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II. 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 

 
 

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. 

 

 

 

https://procurement.westqurna2.com/irj/portal
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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. In case of changing or updating company data. 

 

At the beginning suppliers should follow the next steps: 

Step 1. Enter the logon data 

 
 

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). 
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It is possible to view the remark when you guide the cursor on the icon  (for example, the remark is 

‘Field empty’ below), also you can see list of remarks by clicking the button  
 

 

After alteration 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. 

Then scroll up to view the list of product categories: 

 

To add a new product category press ‘Add line’ and fill in the fields: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Press the icon 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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Choose the corresponding line and press OK: 

Chosen line will be added into the list of your product categories. 

After alteration press ‘Save’. 
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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. 

 

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

 

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: 
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Then choose the document, press ‘Open’: 

After pressing ‘OK’ the document will be attached: 
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The document is attached: 

 

After all changes press the button ‘Save’: 

 

Then you will see that data has been saved in the SAP SRM system: 
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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’. 
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1 

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’. 

 

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 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. 

2 

1 

1 

2 

3 
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5 

 

 

 

- 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. 
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Then press the button ‘Save’. 
 

 

In order to check created user, go to the bookmark Supplier Self-Services – Find User. 

Then enter search criteria and press ‘Find’. 

 

Then you can use the keys Display (  ), Edit (  ), Copy (  ), Remove (  ), Lock ( ) and Unlock 

(  ). 
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