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1. Guideline for Supplier Self-Service (SUS)

The following guideline will assist you in managing your information and online details via our Supplier
Self-Service (SUS) system.
Among the areas covered in the SUS are:

— First Time Login

— Supplier’s Company Own Data Maintenance

— User Own Data Maintenance and Creation new users

2.1 First time login

After the processing of the registration form by LUKOIL MID-EAST LIMITED you will receive 2 letters
to the email specified for contact person in the registration form

1. With a login and a link to enter the system

2. With initial password for entering the system

To enter the system type https://procurement.westqurna2.com/irj/portal in the address bar.
If you entered the system for the first time, you should do once the following steps:

Step 1. Change the initial password
You should change the initial password.

Fig. 1

-

G-SRM

Supplier Relationship Management

system

o Pacsword has eopared

Change Password

User D

Old Password®  eeese -
New Password * cessnnee

COntem Password® eessssss

=

Enter new password and press “Change” (Fig.1). The password should contain letters and figures, and the
number of characters shall be not less than 8.

Note: Further on use your new password to enter the system.
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Step 2. You should enable the pop-up windows.

From the Tools menu select Internet Options->Privacy-> don’t mark Turn on Pop-up blocker
2.2 Supplier’s Company Own Data Maintenance

Supplier shall use this procedure in two cases:
1. In case of receiving email with description of the fields that have to be filled in or corrected;
2. Incase of changing or updating company data.

At the beginning suppliers should follow the next steps:

Step 1. Enter the logon data

G-SRM

Supplier Relationship Management
system

User * 236514
Password * ....................

Log On
Logon Problems? Forgot Password
Self-registration (for new suppliers)

Please use Google Chrome browser

Manuals:

Eirst time login (English)

How to create response for request of commercial offers (English)

Eirst time login (Arabic)

How to create response for request of commercial offers (Arabic)
Registration process or access problem: wg2.vendors@field westquma2.com
Anticorruption and fraud hotline: anticorruption@field. westquma2.com

Copyright © SAP AG. All Rights Reserved w

Step 2. Company Data Maintenance

Go to the bookmark Supplier Self-Services — Company Data.
In this section there is general information about your company.

If you see icon * against the field then it should be filled in or corrected.
To fill in the required fields press ‘Edit’.
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Then you will be able to change the data (the fields will have white shading).

Creationdate  3/11/2013 Change date  3/31/2017 8:39:00 AM Print date  3/31/2017 8:39:00 Page5/15
11:47:00 AM AM



A R e o e
VBonatti |

It is possible to view the remark when you guide the cursor on the icon *
‘Field empty’ below), also you can see list of remarks by clicking the button

ramiDals | Find Lo . Commts Ummey

Catepany Dwts |

Cotpanry rava * Ol Technoogy LLE
(A rvame of tha comgeery zoactied I commencaltraces kense or raghraton docaments)

Supcher overview. * OT CoTparTy Specekzed i (roaaing SHes 1 o
od, OF axpandiod 15 16rices to oy
ot i el ation of O ksl -
Cownlry 21 Origin: ~ 5 Usa
1650

Yo of fedales.

Fprranaint Hourdx OF wark neogetired b 2008 wif o oo o
Gas Turtass 10 both) povess il svtctancal Srhon
s

Qesgrozhic oparaing ar20% ~ LSA way UAE

Web-ske:

it oavtines ZE  Display Company Data
= A- | Unao ; l.ﬁ:l ]
General Company Information
Gudetines (POF: Thy fusiine Lan s Sugohe JelfSecices Submiing a Son
Orgenisation Information

T
Wond of carmpainy
Neive eos sozame. =

rpassal [ [ st ot Remarks |

Ntwnrad Rutés

Jib e ¢

Tespany.

T N addama:

s

[Fosts vy
1

Luyal Addrexx
Counley. *

Prinisl Codmlitye *
Streenficuse hurbar =
Hutdengtaoun !
Actusl Addraxx

Gountry- =

o ey
{4120 Lo
Detn 935, Arasatl

3

2

I Adtusl Addrass st win Logd Adwrers

o v

A

Gyl JUla

HILAL AL-BASRAH

(for example, the remark is

After alteratlon press ‘Save’.
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Step 3. Supplier Product Category Maintenance

You can also add a new product category. This procedure is performed when supplier has a new product
offered to LME.

