEP 25: Click on the PDF document to view the 
Invoice 

 

Double click on the downloaded document 

STEP 26: PDF INVOICE 
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STEP 27: SEND the invoice to KPC 

 

Click on send to transfer the invoice to the purchaser 
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2. Processing Document for Services  

 
Repeat steps 1 to 7 above The follow the 

steps below 
 

STEP 8: Create confirmation of Service(SES) 

 

(1) Click on create confirmation tab 
(2) This is done after service milestones have been achieved by supplier 

and joint inspection between supplier and purchaser is complete. 
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STEP 9: Confirmation process(SES) 

 

 
Click on the checkbox of completed service 
 
 

STEP10: Inserting Quantities 
 

 

 
Insert the quantities in each of the   corresponding service column 
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STEP 11: Naming of the confirmation. 

  

 

Insert a name to the created Confirmation. Supplier can give it any name of 
his choice. 

 
 
 

STEP 12: Location of Service   

 

 
Enter the location where the service has been done. 
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STEP 13 Click on Confirm 
 

 

          Click on confirm Tab to transfer to Purchaser 

STEP 14: Successful adoption of the confirmation 

 

A message of successful adoption appears. If service has been done 
before time a warning message that timeframe is in the future appears. 
Ignore this. 
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STEP 15: Click on Purchase Order 

 

Click on purchase Order Tab 

STEP 16: Select the Purchase Order  

 

(1) Click All tab and select on the Purchase Order. 
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STEP17: Click on Display Document Flow 

 

(1) Click . 
 
 

STEP 18: Click on Confirmation  
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STEP 19: Click on Create Invoice  

 

(1) Click . 

 

Repeat steps 20 to 27 above  
 
 
 
 
 

 

. 

. 


