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Chugai Pharmaceutical Co., Ltd.

myBuy GEP SMART Training 
for Business Partners
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Today's Agenda

1. Procurement process overview and key actions for suppliers in myBuy P5
2. How to guides of myBuy P11

2-1 What is myBuy GEP SMART?
2-2 GEP Business Network & myBuy GEP SMART Registration: New Suppliers
2-3 Accessing myBuy GEP SMART
2-4 Retrieving username or Password
2-5 Check and view purchase orders
2-6 Exporting purchase orders

3. Closing P38

4. Q&A Session P41
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Purposes of Today's Session

To help our business partners (hereinafter referred to as “suppliers”) understand the impact of the 
transition to the new procurement system myBuy, and to enable a smooth transition to the new 
procurement process

1

To help suppliers understand the basic functions of myBuy GEP SMART, the registration process, and 
the upcoming implementation schedule.

2
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01 Procurement process overview and key actions 
for suppliers in myBuy
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What is myBuy

myBuy is a system for indirect materials procurement. It provides functions for quotation exchange, 
purchase order processing, and goods receipt/invoice matching.

Please check the purchase 
orders sent from myBuy on 

the myBuy Portal and 
process the orders

For goods, please include 
the delivery note and 

arrange shipment 
accordingly

Please send the invoice.
Once the matching and approval 

procedures for the order data 
within Chugai are completed, the 

payment process will proceed. 
After payment is completed, a 
remittance notice will be sent

Suppliers will be asked to 
provide the information 

required for supplier master 
registration, sign the 

agreement, and review the 
transaction guidelines

If an individual contract or 
MSA is required,

the agreement will be 
executed with the mutual 
consent of both parties

Please submit
your quotation response

Scope of the October 2026 
Implementation (myBuy)

myBuy Upstream
RFx Quick Guidance

*myBuy applies only to indirect materials; for direct materials, icollab will continue to be used

• Indirect Materials Procurement Process*

Supplier Master 
Registration

Quotation

Contract

Order
Placement

Goods Receipt

Invoice ＆ Payment

5

https://www.chugai-pharm.co.jp/profile/supplier/mybuy/index/files/j_S-3-00.pdf
https://www.chugai-pharm.co.jp/profile/supplier/mybuy/index/files/j_S-3-00.pdf
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Types of Suppliers

Suppliers are classified as either Portal Suppliers or Non-Portal Suppliers, depending on whether they 
have access to myBuy Portal or not

Portal supplier

Non-Portal
supplier

• Suppliers can access myBuy and check the order received in myBuy
• Transaction data will be stored and can be exported as a list in myBuy

• After Chugai creates a PR/PO in myBuy, the PO will be sent to the supplier by emailInaccessible

Accessible

myBuy
Accessibility Features

6
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Key changes for suppliers due to the introduction of myBuy

Following the introduction of the new indirect procurement system “myBuy”, all indirect materials 
purchase orders from Chugai will be managed through myBuy. Accordingly, the transaction operations 
with Chugai will also have some changes.

• As a general rule, all indirect materials purchase orders from Chugai will be managed and 
consolidated in myBuy

• Suppliers will be able to centralize and manage their order status in myBuy

• On the premise that procurement transactions will be conducted through myBuy, the 
procedures for quotation, ordering, delivery, invoicing and payment will be renewed

• Please refer to the “Request Regarding Procurement Transaction Conditions” and the 
"Chugai Pharmaceutical Procurement System – Transaction Guidelines"

Consolidation of indirect 
procurement channels and 

centralization of 
information

Revision of transaction 
procedures due to the 
introduction of myBuy

7
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Detailed Procurement Transaction Procedures with Chugai

The details of the procurement transaction procedures are described in the “Chugai Pharmaceutical 
Procurement System – Transaction Guidelines”. Please refer to the Transaction Guidelines when 
proceeding with transactions with Chugai.

• Table of Contents of the Chugai Pharmaceutical Procurement System – Transaction Guidelines

1. Quotation and Order via myBuy
1.1 Business Flow Overview
1.2 Quotation Method and Details

1.2.1 Quotation Method
1.2.2 Information to be stated in quotations
1.2.3 Costs other than the main item

1.3 Order Method and Details
1.3.1 Order Method

1.4 Purchase Order
1.4.1 Information Displayed on a PO
1.4.2 PO items to check(catalog suppliers)

1.5 Delivery Notes
1.5.1 Where to submit delivery note
1.5.2 Items to state on receipt and delivery slips
1.5.3 Deliveries differing from the Order 

1.6 Invoices
1.6.1 Where to submit Invoices

1.7 Transaction Requirements for Payment
1.7.1 Basic Requirements
1.7.2 Payment Processing (Catalog Suppliers)
1.7.3 Additional Notes on Payment

