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Product Safety Management System User Guide (Internal) 

 

New Raw Material Approval Form – this is applicable for:  

i. Virgin pulp 

ii. Chemical used for paper making process 

iii. WTE operation process chemical  

iv. WWTP operation process chemical 

  

1. Login the system at https://www.gspp.com.my/pms/login.asp.  

i. Login ID and password to be provided to each relevant user.  

ii. The default login ID is employee number and the password is password.  

iii. To change password, go to Admin and click on “Change Password”.   

 

  
 

  

https://www.gspp.com.my/pms/login.asp
https://www.gspp.com.my/pms/login.asp
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2. Upon successful login, go to Raw Material then click on “New Request”.  

 
a. Click on “New Request”. New Raw Material Approval Form will appear.   

 
b. Select the New Material: "Chemical" or "Virgin Pulp" 

 
 

c. If select “Chemical”, please fill in → New Material Name: Code and name 

 
d. Select the Product Type: "WWTP", "Cogen", “WTE” or “Chemical”.  
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e. Select the Supplier: "New" or "Existing" 

 
 

f. If select “New” Supplier, please fill in → Supplier Code, Supplier Name and Supplier Email.  

Next, please fill in → Purpose.  

Please click on “Submit” upon completion.  

 
 

g. If select “Existing” Supplier, please select supplier from the Supplier Code / Name list and Supplier 

Email auto appear. 

Next, please fill in → Purpose.  

Please click on “Submit” upon completion.  
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h. If select “Virgin Pulp”, please fill in → New Material Name: Code and name 

 
 

i. If select “New” Supplier, please fill in → Supplier Code, Supplier Name, Virgin Pulp Information, 

Supplier Email, and Purpose.  

Please click on “Submit” upon completion.  

 
 

j. If select “Existing” Supplier, please select supplier from the Supplier Code / Name list. Virgin Pulp 

Information and Supplier Email auto appear. 

Next, please fill in → Purpose.  

Please click on “Submit” upon completion.  
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k. After submission of the new material approval form by the department user, system will 

automatically email to respective supplier (followed the email inserted) to fill in the online survey 

declaration.  
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l. Supplier login to the system at https://www.gspp.com.my/pms/login.asp by using their assigned login 

ID and password. After login, click on “Open” to fill in Controlled Substances Survey Form.  

 

 
 

m. Supplier fill in the Controlled Substances Survey Form: 

 Company Address, Contact Person, Contact No. 

 Declare for the product whether contains substances listed in the regulation 

 Survey Respond PIC Name, Designation & Signature.  
 

Please click on “Confirm” upon completion.  

 
 

 

 

 

 

https://www.gspp.com.my/pms/login.asp
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n. Upon successful submission, system will directed to the page of “New Survey Substance Chemical 

information inserted successfully”. Click on “Ok”.  

 

 
 

o. After that, supplier will be directed to the page to upload attachment of safety data sheet. For the 

chemical supplier, must attach safety data sheet in English and Malay version (two documents) before 

click “Upload”.  

 

 
 

p. Upon successful upload, system will directed to the page of “New file (SDS) uploaded successfully”. 

Click on “Ok”.  
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q. For the virgin pulp supplier, can click “Skip & Submit if the safety data sheet is not applicable.     

 

 
 

 
 

 

r. For chemical supplier, if forget to upload the attachment, in Main Page, “Attachment” will appear as 

“Please Attach Data Sheet” and new material submission status will be pending at supplier until 

supplier upload the attachment.  

 
 

 

s. After attached the safety data sheet, it will be directed to TQD department for review. 

 
t. The request will be reviewed by TQD department and final approve by respective department General 

Manager / Senior General Manager. When the application was rejected or approved, system will 

notify the user by email.  
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u. If the application is rejected, user will receive email notification.  

 

 
  

v. User have to have to click the link in the email to log in to PMS to edit and re-submit the rejected 

form.  

  

 
 

This also can be view and resubmit through the “Rejected” Page.  
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w. After the user re-submit the form, system will automatically send back the email to the supplier to fill 

in the online survey declaration. Repeat the step from (l) to (t).  

 

 
 

 


