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About Vendor DIS and VENRO

The Vendor Document Imaging System
(Vendor DIS) automates the sending of Vendor
Information Sheet (VIS) and uploading of
supporting documents submitted by vendors.

The Vendor Enrollment (VENRO) site, on the

other hand, complements the Vendor DIS as it
processes the actual vendor enrollment and Requestor:
creation of account in SAP.

Checker:

Check and
Request VIS

approve the
request

(via Vendor DIS)

Invite
(via Vendor DIS)

Click a link below to skip to the corresponding
section of this Quick Reference Guide.

Requestor
e Request VIS Invite

Checker
e  Check and Approve Request for VIS Invite
e Send VIS Invite
e  Check and verify submitted VIS
e  Enroll vendor in VENRO

e  Modify/cancel a request

Vendor
e  Submit Vendor Information Sheet

Evaluator For Vendor enrollment-related concerns, you may contact the
e  Execute evaluation following:

e  Mr. Daniel Joseph Dela Cruz, Systems Analyst
daniel.delacruz@smsupermalls.com

Approver
e Approve enrollment e  Ms. Cecile Faustino, Assistant Vice President, Systems
cecile.faustino@smsupermalls.com
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Requestor:
Request for VIS Invite (Optional)

Perform the following to Request for VIS Invite.

1. Go to the Vendor DIS site at http://wf.sm.ph/vendordis.
2. Log-in using your Active Directory (AD) username

e |
Vendor Document
Imaging System

Username

gilbert.niverba

Password

D)

| eeeeeeeeee

Remember

Checker:
Check and approve request for VIS Invite

Perform the following to approve a VIS Invite request.

1. In the e-mail notification that you received, click the
Link to view the request.

endor Enroliment <smven
Request for Vendor Information Sheet Invite

To @ Daniel Joseph T. Dela Cruz

If there are problems with how this message is displayed, click here to view it in a web browser.

Dear Daniel Joseph T. Dela Cruz,

This is to inform you that a request for vendor information sheet invite was submitted by
Daniel Joseph T. Dela Cruz - Shopping Center Management Corporation Systems. Details
of the request are as follows:

Date of Submission 2019-09-05
Vendor Name VENDOR ABC
Vendor TIN 000029123

Please clic : here ‘o view the request.

Thank you

2. Check the details and Approve or Reject the request as
necessary.

- SCMC
) pany Name * SCME
3. Fill out the New Request for VIS Invite form. Indicate the e e
vendor Company Name, Business Org Type, Business Area,
Vendor Type, Company E-mail, TIN, Checker, and other ol —_—
documents (via Attachment) in the corresponding boxes. vendor Type * Construction
asdasd@gmail.com
TIN 987656785
4, Click Send G
New Request for VIS Invite i
Attachment % Attach File
Business Org Ty -
i .
Attachment % Attach File
Send Close
© 2017. All Rights Reserved.
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Checker:
Send VIS Invite

Perform the following to send a VIS Invite to an inquiring
vendor of SM.

1. Go to the Vendor DIS site at http://wf.sm.ph/vendordis.

2. Log-in using your Active Directory (AD) username
and password.

)
Vendor Document
Imaging System

Username

gilbert.niverba

Password

9

Remember

3. In the left navigation bar, click Send VIS Invite.

4. In the screen that appears, on the upper-right portion,
click Create a new VIS Invite.

© Vendor Document Imaging System

SEND VIS INVITE

VIS Invites

VENDOR

DETAILS

VENDOR Search Reset
INFORMATION

SHEET

Gilbert Andro M... v

Create a new VIS Invite

5. Enter necessary vendor information into the form.

New VIS Invite

¥ Attach File

Send Close

a Fill out the New VIS Invite form

Indicate the vendor Company Name, Business Org Type,
Business Area, Vendor Type, Company E-mail, TIN, and
Attachment in the corresponding boxes.

New VIS Invite

Attachment % Attach File

b Click Send

Cancel
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Vendor:
Submit Vendor Information Sheet

Hew Vendor Information Sheet
Perform the following if you received a Vendor DIS e-mail
notification with Subject Vendor Information Sheet Invite.