2 Procedures for Starting Transactions via myBuy
3 Other

3.1 Inquiries about Chugai Pharmaceutical

8

The Following document describes the business rules for quotation, ordering, delivery, invoicing and payment. Please conduct procurement transactions 
in accordance with this document
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Upcoming schedule for myBuy Go-live

The schedule leading up to the myBuy go-live is as follows

Early September to 
mid-September

• myBuy Training Sessions:
✓ To help our business partners use myBuy smoothly, we will hold training

sessions on the registration procedures and how to guides for the portal

From mid-September 
onward

• Registration for myBuy GEP SMART:
✓ After this training session, we will send an email to your company’s representative with guidance on how 

to register to myBuy portal
✓ Please review the training content and complete the required procedures

From September18・
25 to October 12

• Blackout (system shut-down) Period for the Existing Systems:
✓ Due to the migration from the existing procurement systems (ProcYON / ALtAIR / CHERMS Fixed Assets) to 

myBuy, there will be a period during which the systems will be temporarily unavailable
* ProcYON: from 9/18 onward ALtAIR / CHERMS Fixed Assets: from 9/25 onward

October 13
(planned)

• Go-Live of the New Procurement System “myBuy”:
✓ Procurement transactions will begin in myBuy

Today

9
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02 How to guides of myBuy GEP SMART
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2-1What is myBuy GEP SMART?
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Introducing myBuy 
GEP SMART

• Chugai Pharmaceutical is introducing a new
procurement and supplier engagement platform
that will replace the existing legacy systems.

• myBuy GEP SMART will allow Chugai to deliver higher quality 
service and greater value to the suppliers and partners who 
work with the company 

• myBuy GEP SMART will be fully implemented in October 2026 

12
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Benefits of using myBuy GEP SMART

Consolidation of 
ordering operations 

and
centralization of 

procurement 
information

Digital 
transformation

No additional fees

• Check supplier information (address, bank account information, contact person information, 
etc.)

• Consolidation through purchase orders (POs) generated by the purchasing system 

• Review of the transaction records with Chugai Pharmaceutical

• Improvement of order accuracy

• No transactional, setup or license fees

13
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Process Flow

Chugai Pharmaceutical sends
a purchase order

(hereinafter referred 
to as “PO”)

to the supplier

Supplier reviews 
the PO

Supplier checks
the status
of the PO

Supplier creates an 
Invoice for the items 

and services
provided

[Blue]: operations and actions in myBuy
[Gray]: operations and actions offline

Chugai checks the payment
details of the invoice

14
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2-2GEP Business Network &
myBuy GEP SMART Registration:
New Suppliers
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What is GEP Business Network?

• GEP Business Network (hereafter referred to as "BN") 
is a unified gateway for suppliers to access the GEP 
Software Platforms of every client who uses a GEP 
solution.

• Suppliers of Chugai access myBuy GEP SMART for 
indirect procurement.

• BN is free to use, regardless of transaction types and 
volumes.

• Once registered on BN, you will use your single login 
credentials to access "myBuy GEP SMART" and your 
supplier profile.

GEP Business Network
Suppliers' single access gateway for any GEP Software Portal.

myBuy GEP SMART

Portal for indirect suppliers transacting with Roche and Chugai 
Pharmaceutical. All transaction-related documents will be handled 
through this portal.

16
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Account Registration Workflow

Receive email to 
register on

GEP Business 
Network

New registration for myBuy GEP Business Network must be 
completed

Since you already have an account from submitting a quotation or
proposal, no additional registration is required

Are you 
an existing
GEP user?

No

Yes

17
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myBuy Registration Process

Access GEP Business
Network and

complete profile
set up

Attend the training 
session

Receive the email to 
register on GEP 

Business
Network

Complete registration 
on GEP Business 

Network

Suppliers can then access
myBuy GEP SMART

18

*If you are unable to attend the training 
sessions, please watch the video training,

which will be available on the Roche Supplier 
Site ( https://suppliers.roche.com/ )
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Registration Email Notification

New Registration | Only if you are using myBuy for the first time

• Suppliers using myBuy GEP SMART for the first time will receive 
a myBuy registration email

• Suppliers who are already using GEP SMART on myBuy 
Upstream do not need any additional registration

• myBuy GEP SMART registration invitation email will be sent from 
global.mybuy@roche.com . Click the "Click here" link to go to the 
registration form

✓ For questions about registration or technical issues, please contact 
GEP  by email

• GEP Customer Support (support@gep.com)

1

1

19
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Complete Business Network Registration Form

