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SRM — VENDOR REGISTRATION, REFx AND PURCHASE ORDER COLL ABORATION

This document is updated to reflect approved changes to the content, and is subjected to version control.
The version record and status are documented below.

Version Version Date Author Comment/Change Details
No.

1.0 June 22, 2015 KPLC Procurement team First Version

1.1 June 30, 2015 KPLC Procurement team Add New Vendor Registration process
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SRM — VENDOR REGISTRATION, RFx AND PURCHASE ORDER COLLABORATION

1. Registration — New Vendors

New vendors can get into contact with KPLC by registering themselves using the self-registration
link on the KPLC website. The data the vendor provides will be transferred to the KPLC systems
where it isanalyzed. Once the registration isapproved, the vendor will be listed as a potential supplier.
Vendor can then create permanent users for the employees and establish a business relationship with
KPLC.

Supplier will be able to see the registration link on the KPLC website and fill the basic information
such as company name address etc. register under certain purchasing category.

1.1. Supplier Registration Link

Login to the Kenya Power website and click on the registration link:

New Supplier Registration

Kenya Power

Home  Customer Information Investor Information  Public Information ~ Media Center

Public Information
» Tender Notices

» Tender Documents

» Power Interruptions

» KEMP Safeguard

Tender Documents

ADDEDUM NO 2- DISPOSAL OF ASSORTED SCRAP ITEMS

Documents TENDER NO KP1/9AA-3/PT/89/14-15 FOR SUPPLY OF MATERIALS
+ Power Sector Documents FOR STREET LIGHTING ON EX-STOCK BASIS (LOCAL BIDDERS
+ Kenya Electricity Expansion ONLY)

Project (KEEP)

» Environmental & Social
Impact Assesment (ESIA)

» International Finance

ADDENDUM 3 - TENDER NO KP1-9AA-3-PT-86-14-156 FOR SUPPLY
OF DISTRIBUTION TRANSFORMERS (OPEN TENDER)

Corporation (IFC)

Documents
»Kenya IPPs ESMF ADDENDUM 3 - TENDER NO KP1-9AA-3-PT-85-14-15 FOR SUPPLY
» Kenya IPPs Project for OF DISTRIBUTION TRANSFORMERS (YOUTH, WOMEN & PWD)

Olkaria lll/Ormat Gi

Expangion ADDENDUM 2 - TENDER NO KP1-9AA-3-PT-84-14-15 FOR SUPPLY
+ Rbsotfloment Action Flan OF DISTRIBUTION TRANSFORMERS (LOCAL MANUFAC TURERS
(RAP) ONLY)
+ Mombasa - Nairobi 400KV
Transmission Project
» Energy Sector Players ADDENDUM 1: TENDER NO.KP1/9AA-3/PT/88/14-15 FOR SUPPLY
 Electricty Cost Tariffs OF CIRCUIT BREAKERS AND RING MAIN UNIT

O Check my power supply status
© Download my bill

Tender Clarification - Disposal of Assorted Obsolete & Scrap
Items at Various Kenya Power Stores

Y@ BERR§ D

Use the following link https://e-stima.kplc.co.ke:8210/supplierregistration to access the supplier
registration page.

The following page will be loaded.
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Welcome to the Supplier Registration Page

Here, the company can provide instructions or general information that is displayed to suppliers when they are filling out the registration.

* Fields marked with an asterizk are mandatory

General Company Information

Company MName:™

Region(Business Area):
D-U-M-5 Mumber:

Language:” [English =l
Homepage

Tax Jurisdiction Code

Currency: | j
Address

Country:™ | j
Region: I j

» District:

City:™ / Postal Code:™
Company Postal Code:
House Number: / Street:

Building: / Floor: # Roorn:

PO Box Address
PO Box:

Other City: / Postal Code:
Other Country

Communication
Phaone Murnber:* f Extension:

Fax Mumnber: / Extension:
E-tdail:*

Fill in your data that which is marked in Asterisk as shown above:

[T PO Box Without Number

Under General Company Information and Contact details section fill in the all mandatory fields

Contact Details

Title:* |Mr. j
First Marne:™ Abc

Last Mame:™ ®yz

Academic Title: | j
Department:

Function:

Product Categories

Mo product categories selected

Data Privacy Statement

[ | have read the data privacy statement and accept the terms

g_'_{@Send __'__Undo Entries | | Close

Phane Mumber:* / Extension:
Fax Mumber. /Extension:
E-tail:™

Language:™

Country:™

987655678

abci@test ke

|English

| KENYA

L L
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SRM — VENDOR REGISTRATION, REFx AND PURCHASE ORDER COLL ABORATION

Under Product categories section, Click on Add button and add the product category that you deal
with.