ENDOR INFORMATION

1. In the e-mail notification that you received, click the a
Link for going to the Vendor Information Sheet.

Dev Email
2:23PM
Vendor Information Sheet Invite

To: Gilbert Andro M. Niverba

Dear Company Name, ‘COUPANY EONTAST INFORMATIGH

SM is pleased to invite you to complete your Vendor Information Sheet (VIS), the SM's online vendor
registration tool. This form allows you to upload/attach business documents to be submitted as part of
the requirement of the vendor enroliment process.

Click thi link t) go to the Vendor Information Sheet.

Use the following details for your login:

conTaCTpeRIOY

Password: 8sK3pWqE

Please take note that the password is valid only until 2017-09-22 14:23:24.

2. Log-in to the Vendor DIS site using the Username and e
Password indicated in the email that you received. :

Hewts St3ns Sacamens n P07

s

d OTHER BaCUMENTS

K 24 omsrDacamr:

v s

e )
Vendor Document
Imaging System's

Vendor Login

Username

gilbert.niverba@smprime.com

Password

5 ) CODE OFETHICS
Login ;

The corresponding form for submission appears
(shown on the right).

3. Fill-out the necessary sections of the form. f

© 2017. All Rights Reserved.
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Fill-out the Vendor Information

section

Indicate necessary vendor information in the corresponding

boxes.

VENDOR INFORMATION

Fill-out the Company Contact

Information section

Indicate necessary Company Contact information in the

corresponding boxes.

COMPANY CONTACT INFORMATION

NOTE: Should contain Country

(+63) 2 1234567

Codle and Area Code. {Exomple Format: (+63) 2 862-XXXX}

(+63) 2 1234567

1| Code and Area Code. {Example Format: (+63) 2 862-X00¢

(+63) 2 1234567

NOTE: Should contain Country Code and Area Code. {Exomple Format: {+63) 2 862-XX0(}

C Fill-out the Contact Person section

Indicate necessary Contact Person information in the
corresponding boxes.

CONTACT PERSON

President

Gilbert Niverba

(+63) 2 1234567

nat: (+63) 2 86.2-XXXX}

123456789

Gilbert Niverba

d Upload required business documents

Attach required business documents onto the form by
clicking Attach File beside the corresponding form.

REQUIRED BUSINESS DOCUMENTS

cuments to be uploaded should be in PDF format only.

DOCUMENT FILENAME

BIR COR Attach File
Photacopy of latest version of Official Receipt and/or Sales Invoice Attach File
Business Permit Attach File
DTI Certificate of Registration Attach File
Certification from Regulatory Bodly, if applicable Attach File

In the dialog box that appears, click Choose File to browse
for the file that you want to upload from your computer,
and then click Upload.

You may also be required to provide additional documents
that are not in the Standard List of Requirements. You may
attach this onto the form by selecting Add Other Document
under Other Documents.

OTHER DOCUMENTS

meuNeT

M oihar dacuments o show

ATIACHMINTS
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

@ Answer the Questionnaire section

QUESTIONNAIRE

f Save the form

Select the Agree checkbox to signify that you agree
to the listed Terms and Conditions, and then click Submit.

v Agree

4. The confirmation page appears. You will also receive an

email notification after successful submissions of the VIS.

Thank you!

You have successfully submitted the Vendor Information Sheet.

Checker:
Check and verify submitted VIS

Perform the following if you received a Vendor DIS e-mail
notification with Subject Vendor Information Sheet Submitted.

1. In the e-mail notification that you received, click the
Link for viewing the vendor details.

@ Dev Email

VI5-0000000224-2017 Vendor Information Sheat Submitted
To t & .

Dear Gilbert ANdra M. NIvema,
This is o inform you that the Vendor Information Sheet was submitted by Company Name. Detaits of the request are as follaws
Reference Number: VIS-0000000224-2017

Date of Submission: 2017-09-19

‘Vendor Name: My Company Name
Vendor TIN: 87654321

Please ciich here [0 view the Vendor Details.

Thank you

The corresponding Vendor Information Sheet appears
(shown on right).

2. If the Vendor Information is complete and correct, click
Approve and proceed to the next section: Enroll Vendor
in VENRO.

% Take note of the VIS Reference Number

Otherwise, continue to step 3.

3. Inform the vendor to submit additional documents
via email. Return the VIS to Vendor by clicking Return to
Vendor.

Note: Indicate in the remarks field the reason for Vendor's
modification of VIS.