• Check the pre-filled username and email address

• Enter your name and mobile number, and set a Password*1

• Review the GEP Terms of Use & Privacy Policy and select the 
check box

• Click "Submit"

2

*1 Please change your password every 90 days

3

4

5

*Fields marked as “*” are required fields

2

3

4

5

The "Username" field is pre-filled with 
the email address registered in the 
supplier master

20

New Registration | Only if you are using myBuy for the first time



#0B41CD

#1482FA

#022366

#000000

#FFFFFF

#BC36F0

#FF7D29

#FF8782

#FAC9B5

#BDE3FF

#544F4F

#706869

#C28AB5

#D8D6D1

#F5F5F2

Confirming the Verification Code and Completing Business Network 
Registration

6
7

6
7

8

• Enter the Verification Code sent to your mobile phone to confirm your 
identity
If verification by mobile phone fails to verify, enter the OTP (One Time 
Password) sent to your email address

• Click " Verify code"

6

7

• After the verification code is successfully verified, you will 
be automatically redirected to the GEP Business Network 
homepage.
Click "Continue" to complete your first login

8

21

New Registration | Only if you are using myBuy for the first time
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2-3Accessing myBuy GEP SMART
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https://businessnetwork.gep.com 
• Please bookmark the link for easy future access

Log in to Business Network

• Enter your username

• Enter your Password and log in

• You can also select "Login with Verification Code" and log in 
using the one-time password (OTP) sent to the registered mobile 
phone  or email address

1

2

3

1

2
3

You can change the displayed 
Language as needed.

23

https://businessnetwork.gep.com/
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Choose Client

• Select "Roche" from the client list *1

➢ If Roche does not appear in the client list, 
please contact the following email: 
support@gep.com

• Select the applicable item displayed in the 
Relationship Summary (Orders, ASN, etc.) to view the 
related documents

• Reference Links & Documents are displayed

• Documents requiring your action are displayed under 
My Tasks

1

2

3

4

1

2

3

4

The tabs displayed in the “Relationship 
Summary” vary depending on the supplier
Please check the "Orders" tab basically

24

*1 If you have transactions with both Chugai and Roche Diagnostics K.K., orders from both Chugai and Roche Diagnostics K.K. are displayed together under the same "Roche" client.
When processing a  PO, please check the ordering company carefully before proceeding

mailto:support@gep.com
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Procedures for updating supplier information

Notes Regarding the Supplier Profile

If your supplier information needs to be updated, please do not edit it in your supplier profile in myBuy; 
instead, please contact the Chugai Master Registration Team by email

Do not do the following action

• Please do not update information directly by 
yourself on the supplier profile screen in myBuy

• Chugai Master Registration Team （chugai-
suppliers-md@chugai-pharm.co.jp）

• The template for the supplier information 
update request email is available in Business 
Partner page on Chugai website

• Once the supplier master information update is 
completed,  the Chugai Master Registration 
Team will contact you

• If any of the following supplier information needs to be updated, please 
email the Chugai Master Registration Team to
request the update
✓ Address

✓ Bank account information

✓ Updates to contact person information (name, email address, etc.), or 
change/addition/deletion of a contact person, etc.

25

mailto:chugai-suppliers-md@chugai-pharm.co.jp
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2-4Retrieving username or Password
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Retrieve username & Password

1

2-1
2-2

1
2-1

2-2

2-1 2-2Click "Forgot username" or
"Forgot password" Enter your registered email address.

All usernames linked to that email address 
will be sent to you by email

Enter your email address or username.
An email will be sent with a verification 

code and detailed instructions for 
resetting your password 

27
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Retrieve Password (1/2)

Password reset link email

Verification code email

1

1
2

2

3

43

4

Enter your New Password

Click “Update"

Click the password reset link to go to the password reset page

Enter the OTP (One Time Password)

• If an account is found for the email address, the system will
send two separate emails : one with the password reset 
link, and the other with the verification code

28
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• Once the password change procedure is completed, the following 
confirmation message will be displayed

• Once the password change confirmation email has been sent, the 
password reset is complete

• If the Verification Code has expired, the password update will fail. In 
that case, please repeat the procedure from the 
beginning.

Retrieve Password (2/2)

5

6

5

6

29
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2-5Check and view purchase orders
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Check and view purchase orders (1/2)

Follow the steps below to use the myBuy Portal to check the PO list and the details of each PO

2

1

1

2

*1 If you have transactions with both Chugai and Roche Diagnostics K.K., orders from both Chugai and Roche Diagnostics K.K. are displayed together under the same "Roche" client.
When processing a  PO, please check the ordering company carefully before proceeding

Log into GEP Business Network and select "Roche“
from the client list*1

Click "Orders" in the Relationship Summary

31
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Check and view purchase orders (2/2)

Follow the steps below to use the myBuy Portal to check the PO list and the details of each PO.