Note: if you have already pressed ‘Save’ at previous step then you should press ‘Edit’ in order to edit the

data.
- "N L] T - " L]
e e O e bR S e T N e e e [
Sewoh | Aot et
] Siinbier et svween TS0
1 Convamated Dol | Oani Dabe | Fasllngs | Crmn Lim e
Comvgpay ola | Wy, O
i n .
e Posmes ' Display Company Data
Then scroll up to view the list of product categories:
Display Company Data
S 1 U | o | 0.
Sege oton Sngrowt o Ted -
Ottce S 200,00
List of projects
[ Adding £ Dolvte Ins ;
Cattam v Cecery © Cwegery Descrgton Cartact st Locaon e of gromet S Comguated Corract v LSD
Lkt 1003 CRLLNG TOOLS A0 RETREYARLE PROOLCTION TOKLS ew Tt Tatw UAE  Cwihary of arfing e «<0 @ 2900 30 0
Product Categatees |0 Lo FEAL Dl foaton
Aa3Lnes { Dwte
Frotet Oegores Derpten Logest Syvtee,
1ma Drieg Tosr o Rerevte Sradacsion "o A0
1M Cacirg, Tubng, Loy, Commeciors snd Acosasones (TC16G) AN
10108 Carertng L9umert &g Lne racges Symiems A0 N0
n s Dring ord Mg o0 Petrurerts: ATONTZX
189t 12 DSt A0 67220
To add a new product category press ‘Add line” and fill in the fields:
Display Company Data
{Save | Undo | Cancel | 030
Storage jocaton Bagroiad Joo o -
Otlce Bagnded 20,00
List of projects
[ Add e |{ Doletn ine |
Cuslon e Colauy O Cibigory Descrgton Cotact setubs Locston Scops of progct % Conmpibeted Cordract vebas LSD
Ll 1 ORLLING TOOLS AND RETREVABLE PROCUCTION TOOLS o B Db, URE Doy of ariling hools 100,00 20600000 00
Product Cetagories [t F041 Dun i oaton
[AddLies || Detete
Frodhues Catagiras Dezeriotion Logosl Systen
101 D4 Caging, Tubing, Liner, Conrmctons and Acceetoies (OCTG) ASXCLNTZ20
10t 05 Camarting Equirnant and Ling Hangst Systens AT2OUNTZ20
100 07 Dieiling st M8 Conte o natruments ATLNTZN
1012 (e ERs ATHANTZ20
[ | IR

Press the icon E to choose your product category from the list of products.
The window with search criteria will appear. You can add Category Description as shown below and then
press ‘Start Search’:
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Category ID: &l Values E EI

| = Hide Fiter Criteia Perzonal Yalle List Settings
Category Description: 2 | *living’| | &
Category L 2 | s

Logical system: O | ®

Restrict Mumber of Yalue List Entries To

| Start Search ||| Reset |

Choose the corresponding line and press OK:

Display Company Data Category (0: Al Values =8
s " — i[‘!’f;h_’i?j!< Personed Vakue List Setwngs X
T — Category Dezcrpsor: N “mvng’ W *
Cotegory @ 5
it of praincts Logical srasenc 7 2
N 7 Fmstrict Nusr ot Vkon List Enrins To =00
L ey ¥ 1] > ol "w »
St Search | [Sezet | - , ;
Category Desorption 4 Cotegory D Logical systen
Product Catayunes Drirg FROY / Sukvmerzible operaticns 206,08 ATCLNTIZO
At — Doarg ROV [ Submersible ooerations 30603 ATCINTZZD
Yot Cbegere Diving ROV operstions 307 07 AZ2CINTID o e -
Dnvrg Equpaect - Personal Equpnert | 1308 AS2CINTIG
Dtving Equpmert - Vessel Bazed S 14347 AZXLNT220
Other Marne } Diving and Ppoine Eq 12355 AZ2CINT2O
Subae (Dreng J ROV Tedhnoogy Iimo AZ2CANT220
Tuge ROV Sugptet (Dhing Sutpor 3080t ASSCINTIXNG -
- L [GH] | corc=
Chosen line will be added into the list of your product categories.
After alteration press ‘Save’.
lay Company Data
| e oo | concel -
Customname  Calogory D Cafiegory Desceyson Cofactiletais  Locetory Scoge of projct % Compicted:  Consoct yolus LIED
Wt 10183 ORLLING T00LS AND RETREVASLE PROCUCTION TCOLS rina Boko Dubisd, UAE  Devery of defing tools 100,00 200003000
Product Categories  [oscbouil FOAL D deation
| Add Lires | Dalete |
Frocluct Categories Dezonption Logcel System -
10108 Caning, Tuling, Liner, Conneciors and Accassones (OCTE) ATZCLNTIXO
10105 Cemarsing Equipment and Line Hanger Systems ATCLNTIN
10y 07 Dring and M. Conty ol nstrumarts ATLNTZO
10112 Dif Bts ARCLNTZO
11308 (T Equisment - Perzcral Equpment AZCLNTZX =
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Step 4. Attachments Maintenance