S e

© 2017. All Rights Reserved.
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Checker:
Enroll vendor in VENRO
Vendor Enrollment :E:::::..m e

Perform the following after all vendor requirements are e comEm
completed in the Vendor DIS.

| REGISTRATION OF APPLICATION |

1' GO to the VENRO SIte at http://Wf‘sm‘ph/venro‘ a VIS Reference Number : | VI5-0000000225-2017 Query Details Clear Details
2. In the left navigation bar, click VENRO Transactions. GHIERALDAIA

'VENDOR DATA

3. Click New Document. A VENRO form appears. i

Title : * v
BROWSE FILES LIBRARY Vendor Class: Sole Proprietorship
Vendor Type: v

VENRO # EDIT LINKS TaxIdentification Number: | 987654321

Nature of Business/Industry : | RETAIL

H:) VENRO Transactions [

City © MANILA
Hame | ® new document |3r drag files here b D rom 2 viner
| WVEMRO Transactions | Fax Number : (+63) 2 1234567
Email 1: gilbert. niverba@ sm prime.com
, EDIT LI ‘\KS Email 2: annie.publico@smprime.com
Position : PRESIDENT
Contact Number : (+63) 2 1234567

4. Enter necessary information into the form
'VENDOR BANK DETAILS
(shown on the right). [—

Account Holder's Name : GILBERT NIVERBA

Payment Term 30 Days

'VENDOR CATEGORY

Company Code: v
Account Group : M

a Type the VIS Reference Number — T :

Link to Vendor Document
Imaging system [Vis) : B ntosyomacense

com/Vendorinfomationsheet/Ver (onSheetDetail.aspuVendorinformationSheetid=10115

Remarks/Notes :

Type the VIS Reference Number in the corresponding box checken
(from Step 2 of Check and verify submitted VIS section), = bertanro heroe

Department : information Technology Position Title : Manager - T

and then click Query Details. Vendor details are automatically r— e Ofce — p——
displayed in the corresponding boxes. rase —
Name: e
Department : Position Title :
REGISTRATION OF APPLICATION
Mall/Branch : Company :
VIS Reference Number : [vs-ccoccuczzs-zuu | Clear Details EVALUATOR 1
Name : & -
Department : Position Title :
c Mall/Branch : Company :
EVALUATOR 2
Name : &
b Indicate details about the vendor
Mall/Branch : Company :
APPROVER
. . lame : &I
Fill-out necessary boxes in the Vendor Data, Vendor Bank N — —

Details, Vendor Category, and Vendor Document Imaging pr— company:
System sections of the form. d

Submit Cancel

GENERAL DATA-

VENDOR DATA

SearchTerm :
Title : *v
MY COMPANY NAME

Vendor Name :

Vendor Class: Sole Proprietorship

Vendor Type: tv

Tax Identification Number: | 887654201

© 2017. All Rights Reserved.

September 16, 2019 Prepared by SM Prime E-Learning 7
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Fill-out the Requester/Evaluator/
Approver sections

Type the Active Directory (AD) names of the necessary people
for the request, and then click the Check Names icon to
extract their details in Active Directory.

REQUESTER
LEE
Name = |g'|lhert niverba || U‘l:—»
Department : Information Technology Position Title: Manager - IT
Mall/Branch : Head Office Company : SM Prime Holdings, Inc.

Alternative Click the People Picker (Address Book) icon.

In the Select People dialog box that appears, search for

the Name of the Approver, select the correct display name,
and then click OK.

d Click Submit

Submit Cancel

© 2017. All Rights Reserved.
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Checker:
Modify/cancel a request

If you received a VENRO email notification with the Subject
For Modification or Cancellation, follow these steps:

1. In the e-mail notification that you received, click the link
for responding to your task.

o notice-uat@smprime.com

[VENRO-0000000426-2017] For Madification or Cancellation
oz Gilbert Andro M. Nivert
Waorkflow Notification

Dear Gilbert Andro M. Niverba,

This s to inform you that the application for vendor enroliment has baen returned by Gilbert Andro M. Niverba for your modification or cancellation. Details of
the request are as follows:

Process Status: For Modification or Cancellation
Reference Number: VENRO-0000000426-2017
Date of Application: 9/20/2017

Vendor Name: MY COMPANY

Vendor TIN: 337654320

Comment: return
Please clidk here f madify and re-submit or cancel the request

Thank you

The corresponding Registration form appears
(shown on the right).

a Modify the request

If you wish to modify the request, modify the form as
necessary. Otherwise, click Cancel at the bottom of the form
and proceed to step 2.

b Click Submit

When done modifying the form, click Re-Submit.

