Supplier Registration Instructions
To start the supplier registration or reactivation process:

1. Access the ServiceNow Suppliers Portal

e This portalis designed for external clients and suppliers.

2. Select “Register Now”

o Follow the on-screen prompts to begin your registration.
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3. Fill Out and Submit the Registration Form

Complete the Supplier Registration or Reactivation Request form and submit it
through the portal (case number will be provided when submitted)

Supplier Registration/Reactivation Request

If you are & supplier to Exxaniobil and want to access the Suppher Collaboration Portal, fill cut the farm below to submit the request. Allfieids marked * are
required to SUBMt the ket

‘You will recenve an email from Enterprise Service Management semprod@service-now.coms that your request was submitted. Once you receive confirmation
that the case was resoived, you will receive an email from <na-reply@sexonmabil clouds 1o Bctivate your BCCount to access the Portal. Flease allow some time
for your request to be processed after submission.

In Case you do L Bctivate the Sccount within 7 days, your Sctivalion Wk will expire.

Piease click here 1o leam about the SCCOLNT reaCtivation process

* First Name

* Last Name
Last Mame

* Email
Emai

* Country of Your Operation
- None -

* Legal Company Name

* VAT Number/Tax ID)

VAT Numbs
Do you know your Vendor Number
Ves

Ave you prawiding fBCtoring senices on behalf of ancther supplier

No



https://emprod.service-now.com/supplier?id=supplier_login

Signing in After Account Setup

Once your account has been successfully created:

1. Gotothe ServiceNow Suppliers Portal

o This portal is intended for external clients and suppliers.

2. Clickon “SignIn”

e Enteryour credentials to access your account.
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Submitting a Supplier Support Ticket

1. Go to the ExxonMobil Supplier Support Portal

e This portal is specifically for external clients and suppliers.

2. Follow the prompts to submit your support request

Follow the prompts to submit your support request.
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‘Submit a Supplier Support Ticket

3. Provide Required Details

e Be sure to include all relevant information to help resolve your issue efficiently.


https://emprod.service-now.com/supplier?id=external_user_support