Select Product Categories from popup page, Click on OK button

Selection of Product Categories

Select the product categories you can supply

Find: E]i]
1 Available Product Categories
K Expand All - »t Collapse All
Category Name
[ & SPC_LEVEL 1 Fuels
_I_ [T & SPC_LEVEL 2 Industrial Lubricant

i, » SPC_LEWEL 3 Paints and Yarnishes
[ & SPC_LEVEL 4 Solvents
[] ® SPC_LEVEL 5 Anticorrosion

:
i QK || Cancel

Under Data Privacy Statement section Check mark Data Privacy Statement.

Data Privacy Statement

@ | have read the data privacy statement and accept the terms

ndn Entries | | Close

Click on Send button.

The Vendor registration request will be approved by KPLC. The Vendor will become a "Potential
supplier™ and two emails will be triggered in the system with
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SRM — VENDOR REGISTRATION, REFx AND PURCHASE ORDER COLL ABORATION

1. Supplier Administration Link
2. Password

Your supplier registration has been completed

Created =1 rroUsER

Dear Mr, Abc Xyz,

We are pleased to welcome you as supplier Test Compary.
The user ID 4FZXHBOGIGYY has been generated for you,

Please click the following URL to log on to the systern with this user 1D

within the next 31 days:

https: /fsapsrmdey kplc. local:3100/5ap,bebspfar memc fros_ext_2/fros_bsp_second.do?sap-client=400&sap-user =4FZ X HBQGIG Y
You can then create an Employee Administrator user, With this user you

hiave access to all supplier qualification functions and to the user

administration,

Best regards,
Your Supplier Registration Tearm

You will receive your password for registration in a separate e-mail,

Password for logon after supplier registration

Created =1 RFCUSER

Within the next 31 days you can log on as supplier Test Cormpany with
the user ID you have already received and the following password:
De+HChptc

Supplier receives two mails in the inbox. Launch the Link from the first mail and enter the
password from the second mail. Press Login
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SRM — VENDOR REGISTRATION, RFx AND PURCHASE ORDER COLLABORATION

User: *
Password: *

Language:

Change Password

[4F ZxHBQGIGYY

{.........'[

|English

[T] Accessibility

Copyright @ 2015 SAP AG. All rights reserved.
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SRM — VENDOR REGISTRATION, RFx AND PURCHASE ORDER COLLABORATION

Create Administrator account with User and password

Once you log in, the below screen appears where the supplier is supposed to create his admin account
as shown below.

Contact Details

Title: Mr. Phane Mumber / Extension: 087655678
First Mame: Abc Fax Mumber / Extension:

Last Mame: HyT E-Mail: abcidtest ke
Academnic Title: Language: English
Departrnent: Country: WEMY A,
Function:

Create Your Administrator Account

User™ Admin e
Password:™ cenccene 2
Caonfirm Password:™ [ (5]

Formats and Settings

Date Format: |DD_MM_YYYY j
Decimal Format; |1_23r.1_56?,89 |
Time Zaone: | =

Data Privacy Statement

i | have read the data privacy statement and accept the terms

!Eigeate !]ndoEntries Close

Mark the privacy statement and press Create button. The below screen appears

File Edit View Favorites Tools Help
9% 2 AriaBlue hotspot login (2) £ Suggested Sites v | Family disappears duri... v SR~ v [ g=h v Pagev

' S WA

Your administrator account has been created.

\ Please cominu eqLogin

Please save a copy of this link for future processing.

Step | Action

(1)  |Click Login Legin

Click Log in and below screen appears
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1.2. Supplier Registration — SRM Portal

Click on Login link

Enter the user credentials as created in the Administrator screen.

