
Guide to providing additional information when requested on the NLNG Supplier Management Portal (SMP) 

Notifications of requests for additional information will be sent to the organisation’s email address, and the forms 
sent to their profile on the Supplier Management Portal (SMP). 

Upon receipt of notification of request for additional information, follow the link in the mail to log on to your 
account to be taken to the Supplier Area of the Supplier Management Portal (SMP) 

 

On the Supplier Area, click on “My Assessments” to view any pending actions for you. 

There are three tabs in “My Assessments” widget when opened. 

a. Editable Assessments – Where you will see items pending your actions (you will provide your response to the 
additional information request) 

b. Qualification Assessments – Shows approval of general and statutory information which you provided in the 
Onboarding Pages when you started the registration process. 

c. Category Assessments – Shows approved categories (areas of business interests). 

 

You can also view items pending your actions by clicking on “My Dashboard” and see them under “My Editable 
Assessments” 
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Click on the “Editable Assessments” tab to view items pending your action.  

Note that “Assessment Code” is for the main category, (e.g., asm_7720 as below) click on it to open and view 
the subcategories. “First Category” names the first category under the Assessment, a speech bubble to a First 
Category means several categories under the Assessment code. (e.g.,    5506-Material-Bicycles and Acces.) 

When opened you can see all the subcategories under it, as below. 

 

However, if the returned form(s) is for Qualification (general and statutory organisation’s information) review, 
“First Category” is most likely to be blank 

Assessment 7126 (asm_7126) below is for Qualification review, “First Category” is blank. 

 

Click on it to view the Qualification forms under it. 

Please refer to the notification mail for the specific information required for this Assessment and, all the 
forms under it. 
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The “Category Code” and, the “Category Title” describe the specific category you are required to provide further 
information on. Always refer to the mail for the exact information required. 

Click on any of them to get to the “Category Specific Requirement” where you will provide the required 
information. Always refer to the notification mail for the specific information required for this Assessment and, all 
the categories under it. 

Please note that you will receive different email for each Assessment returned to you, in the screenshot below, 4 Assessments 
were returned, you will also receive 4 unique emails. 

Sometimes the emails may read alike but, each is unique to the required information on the returned Assessment, please read 
them through. 

 

 

Click on the pencil icon to make the Category Specific Requirement page editable. 
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The Category Specific Requirement page is now editable. 

 

Click on the + symbol or, “Attach file” to attach a file if, that is what is required from the notification mail 
received. 

See sample notification mails below for Category and, Qualification. 

 

From: noreply@jaggaer.com <noreply@jaggaer.com>  
Sent:  
To: NLNG Vendor Services (CPM/4X) NLNGBNY <vendorservices@nlng.com> 
Subject: asm_7720 - Category Specific Form Review Requested by Buyer Organisation Nigeria 
LNG on Nigeria LNG 
 
 
 
Dear 123 Limited, 
 
The Buyer Organisation Nigeria LNG has requested that you verify and update data in the 
Category Specific Forms on Nigeria LNG 
 
Assessment Code: asm_7720 
Assessment Group Name: 008 - Logistics (LOGT) 
 
Buyer Comment (optional): Please provide the under listed information/documents for your 
classification in the selected category(ies). 
 
1. Copies of most recent Work/Purchase Orders or, contract award letters to demonstrate your 
experience/competence. 
Provide documents that show the full scope of work. 
Kindly note that if a job was sublet/subcontracted to you, we would like to view evidence of award 
of the contract by the client to the contractor or, a reference to contact for any clarification NLNG 
may seek. 
 
2. Evidence of OEM agency/distributorship/technical partnership you may have for our review. 
 
3. Applicable licenses/certifications for the services you render, where required. 
 
Where there are more than one documents to be uploaded for any of the requests above, please 
place the documents in a ZIP archive or, merge them as one PDF file. 
 
 
To access the Questions (provided your access allows you) click the following link and enter your 
Username and Password https://supplierportal.nlng.com/web/login.html  
Or browse as follows: 
 
  Connect to https://supplierportal.nlng.com/web/login.html 
 
- Enter your Username and Password 
- Go to Assessments in the My Organisation Area 
- Click Editable Assessments 
- Select the required Forms complete and review 
- Click 'Return Forms to Buyer' to send the Forms back to the Buyer 
 
5506 Material - BICYCLES AND ACCES. 
5535 Material - CONTAINERS, CARGO 
AF0060 Service - Vehicle Leasing 
AF0065 Service - Warehouse Services 
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When done providing the required information, click on “Save” to save. 

 

Please note that you must open all category forms even if you do not have the required information, so that their 
“Forms Reviewed” status is “Yes” to be able to return the forms to NLNG for review. 
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When done click on “Return Category Forms to NLNG” then click on the “OK” on the pop-up banner to submit 
your response. 

 

Do the same for the remaining forms. 

Please note that if you do not return all forms to NLNG your application will not be reviewed. 

NG1GMA4
Callout
The Forms Reviewed status will be "No" if the category has not been viewed or, responded to. They must be "Yes" to be to return the forms to NLNG

NG1GMA4
Callout
All categories with "Yes" status

NG1GMA4
Callout
After saving your response click Return Category Forms To NLNG to submit your response

NG1GMA4
Callout
Click "OK" on the pop-up to confirm