Note: you should attach documents in edit mode. If you have already pressed ‘Save’ at previous step then
you should press ‘Edit’ in order to attach documents.

e et e R G bR S TS N G e e [

Sevoh | Acamand et
L] Siinsbier Salt v e w
} Convamatnd Dol | Dot Dabe | Pl lng | Crms Lim e
Comgay Dale | vy, On
L .

After pressing ‘Edit’ button attach documents using the button ‘Add file’.

Display Company Data

Edt

Please attach the requested documents
In case the originals are not In English piease attach additionally translation to English
If not applicable, please attach a scan with 3 note ‘not applicable’ and justification

1. Copies of Licenses and Certificates including TRADE/COMMERCIAL icense (attach copies of icense(s) and Certificate(s) vour Company holds for provision good /works /services n Yiest Quma-2 Project

2 COD)' of fnancal statements for the last three full years auditec or attested by your company: balance sheet, proft and loss statement, cash fiow statement, audit report (or a written confirmation of the absence
thereof) and breakdown of accounts payable and recaivabie. Financial statements shall be prepared and presented accorging to IFRS or US GAAP

3. Copy of Articles of Association
4. Copy of certificate of registration as a i=gal entty.
S. Copy of tax registration certificate.

6. Suppler Declaration form. Piease print out sign and attach this form

7. References ncluding Minstry's of Oil of Iraq, South Of Company’s and others

8. Other documents {profies, presentations and others

Atachmerts

[ Add Mum{gd | e oév.n_ﬁnn [ Debete Amactwmert |
Nane Cescryson Fiw source Cranged On
L. Lop0s02, 00t Sedifme Copies of Licenses and Certificates including TRADECOMMERCIAL LICENSE test doc 0708201214 26 44
2 Pl Satenarts Cogry of Franciy Stemarnta (uge BOFRERER"
3 Atiches of Associion Cgry of Arsoms of Azsoosion AN e Woa2Xnadnm
A Cantt of regeetr.n e egel arifty Cogry of CariBosts of regretradion we » g ettty AT e 07082002411
S Tas Begerttation Camitcsts Cogry of T Reghitraion Certfoste Akt e BN
0 Suppliet Declersion Fom Cogry of Suppher Dochwsdon Form Ackd e 070020 It
T Reteronces Retarences ohang Merstyy's of O of ke, South Of Company's, LUMOL 's and offier s A1 DToE XN 1T
2 Other documerts CRrer doouments (profies pretentations and oiners) A1 Ne 0708202411

If you can not download Supplier Declaration form please hold the button Ctrl and click the
link Supplier Declaration form .