User: * | &cmin |

Password: * [ewssvens |

Language: [English [+]
[T Accessibility

Change Password

Copyright @ 2015 SAP AG. Al rights reserved. @

List of employees

Click on List of Employees -To view List of employees: To make any changes in existing employee
data - Click on Employee name: employee details are displayed -> Click on Edit button: Make
changes -> Click on save button.
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lcaD 4
b
~ Qualifieations Start Page = List of Employees
NER —
In Pracess || List of Employees
Submitted
To Be Clarified Actions Status Employee Marme User E-Mail Address
< Employees [IE] Unlocked Il Abc Xyz ADMIN abc@test. ke
Create Employee
List of Employees
Ohairy Data
= Carmpany
Attachments

Cornpany Data
Certificates

Contact Details

Title:™ IMr- j

Academic Title: | j

First Marme:™ Abc

Last Mame:™ Xyz

Function:

Department:

Language:* [English |

E-Mail:* abc@test.ke

Country:* / Phone Number™ / Extension: IKENYA j 937655678
Country: £ Fax Number: f Extension: I j

User Details

User. AN

Password:

Confirm Password:

Date Format: |DD_MM_\-‘YYY j
Decimal Format: |1_23;.1_56?|89 j
Titne Fone: | |
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After approval by KPLC, click on company data and the below screen appears

Click on Company data in the left
Click on Edit button: Make changes -> Click on Save button

s

< Gualifications Start Page » Company Data

Iew

In Process Edit

Submitted =

To Be Clarified General Company Information

= Employees .

Company Mame

Create Employes pany Test Company

List of Employees O-L-M-5 Mumber

Own Data -
Language: i -

= Company English J
Aftachments Homepage:
Tax Jurisdiction Caode:
ettificates
Currency: KEMY& SHILLINGS =
Address

Country:™ |KENYA j PO Box Address
Region I j
District: PO Box:
City:™ f Postal Code:™ Mairabi o0ona1 Other Country

Company Postal Code: Other City: / Postal Code:

House Number: / Street PO Box Without Number

Click on Attachments- To view List of attachments: Upload a new attachment and Click on Save
button.

s

= Cualifications Start Page » Attachments

=

In Process = | List of Attachments

Submitted

To Be Clarified Desciption: Test Attachment|

~ Employees File Narme: -
Create Employee |CUsersu<14337 94 Deskiopipdf sar _ Browse.. |[Add Attachment

List of Employees
Cwen Data Status File Mame Description Created By

= Company B Mo result found

Attachments

Cormpany Data
Cerificates

Once you have completed your data entry, your data changes are approved in KPLC

NB:
Now the vendor can be able to participate in the RFxs.
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2. Registration — Existing Vendors

Existing vendors will receive emails with administrator credentials and a link to the website for the
supplier’s portal. After updating the supplier credentials and own data, the administrator of the
existing vendor can participate in RFx’s and Collaboration functionality.

2.1. Supplier Registration Link, User ID & Password

Two emails are triggered from the system

1. The first email contains the link and User ID. For example mail like below is triggered
from KPLC SRM system to supplier contact person.

B R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R P R R R R R R AR AR R R R R R R R R R R R R R R R e R

From: RFCUSER [mailto:RFCUSER@KPLC.CO.KE]
Sent: Wednesday, June 17, 2015 9:46 AM

To: Carol Makokha

Subject: Your supplier registration has been completed

Dear Mr. Bencarol,

We are pleased to welcome you as supplier Bencarol.
The user ID Z5ZUMWOHZHB8M has been generated for you.

Please click the following URL to log on to the system with this user ID within the next 31 days:
https://sapsrmaqas.kplc.local:8100/sap/bc/bsp/srmsmc/ros ext 2/ros bsp second.do?sap-
client=400&sap-user=25ZUMWOHZH8M

You can then create an Employee Administrator user. With this user you have access to all supplier
qualification functions and to the user administration.

Best regards,
Your Supplier Registration Team

You will receive your password for registration in a separate e-mail.

