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Registering to your Supplier Portal Account

1. Go to https://supplierportal.bpx.com

2. From the welcome page of the Supplier Portal click “Sign In”

3. Select and click here on the “register” option.
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Sign in or Register

Current Users.
Click here 10 zga10
Not Registered Yet?
Click here 10 waister
Having Trouble Registering?

Click here 10 Rase suonod cusstion

4. Onthe Portal Registration Page, follow the validation steps.

5. Enter a valid paid invoice number and the date of invoice

6. Enter Vendor details and click the ‘Validate’ button. Wait for a few seconds for
the system to process your information.

Vendor Detalls

Vendor Number *

82000290

Supplier Invoice *

SUPPLIERINVOICE1

Invoice Date *

9/25/2025
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7. A pop-up message will appear with the name of the vendor. Please verify the
Vendor name. If it is valid, select ‘Yes' for the vendor’s name valid check box.

bpxsuppliersstg.powerappsportals.com says

Vendor Name : John Doe Supplier Inc was found based on the details
provided. Please verify the vendor name, and if it is valid, select "ves'
for the "Vendor Mame Valid® checkbox.

h Vendor Name *

—John Doe Supplier Inc

Vendor Name Valid
O No @ ves

8. If the pop-up message indicates the information is incorrect, please try again
with the valid details. If the issue persists, please contact the IT support Team at
bpxpscm@bpx.com for assistance.

9. If the Vendor name is valid, continue filling in the remaining fields: First Name,
Last Name, Email Address, Confirm Email and Contact Number. The email
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address should be designated company email address. Gmail, Hotmail and other
personal email addresses are not allowed.

Portal Registration

First Name * Last Name *
Jane Doe

Email Address * Confirm email *
jane.doe@bpx.com Jjane.doe@bpx.com

Contact Number *

8156036485

10.You will need to solve a math addition problem correctly. If an incorrect result is
entered and the form is submitted, a validation alert message will pop up
indicating that the registration failed due to incorrect result input by the user. The
math problem will refresh automatically, and the user must solve it correctly
before submitting the form again.

Whatis 1+ 27
Enter the result

Please sclve the equation to continue,

10.Next, check the checkbox for ‘Terms of Use’ and ‘Privacy Notice. Form Submission
will not be allowed without checking these boxes. The submit button will remain hidden
unless the checkbox is checked.

Whatis 1+ 27

Enter the result
Please solve the equation to continue.

0J I have read and agree to the Terms of Use and Privacy Notice *

11. Once everything is complete, click the ‘Submit’ button (which will now be visible) to
submit your form. Upon successful submission, an alert will pop up. Click ‘OK!
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What is 1 + 2?7

3
Flease solve the equation to continue.

| have read and agree to the Terms of Use and Privacy Motice *

bpxsuppliersdev.powerappsportals.com says

Registration Successful. Please check your registered mailbox to
proceed further.

12. After successful registration, you will receive an email with subject line ‘Supplier
Portal Registration Invite’. This email will contain your sign-in credentials.

Supplier Portal Registration Invite

€ Reply | % ReplyAll | —> Foward | | ||+
To  JaneDoe Mon 9/25/2025 947 PM

Dear User,

Thank you for registering to experience our cutting-edge Suppliers Portal Your trust and enthusiasm mean the world to us, and we're thrilled to have your support.

Now that your account is confi d, kindly follow the i below to unlock exclusive access to our new portal.

Click here to Login to the Portal: Once the home page opens click on the sign in button to sign in to the portal as per instructions. Upon first login, you will need to reset your password for security purposes. Please follow the on-screen instructions for “Forgot your
password?" .

Your username is the email you registered with fYour temporary password is  89s5a (e.g., John123456). l

Enabling Multi-Factor Authentication (MFA): Keeping your account and information secure is our top priority, and enabling MFA provides an additional level of security to protect your information. By using MFA, if your password is compromised, access to your account
will not be granted without the secondary authentication method.

Once you have reset your password, you will be prompted to enter a mobile number to enable MFA. After entering your mobile number, an SMS code will be sent to that mobile number to enter on your screen when prompted.
Congratulations! You now have full access to explore and make the most of all of the enhanced features, functionalities, and interface of our new portal.
Questions? Contact our Suppliers Portal Support team by emailing PSCM@bpx.com. We're here to assist and ensure a smooth experience for you.

Thank you for embarking on this exciting journey with us. We look forward to hearing your insights and feedback!

Note: This email and any attachments are intended only for the listed above and may contai and/or privileged If you are not an intended recipient, please notify the sender by , delete this
email and any attachments, and destroy any copies. Any unauthorized review, use, copying, disclosure, or distribution of this emall and any attachments is prohibited.

Warm regards,
The Suppliers Portal Team

bp> energy

13. Follow the email instructions and subsequent on-screen prompts to change your
password (Forgot your password) and successfully sign in to the portal.
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Sign in or Register

Current Users
Not Registered Yet?
Click here 10 rqister
Havind Trouble Registering?

Click here 10 Raize susaart aueston.

N
Sign in

Sign in with your email address

Email Address

Password
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User Details

Email Address *

jane.doe@bpx.co ml

Send wverification code

14. Once your password is changed, you will need to sign in with your new credentials
on the sign-in page shown below
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< Cancel

User Details

E-mail address verified. You can now continue.

Email Address *

jane.doe@bpx.com

Change e-mail
[ ]
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Sign in

Sign in with your email address

Email Address

jane.doe@bpx.com

Password

Forgot your password?