After pressing the button ‘Add file’ you should browse the document from your computer:

Display Company Data
Flezge amacn e requestea 4o P TR =0
Altacfymnees
51 Aftctarert 1 Bl deacretin Tkl | PezcrpSon. (Copy of sl Sturmmens
fiare ' “ L O
oo et St 07 DE2002 14 2644
s Frres Seere Add s U B Hir-
et A Asrooeien = Pt gt 1 Cros20021M1
1. Cortrt O teger.ey ax st nrdk [On ] [ Gancat ey U7 8 S5 141 1554
Pegutrrr (o hoats wy it Is I W Coptrrale il L= [ L VAR
! gudey {wewadess §win v Ot Suoches [echyrmbew i Ay g L SR |
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Then choose the document, press ‘Open’:

2%
(o -
Lockin |1 555 ;] Oy = =y A
i_.ﬂm‘md Assoration (=i E3 -
™ Cortficate of regstyation o5  legd antty
™ Lcense
= Prasertatnon e zmpr= Charged L
™ Aeference 7 <y
= 5ottt Dacly tion Fom L FA T
™ Tax Regstration Certficate L00 1k
— Ao Tes
CCarce |
— | A Tie
00 e
A tae
by, LU ' el ot Al e
AL ta
Fianama [Firancial Sttemertz Opan
]
Fies of pype |AF s 1) -l Cancal &
o .
H 3 ) H .
After pressing ‘OK’ the document will be attached:
Display Company Data
Sevw | Uhdc || Cacvel ‘L"’ ":, 2
rFigase Gmacn e requestes aog
q :
Arfuctimmmts
Add fihincrren || Edt cesciyien Seeaed DEFCHOLRN Copy of Francisl Sstements |
HNare | e xyrce hargea On
Fle I DemolSSSErancesl Stetenertz ptl || Siowse.. fou o O 00 20\ 182044
1 Temno Elarmants Add e O7IDEINNZ 11 ] M
Liirhes #f Asemnetior -___ dd e oruEIMEIE M
A Lot 2 yepety 57 as leget midy e PETNESY o UEZ0IT I 3t
£ T Sogpatration) Carsiicare Cony ar Tuy Ragesirsticn Certiteey 0 A = 1249211 M
0 Dty Decsrston 7oy Copy of Tayyher Detly sk Fors 2031 e OrUSTNZ 1R M
7 -fisterance afaronces PEdg WNRsy's of O0F of e, Soutn O Toop ey, LUFOL s an tdhwers ANA = TN
Ctvesf (coeraras LRyt S0 prad AN (OO FMSE, InESIrRaning a0t Abed) Ajll e OF RN 1eT 8
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The document is attached:

Mtachments

| Ausd Mtacrerent | E01 deacripton | | | Delete Attockanart
Nane Deacripton e touice Changed Ony
LAssnees and Leaneates Copies of Licenses and Cerificates including TRADEACOMMERCIAL LICENSE 1eat doc DroaaM218 28 4
< oaccal Satsteots Copy of Franchl Statenents Fraccisl Sadensnts pat |DSD§ 2012080528
3. Aticies of Association Copy of Arsdies of Associelion A fie oroamz1a1 4
& Cardt. of registen as lngal entsty Copy of Cartficale o registy stion as  kgN entty Akt the | I7oeam21e1 N
5. Tax Regestration Certficale Copy of Tax Ragitiration Certitoste Add e P e bl Ll
5, Suppier Daclaration Form Copy of Suppler Declaration Form Aod fie | oToaM21aT1 e
7. Relerences References inciudng Rinisiry's of OF of rag, South Of Company's, LUKORL'S and ciher s Avm fie | oTos X2 1at e
3 Cihwy docunenis Otnee dooumerds (orofies presertations and othevn) Adg fie o7TpaM21811 34

.

After all changes press the button ‘Save’:
Display Company Data

R :
[ [Save Jlura J carce .

Then you will see that data has been saved in the SAP SRM system:
Display Company Data
=1 A7)

[ Dot hoss Deen zarved successtdy n e SAP SHM systen
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2.3 User Own Data Maintenance and Creation new users

2.3.1 User Own Data Maintenance (including change password)

Go to the bookmark Supplier Self-Services — Own Data.

In this section there is general information about your contact person.
To fill in the required fields press ‘Edit’.
A :‘dr .'-_ O )

Oven Data
P —e |
Pactal Fwocites =Rl cwnows
| User:510671

Eclit

l Goonrddl Beer iIndormation
§ Lnss M SEn
| ot asy r““‘__]
| Pt M W}
| Lot MNane Al
| TN Adrens e MR e TR ST
| Courery : > ]
[Langas =
1 Corgery r /) X - |
| Armyrea Fodes SAP SPWM SLE Asrweilrsdor Sagpler

l Candact Wlormatiom
{ Tomwoce HINR0
|
| Postion
| Depetrect

| 2ot
| Dt Frernse | |
| Decwl Fomat 23 l
| Tese 22rm | ST o |

Swvve U Setrge
| sten mien
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Then you will be able to change your data (the fields will have white shading).