Re-Submit Cancel

2. In the Task page that appears, select the desired Outcome,
type a Comment as necessary in the corresponding box,
and then click OK.

Outcome *
Re-submit Application

Cancel Request

Or you can delegate this task te another persen

Comment

oK Cance|

Reference Number : VENRO-0000000426-2017
Vendor Enrollment ProcessStatus  : For Modification or Cancellat
Request Date :9/20/2017
REGISTRATION WORKFLOW HISTORY
REGISTRATION OF APPLICATION |
VIS Reference Number : | VI5-0000000220-2017 Query Details Clear Details |
GENERAL DATA

VENDOR DATA

Search Term :

Title :

Vendor Name :

Vendor Class:
VendorType:

Tax Identification Number :
Nature of Business industry :
Address

city:

Country :

Telephone Number :

Fax Number ;

Email 1:

Email 2

Contact Person ;

Position :

Contact Number :

MY COMPANY
COMPANY

MY COMPANY

Sole Proprietorship
Corporate FAS

987654320

RETAIL

1234 ST, MALATE

MANILA

PHILIPPINES

(+63) 2 1234567

(+63) 2 1234567

gilbert niverba@sm prime.com
annie_publico@smprime.com
GILBERT NIVERBA

FRESIDENT

(+63) 2 1234567

VENDOR BANK DETAILS

Bank Account

Account Holder's Name :

Payment Term

123456789

GILBEAT NIVERBA

30 Days

VENDOR CATEGORY

Company Code :
Account Group :

Purchasing Organization :

1000 - SM INVESTMENTS CORP

ZLOC - LOCAL VENDORS

P200- FAS-SCMC

VENDOR DOCUMENT IMAGING SYSTEM

Link to Vendor Document
Imaging System (Vis) :

18 ntosujomasensmoni compens

jengorinformst

Remarks/Notes :
CHECKER
Name : Gilbert Andro M. Niverba
Department : nformation Technology Position Title : Manager -
Mall/Branch : Head Office Company : SM Prime Holdings, Inc
REQUESTER

Name : Gilbert Andro M. N verbs; &
Department : information Technology Position Title : Manager - T
Mall/Branch : Head Office Company : SM Prime Holdings, Inc

EVALUATOR 1
Name : Gilbert Andro M. N verbs; &6
Department : nformation Technology Position Title : Manager - I
Mall/Branch : Head Office Company : SM Prime Holdings, Inc

EVALUATOR 2
Name : Gilbert Andro M. Niverba; &
Department : information Technology Position Title : Manager - 10
Mall/Branch : Head Office Company : SM Prime Holdings, Inc.

APPROVER
Name : Gilbert Andro M. Niverba; &E
Department : nformation Technology Position Title : Manager -
Mall/Branch : Head Office Company : SM Prime Holdings, Inc
Re-Submit Cancel

© 2017. All Rights Reserved.
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Evaluator:
Execute Evaluation

If you received a VENRO email notification with the Subject
For Evaluation, follow these steps:

1. In the e-mail notification that you received, click the link
for viewing the form.

o natice-uat@smprime.com

[VENRO-0000000426-2017] For Evaluation
Ta: Gilbert Andro M, Niverb

Workflow Notification

Dear Gilbert Andro M. Niverba,
This is to Inform you that application far vendor enrollment has been submitted for your evahuation, Detalls of the request are as follows:

Process Status: For Evaluation
Reference Number: VENRO-D000000426-2017
Date of Application: 5/20/2017

Vendor Name: MY COMPANY
Vendor TIN: 987654320

Please chr

Thank you.

0 view the form,

The corresponding Evaluation form appears.