15. Click the 'Sign In’ button, you will be directed to the Multifactor Authentication page
shown below. You can select one of the options provided. You will receive a 6-digit
verification code that you need to enter and then click ‘Verify Code’.
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« Cancel

Multi-factor
authentication

We hawe the following number on record for you. We can
send a code via SMS or phone to authenticate you.

KK -¥ XK -6485
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|

Multi-factor
authentication

We hawve the following number on record for you. We can
send a code wvia SMS or phone to authenticate you.

HOH-¥H K -6485

Enter your verification code below, or send a new code

331597

Verify Code

16. Upon successful verification, you will be signed in and will see the Home page
displaying your username, as shown below.
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Welcome to bpx's new Supplier Portal Website! Be sure to register yourselft

17. If you are successfully signed in, click on 'Main Menu' and select 'Service Request'
as shown below to navigate to the Support Request ticket creation page

Jane Doe -

Main Menu -

‘Weicome to bpx’s new Supplier Portal Websitel Be sure | yome
Service Requost

Faa
History
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Main Menu - Supplier Test -

Hame | Service Reguest

X
Support Request

follwing information / mandatory documents 1o ba uploaded

+ Data Request
1. Subtype: Banking information (5CH to Us bnks only)

a. W (must be I v, October 2018 or Rev. March 2024) signed and dated by company representative
b. Bank lstter per

e
dated by an authorized company representative (ie. CEO, Controller, ete) within & menths from submission date

informatic / mandatory dacuments 1o be uploaded

change req

2. Subtype: information change request - WE per 86X s
&, WB: (must be IRS version Rew. Gctober 2018 or Rev. March 2024) signed and dated by company representative

18. On the Support Request page, carefully review the instructions before filling out the
form.

Fill in the following fields: Case Title, Request Type, Request Sub Type, and Request
Plant Site (only if your Request Type is 'Purchase Orders' or 'Price Books/Contracts').
Additionally, briefly describe your issue in the 'Description'’ field. If necessary, upload an
attachment.

CASE DETAILS

Case Title *

Invoice Status

ID

Customer *

Jane Doe

Vendor Number *

82000290
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Lookup records

Search El

~  Request Mame Created On

Choose one record and click Select to continue

A

Invoice/Ticket Inquiries v

AM

Price Books/Contracts 8/25/2025 217 AM
Training Reguests 8/25/2025 217 AM

Direct Entry to B2B 8/25/2025 217 AM

Lookup records

Choose one record and click Select to continue

Created On

Q Overdue Invoice Status 8/25/2025 217 AM

8/25/2025 217 AM

Dispute - Clarity why 8/25/2025 217 AM
Supplier Audit requests 8/25/2025 217 AM
Remittance detail requests 8/25/2025 217 AM

Dispute ticket/invoice requests 8/25/2025 217 AM

®: -

Lel Remove value
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[/} CASE DETAILS
Case Title *
Invoice Status

D

Customer *

Vendor Number *
82000290
Request Type *
Invoice/Ticket Inquiries n
Request Sub Type *
Overdue Invoice Status n
DESCRIPTION
Invoice is in overdue statusi p
Attach a file
You can upload a maximum of 5 files, each up to 90MB.
4 Upload

19. Ensure that all steps are complete, then click the 'Submit' button. Upon successful
submission of your request, you will be directed to the Support History Page, which will
display your latest request. You can track the progress of your case by referring to the
case history.
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X Main Menu - Jane Doe -

Homa | Supooet History

Support History

= (ases History

Case Title Case Number Request Type Request Sub Type Request Plant Site Description Created ... Status

nvoice Status CAS-01110-R2...  Invoice/Ticket ... Overdue Invoice S... nvoice isin .. 9/29/2025 1...  Active

20. If you click on the 'Case Title, a window will open displaying the record details. This
will provide you with the progress of your support ticket and the email correspondence
between you and the business support team.

Main Menu - Jane Doe -

nnnnnnnnnnnnnnnn ory

Record details

Support His’

CASE DETAILS
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21. Successful request creation will also trigger an email to your inbox notifying you that
a service ticket has been created for your request, which will be reviewed by the support
team.

b Service Ticket Created - [Case Number:CAS-01110-R2W0T1]

© Reply | € Replyl | = Foruard | [ i | [ooe
To O lane Do s

Dear User,

Thank you for reaching out to our support team. We have successfully created a service ticket for your request. Below are the details of your ticket:

Case Number:CAS-01110-R2WaT1

Issue Summary:

Our support team will review your request and get back to you as saon as possible. This is an autogenerated email, so please do not reply directly to this message. If you need to provide additional information or updates, please use the support portal.

Thank you for your patience and understanding

Note:This email and any attachments are intended anly for the addressee(s) listed above and may contain confidential, proprietary, and/or privileged information. If you are not recipient, pi y the sender by return email, delete this
email and any attachments, and destroy any copies. Any unauthorized review, use, copying, disclosure, or distribution of this email and any attachments is prohibited.

Best regards,

Support Team

bp> energy

22. If you have any additional questions, please reply to the notification email with your
query instead of opening a new ticket.

Frequently Asked Questions
1. Click on the icon ‘FAQ’ to get help from the list of frequently asked questions.
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Main Menu - Jane Doe -

Weicome to bpx’'s new Supplier Portal Websitel Be sure to register yourselft

Support Question For Unregistered Suppliers Portsl Registration Guide Portal Walkthrough Video

2. Click the ¥ sign to expand.

link and your Bank Detail & W9

Bankang Wi it
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