• Click the “Purchasing" tab

• Click "Orders"

• You can select the status of the PO you 
want to display.
Example: click "Sent to Supplier"

• Click a PO Name in the  PO list  to view the 
details of that order

3

3

4
5

6

4

5

6

32
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Checking the Status of purchase orders

By selecting Orders on the Purchasing tab of the myBuy Portal, you can view purchase orders by status

• PO Status Descriptions

1

2
3

PO Status Description

Sent to Supplier The order has been sent to the supplier and is 
available for review

Supplier 
Acknowledged

The supplier has received the order and 
acknowledged it via the Order Confirmation

Sent to Buyer
The supplier has submitted a change request 
for the order, and it is proceeding through 
Chugai’s internal approval process

• Click the “Purchasing" tab

• Click "Orders"

• You can check the POs (purchase orders) by status

1

2

3

33
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Exporting purchase orders in PDF (1/2)

You can download or print a PO PDF from the PO details screen

• From the list of POs, click the PO name you want to export

• When the PO details screen opens, click "Print Preview" at the bottom left

1

2
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Exporting purchase orders in PDF (2/2)

You can download or print a PO PDF from the PO details screen.

• Review the PO on the print preview screen, and then use the button in the top right to 
download or print the PO
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Exporting purchase order in List (1/2)

You can download or print a PO list from the PO details screen.

37

2

• Click the “Purchasing” tab.

• Click the “Export” button, and then click the “Export Documents”.

• When the CONFIRMATION! pop-up appears,  
please click the “VIEW EXPORT LOGS”.

1

2

To limit the range of POs to 
be exported, 
please apply a filter before 
clicking the Export button.

1
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Exporting purchase order in List (2/2)

You can download or print a PO list from the PO details screen.

38

4

5 • As stated in the confirmation pop-up, it may take several minutes to 
prepare the data.  Once the export is complete, the Status will 
change to “Complete,” and you can download the data from File 
name.

• After extracting the downloaded ZIP file, you can view the PO list 
data in Excel format.
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Please take the following actions

• After this training, you will receive an invitation to register to the GEP Business 
Network. Please complete your myBuy account registration.

• Suppliers who are already using request for quotation and request for proposal 
features in myBuy do not need any additional registration.

• The "myBuy Procurement Transaction Consent Form" has already been sent to 
the suppliers

• If you have not yet given your consent and returned the form to Chugai, we kindly 
ask you to complete this process

Register to myBuy GEP 
SMART

Accept the myBuy 
Procurement Transaction 

Consent Form
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Contact Information

If you have any questions regarding operations after the introduction of myBuy or regarding this training, 
please contact the following

• For inquiries regarding myBuy operations, please contact the 
myBuy Operations Support Team (chugaimybuy-
bizsupport@chugai-pharm.co.jp)

• Please access the “Various Inquiry Contacts" section form the 
Business Partner page on Chugai website, and submit your 
inquiry via "Inquiries Regarding myBuy Downstream"

Questions Regarding Operations

• For inquiries regarding myBuy Portal registration, how to use 
myBuy Portal, and training, please contact the Roche Supplier 
Enablement Team
(apac.supplier_enablement@roche.com)

• Please include your company name in the email

Questions Regarding myBuy Portal Registration

• Business Partner page on Chugai website (Link)

41
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Frequently Asked Questions

I logged in as a supplier, but I don‘t see
Roche in the list. What should I do? 

If a supplier creates a guest account directly from the portal without 

going through the official invitation email, the account will not be 

correctly linked to the buyer's domain or client list.

To resolve this, please send the details of your account by email to the 

GEP support team at support@gep.com. They will review your account 

status and provide instructions on how to access the appropriate 

account.
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Frequently Asked Questions

Why can't I see the Procurement 
module in the portal?

The Procurement module becomes visible on the 
myBuy GEP SMART portal at the point when Roche or 
Chugai Pharmaceutical places its first order with your 
company. Once you receive your first order, the 
Procurement module will be displayed at the top of 
the screen.
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Q&A Session

• When posting a question in the Q&A section, please include your [Company Name] at the beginning of your post
• If there are any questions that were not answered during the session, we will follow up with the answers later

• If you have any questions regarding this training after it has ended, please contact us at the email address below depending on the content 
of your inquiry

✓ System-related inquiries: GEP support team (support@gep.com)
✓ Inquiries about operations in Chugai: myBuy Operations Support Team (chugaimybuy-bizsupport@chugai-pharm.co.jp)
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Doing now what patients need next
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