R R R R R R R T S R R o R R R R R S R R R R R R R R R R R S R R e R R R R R R R R R R R R R R R AR R R R R R R R R R
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2. Second email contains password. For example mail like below is triggered from KPLC
SRM system to supplier contact person.

R R R R R R R R R R R R R R R R R R R R R R R R R R R R S R R S R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R R b

From: RFCUSER [mailto:RFCUSER@KPLC.CO.KE]
Sent: Wednesday, June 17, 2015 9:46 AM

To: Carol Makokha

Subject: Password for logon after supplier registration

Within the next 31 days you can log on as supplier Bencarol with the user ID you have already
received and the following password: CnNpHGJ(%

*EhAhkAkAkhkhhkkAhkhkArkkrAhkhkkhhkkrAhkkrAAkkrAhkhkrAAkAkrAhkAkrAhkAkhAhkAkAhkhkhkhkkhhkkhkhkhxhkhkhkhkhkhhkhkhrhkhrhkhkihkhihiiiixx

2.2. Supplier Registration - SRM Portal

Launch the Link from the first mail and enter the password from the second mail. Press Login

File Edit View Favorites Tools Help
5% 2] AriaBlue hotspot login (2) £ Suggested Sites v = Family disappears duri... v &~

User: * [GRCGVISKWDXT

Password: *

Langusge: T —
[] Accessibility

Change Password

Step |Action
(1) |Click Log On Leaan,

1 Create Administrator account with User and password
(User : AdminSupplier
Password: welcom@123)
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Mark the privacy statement and press Create button.

Contact Details

Title:

First Name:
Last Marme:
Academic Title:
Department:

Function:

Abc
Ryz

Create Your Administrator Account

Phane Mumber / Extension: 957655675
Fax Mumber / Extension:

E-Mail: abc@test.ke
Language: English
Country: KERNYA

User™ Adrmin o

Password:™ ssssscee @

Confirm Passwaord:® eseesna L
Formats and Settings

Date Format: | DD M Y Y =]

Decimal Format: |1_234_56?.89 j

Tirne Zone: ﬂ

Data Privacy Statement

¢ | have read the data privacy staterment and accept the terms

E&eate );JndoEntries Close

Once you click create the below screen appears

.| = kplc.co.ke

File Edit View

Favorites Tools Help

= g] AriaBlue hotspot loegin (2) g] Suggested Sites » g] Family disappears duri... ~

Ed

] N

[ =

Your administrator account has |

Please continue here:flogin o

Please save a copy of this link for future processing.

Step |Action

(1) |[Click Login Login

The screen below appears
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Edit View Favorites Tools Help

% 2 AriaBlue hotspot login (2) £ Suggested Sites v | Family disappears duri... v o~ v [ @ v Pagev Safety~v Toolsv

E:! 7 Business Client

= =

Qualifications. Company

4

+ Work Overview

52):' Work Overview Personalization
- RFxand Auctions Gf @_
3

d SRM User Settings.
» Personalization

RFx and Auctions

Step | Action

1) Y:

Click Employees  Employees

The screen below appears

Click on List of Employees -To view List of employees

To make any changes in existing employee data - Click on Employee Name and employee details
are displayed -> Click on Edit button and Make changes if you want.

E!:’ Supplier Data Maintenance

< Qualifications
Mew
In Process 1 List of Employees
Submitted
To Be Clarified Actions Status Employee Name User E-Mail Address
= Employees @ Unlocked ADMIN abe@test ke

Create Employes

List of Employees

Oy Data
< Company

Start Page » List of Employees

Aftachments
Company Data
Cerificates
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Contact Details

Title:™
Academic Title:
First Mame:™
Last Mame:™
Functian:
Departrment:
Language:™

E-rail:™

Country:™ F Phone Mumbern™ 7 Extension:

Country: / Fax Rumber: / Extension:

User Details

User:
Password:
Confirm Passwaord:

Date Format:
Decimal Format:

Time Zone:

Click on the Save button.