Reference Number : VENRO-0000000426-2017

Vendor Enrollment oG eRmEREm

Request Date : 9/20/2017

REGISTRATION WORKFLOW HISTORY

INSTRUCTIONS:
1 For Financial Visbility Criteria, the equivalent rates will be based on the computed ratio.
2 For Capability, Strategy, Innovation and Comme rcial Terms Criteria, each Criteria should be graded from 1 to 5. Equivalent rates are as follows
5 - Outstanding
4-Above Average
3-Fair
2-Below Average
1-Poor
3. Grade is computed asthe product of Rete and the prescribed Weight.
4 Total Weighted G rade is the Total Grade per crteria
5. For more than one Evaluator, Grade will be computed based on the average of the Total Weighted Grade by the Evaluators
CRITERIA FOR EVALUATION
Corporate FAS
VendorType :
Consultant M
CONSULTANT
Evaluator 1
Criteria/Parameters
Assets Liabilities Ratio Rate Weight Grade
rate x weight)
Financial | Healthy Debt Level -
@8l (oebtto ses )
viability
iaui o
0%) | fcmens s o Assans casiny) >
Corporate Structure . o5
{0asic maragement se up ncluses Humn Resources [-5), Engnesring, Cantract Managemen, sfetyand Adein]
Capability, B
PN | ompesitive and Experienced Key FOr mdvidual
strategy and = . 5%
Innovation | "< For Group B
(90%) Expertise in the Indusiry thru current client reference v 5%
Completed Projects v 20%
TOTALWEIGHTED GRADE :
EVALUATION RESULT :
Submit Cancel

Select the Vendor Type

*For Evaluator 1 only

a

Indicate if the vendor is a Consultant, Agency Contractor,
or Other Supplier.

CRITERIA FOR EVALUATION

Corporate FAS

Vendor Type :
Consultant v

Agency Contractor
Other Supplier

Evaluate the Vendor based on the
indicated criteria

Note The list of criteria for evaluation changes depending
on the Vendor Type selected in Step a above.

CONSULTANT
Evaluator 1
Criteria/Parameters
Assets Liabilities Ratio Rate Weight Grade
(Rate x Weight]
Financial ity Bdalzn) 1 1 1.00 2 5% 010
(Debt 10 Asset Ratio)
Viability =
(10%) Lyl 1 1 100 4 5% 020
{curenssaioof the Asst and Lavity
Corporate Structure . o oo
(sesic masgement e g ncuces e Resources (nR), ngineerng Contrac Waagerent Sefet 10 Adin)
Capability, i v
iy Competitive and Experienced Key FOF el s 083
Strategy and 25%
Tty |z For Group s M 063
(90%) | Eupertise in the Industry thru curent client reference s - 5% 125
Completed projects s - 20% 100
TOTAL WEIGHTED GRADE : .80
EVALUATION RESULT : Passed

C Click Submit

| Submit | Cancel

2. In the Task page that appears, select the desired Outcome,
type a Comment as necessary in the corresponding box,
and then click OK.

Outcome *
Evaluation Completed

Select an outct

Return Request

Or you can delegate this task to another person

Comment

field to enter any comments regarding this task

cance
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Enrolling a Vendor using the Vendor DIS and VENRO site, cont’d

Approver:
Approve Enrollment

If you received a VENRO email notification with the Subject
For Approval, follow these steps:

1. In the e-mail notification that you received, click the link
for viewing the form.

o notice-uat@smprime.com

IVENRO-0000000426-2017] For Approval
To: Gilbert Andr M

Workflow Notification

Dear Gilbert Andro M. Niverba,

This i to inform you that application for vendar enrollment evaluated by Gilbert Andro M. Niverba and Gilbert Andra M. Niverba has been submitted for your
approval. Details of the request are as follows:

Process Status: For Approval
Reference Number: VENRO-DODOD0DA26-2017
Date of Application: 5/20/2017

Vendor Naime: MY COMPANY

Vendor TIN: 987654320

Please [m{h_,z. J., view the farm.

Thank you

The corresponding Approval form appears.

Reference Number : VENRO-000000426-2017

Vendor Enrollment Processstatus  : For Approval
Request Date : 9/20/2017

REGISTRATION EVALUATION APPROVAL WORKFLOW HISTORY.

APPROVAL OF ENROLLMENT

Comments :

Approval Link : 18 cickneretormsertanyperink

|
Submit Cancel

Type a Comment or attach supporting
file regarding approval

Type Comments as necessary in the corresponding box,
or insert the direct URL to supporting documents by clicking
Click here to insert a hyperlink.

APPROVAL OF ENROLLMENT
Approved
Comments :
Approval Link : | ﬁ Click here to insert a hyperlink

b Click Submit

| Submit | Cancel

2. In the Task page that appears, select the desired Outcome,
type a Comment as necessary in the corresponding box,
and then click OK.

Outcome *
Select an outcome for this task. Enreliment Approved
Enrcliment Disapproved
Return Request
Or you can delegate this task to another person
Comment
Use this field to enter any comments regarding this task.
g
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