- If you want to change your password, you should enter a new password into the field Password and
Confirm Password.

Change your data as you wish (for example, contact information).
- After all changes press the button ‘Save’.

=I5 el > RElae

Usor - 540571

| ] e [il

| e s

weveveey

L]

1) -
I 7 RCCH0 00 GG ADwi_GLP9,  GAF T GUG Anwrayate Sagpee
oS omE . ]

I Cumtant Yoo mvion

Tesmphons b )
TITRIINE
Paron e cerem

Cevwiead Irrn kg depets o4

l m'*
[[Hesmwras]
| T T T

Cwen Fovews
Cwcrwet Porred
e s

S U GectnGe

| ereet e

Note: Password length should be not less than 8 characters. Check your time zone.

2.3.2 Creation new users

Go to the bookmark Supplier Self-Services — Create Users.

In this section you should enter general information about your new contact person.
- At first you should agree with Data Privacy Statement.

- Then fill in all required fields (marked by *).

- Choose the Role by pressing the icon (571 to mark it.

Note: It is better to use startpassword as initial password. When contact person enters SRM system under
this logon data, it will be changed then: see the Guideline for Supplier Self Service (SUS) from the chapter
2.1 First time login.
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Supplior Self-Services

wrgmtry O | Ownilwde | F

LLHOL MO-EAST LIMITED value the Company’s dota provded to us ana shal Sirive 10 keep the ntoenstion scossisly recordsd. We have impismentad s systan, processes snd poloes 30
RCCEES 0 TN Ormmalon thad the Coreary's pr orded 10 LUHOL MO-EAST LIMITED et the reatonatie sbsilly [0 revarsy a0d cormect o Ak Nr Liockge or delton, a2 agpsicalie

Data of the Curpanry = ivved and used. Lsers are retponaitie 10r Sving the usernane and pastwird confidenlaltly Rogatered users wet for oty Aot avd oy actite]
MOEAST UMITED i nof resssonitie for aew Ioss O g anesn oF & rel 0F sty Segs! scoats oF Lbarmamn a0 DRt tword urson

S Yes, | nave rend tha dats privacy statenent and accepts the terns | 1

| "Lcer Nao BLACK
| Password PETTTT TS
| *Contern Py

| *FormOiady |Nlr W l

| *Fest Nore |doe

| *Last Nare Black.

| Bl Admrwrs ReacsRrrad con

| *Conatry ko hd

| Largge [Egen =

{ *company Jote - |

- Then scroll up to the lower part of the screen where you are able to fill in the fields concerning
contact information,

- concerning settings.

It is important to specify the correct time zone.

I Contact Information

| Telephone |9268309590

|
| Fax [ |
| L2
|

| Pasttion

| Department [

I Settings

| Date Format IDD.MM.YYYY v[
| Decimal Formst |12.345.53?,90 vI
| Time Zare | FEEA—— |

Save L Settings
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Then press the button ‘Save’.

Company Data | OwnData | FindUser | Create Users

Create Users

Portal Favorites ElEl  creste user
| Create User

Data Privacy Statement

LUKOIL MID-EAST LIMITED value the Company's data provided to us and shall strive to keep the information accurately r
access to the information that the Company's provided to LUKOIL MID-EAST LIMITED and the reasonable ability to review

In order to check created user, go to the bookmark Supplier Self-Services — Find User.
Then enter search criteria and press ‘Find’.

Supplier Self-Services
ny Data | OwnData |

Find liger
«I»] g
Portal Favorites EIE]  Finduser
| Find User
|| Firat Name l |
| Last Name [BLACK |

‘ | User Name
|| E-Mail Address | |

|| Company ||.')1i Terhnningy | | CINNNNA1T 8358 v]

|

Then you can use the keys Display (%), Edit (¢), Copy(m ), Remove (ﬂ ), Lock (ﬁ) and Unlock
().
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