IMr. Ll
I =i
Abo

Hyz

|Engllsh LI
aboc@test. ke

[KEMY A, =1
| =
ADRIN

[DD.mr vy =1
[1.234.567 B9 =l
I =l

S57ESSETS
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3. Participating in an RFx

3.1. Supplier’s Portal - Login

EE———————————————————————————————————————————————
D Ed vahoo = Logen

SAP NetWeaver

System: Sa1

Client: * 400

User: * lever_ford

Password: * === | essssses | -
Language: English ~

Accessibility

Change Password

SAE capyn

Step |Action
(1) |Click Log On EFIEL.

Once you click “Log On” the below screen appears:

3.2. Supplier’s Portal — Responding to RFX
[ T | U D

Y Business Client

I E E B C =

Home Administration Confirmations Invoices and Credit Memaos Messages Motifications from Purchaser

= Work Overview

éi; B Work Overview &
« RFx and Auctions dd @
Qo

» Personalization

EE REx and Auctions _®

Step | Action

Click RFx and Auctions
(1) RFx and Auctions
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3.2.1. Display RFx

E“.- ¥ Business Client Lo
e C i B I - ¥ B B B B i
Home Employees Qualifications Company Administration Confirmations. Invoices and Credit Memos Messages Notifications from Purchaser Purchase Orders Scheduling Agreement Releases. Shipping Notifications
« Work Qverview
Active Queries
« RFx and Auctions
eRFxs Ai(33) Published (0) Ended(0) Completed (0}
» Personalization
eRFxs - All
< Fide Quick Criteria Maintenance Chenge Query Define New Query Personalize
Event Numper. < [ ] To [ ] &
S
Creation Date: < [ [t To [ e
Deadine DateFlag: | ¥
s [
Response Timeframe: | ]
Apply
Wiew: | [Standard View] ~] | Display Event Dis | PrintPreview | Refresh Exporta V&
5y Event Number Event Description Event Type Event Status Start Date End Date Response Number Response Status Ewvent Version Response Version Q&A  Start Time End time E
E PURCHASER1 11.08.2015 13:08 RFx (Restricted) Published 11.08.2015 4000000002 Saved 0 00:00:00 15:40:00
D 200000001 KPLMO758425 04.06.2015 08:09:32 RFx (Restricted) Published 11.08.2015 4000000003 Accepted 0 00:00:00 16:55:00
’_| 1000000036 PURCHASER4 20.08.2015 13:15 RFx (Public) Published 20.08.2015 4000000122 Submitted 0 | 00:00:00 13:35:00

Step |Action

(1) |Click on RFX number as shown above

The below screen appears as shown below:

3.2.2. Display RFx - Participate screen

Display RFx :
Print Preview | 1 Participate § Do Not Participate || Tentative || Export
RFx Number 2000000088 RFx Name PURCHASERS 18.06.2015 1754 RFX Status Published RFx Start Date ‘Submission Deadline 18062015 17:50:00 CET
Remaining Time 0 Days 00:04:29 RFx Owner RFCUSER RFx Version Number RFx Version Type Active Version
~ RFXInformation ltems Notes and Attachments

” RFx Parameters = Questions | Note and Attachments

Time Zone: |CET
Start Date 00:00:00
Submission Deadline: = | 18.06.2015 17:50:00
Opening Date: | 18.06.2015 17:51.00
End of Binding Period:
Currency: |KES

“w Partners and Delivery Information

Details |[ Add . |[ Send E-Mail |[ Call |[ Clear |
Function Number Name Phone Number
|—‘ = Reqguester Dummy Requester Bid Decoupling

O

Filter Settings

Step |Action

(1) |Click Participate | Participate

NOTE: only for public RFx, suppliers need to click on “Register” button before clicking on

“Participate” button

The below screen appears:
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3.2.3.

Display RFx - Create Response screen

Display RFx :
Print Preview | | [ Close |[ Tel 1 Jerf[ Create Response | Export 0.
You have been registered. You will be mmrmeges via e-mail
RFx Number 2000000088 RFx Name PURCHASERS 18.06.2015 17.54 RFX Status Fublished RFx Start Date Submission Deadline 18.06.2015 17:50:00 CET
Remaining Time 0 Days 00:04:21 RFx Owner RFCUSER RFx Version Number RFx Version Type Active Version
RFX Information ltems Notes and Attachments
” RFx Questi Mote and
Time Zone: | CET
Start Date: 00:00:00
Submission Deadline: = |18.06.2015 17:50:00
Opening Date: | 18.06.2015 17:51.00
End of Binding Period;
Currency. |KES
w Partners and Delivery Information =]
Details || Add Send E-Mail || Call || Clear Filter Settings
Function Number Name Phone Number
« Requester Dummy Requester Bid Decoupling

Step | Action

(1) |[Click Create Response | Create Response .

Fill in the RFX Informat

ion details

Create RFx Response

Submit | ReadOnly PrintPreview | Check Close

Response 4000000081 created

Save Delete Export Import

9.

Terms of Payment:
Bank Area Code: =

w Partners and Delivery Information

Function Number

I_T] The table does not contain any data

Biagond e 1)

Name

RFx Response Number 4000000081 RFx Number 2000000088 Status Saved Submission Deadline 18.06.2015 17:50:00 CET ‘Opening Date 18.06.2015 17:51:00 CET

Remaining Time 0 Days 00:04:13 RFx Owner RFCUSER Target Value 0,00 KES RFx Response Version Number Active Version RFx Version Number Active V'

RFx Information ltems Motes and Attachments Summary Tracking

” Basic Data Questions Notes and Attachments ‘
Event Parameters Incoterm: [a]
Validity Period: -
Currency: [KENYASHILLINGS Status and Stalistics
Created On: | 18.06.2015 17:45:45 CET

Target Value of RFx Response: KES

Created By: | Mr. Oportuna Wangari
LastProcessed On: | 18.06.2015 17:45:45 CET

LastProcessed By: | Mr. Oportuna Wangari

Valid from Validto | Phone Mumber

O

Filter Settings

Step | Action

1&2
numbers

The Bank Area Code and Bid Bond details: field is filled out with Bid Bond

Then, clicking the Items

[tems

tab selects it and the screen below appears.
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Fill in the Items details

Create RFx Response |
Submit ‘ Read Only  Print Preview ‘ Check Close Save Delete Export Import 94
RFx Response Number 4000000081 RFx Number 2000000088 Status Saved Submission Deadline 18.06.2015 17:50:00 CET Opening Date 18.06.2015 17:51:00 CET I

Remaining Time 0 Days 00:.03.35 RFx Owner RFCUSER Target Value 0,00KES RFx Response Version Number Active Version RFx Version Number Active V
~ RFxInformation -/ Motes and Attachmenis Ir/ ‘Summary r Tracking ‘
~
Calculate Value
em Type | Product ID ‘ Product Category ‘ Product Category Description ‘ Required Quantity | ‘Submitted Quantity | Unit | Price | Currency ‘ Price Per ‘ Total Value ‘ RF
aterial 711 1100004 Plastic Pipes 100 100 PC 150] 1 0,00 0f
aterial 0,000 0,00 KES 1
aterial 0,000 0,00 KES 1
aterial 0,000 (70,00 KES 1
aterial 0,000 0,00 KES 1
aterial 0,000 0,00 KES 1
aterial 0,000 0,00 KES 1
aterial 0,000 0,00 KES 1
aterial 0,000 0,00 KES 1
aterial 0,000 0,00 KES 1
v

3.2.4. Create RFx Response - Notes and Attachments
Motes and Attachments

Clicking the Notes and Attachments tab selects it and the screen below

Create RFx Response
Submit ‘ Read Only Print Preview ‘ Check Close Save Delete Export Import 94
RFx Response Number 4000000081 RFx Number 2000000088 Status Saved Submission Deadline 18.06.2015 17:50:00 CET Opening Date 18.06.2015 17:51:00 CET I
Remaining Time 0 Days 00:03:01 RFx Owner RFCUSER Target Value 0,00 KES RFx Response Version Number Active Version RFx Version Number Active V

~ RFxInformation r Items a Summary i Tracking

Adda Clear Filter Settings

| Assigned To | category | Text Preview

Add Attachment  Edit Description  Versioning Delete Create Qualification Profile Filter Settings
| Assigned To | Category ‘ Description ‘ File Name ‘ Version ‘ Processor ‘ Checked Qut ‘ Type | Size (KB) I Changed by | Changed on
[1] The table does not contain any data

Create Assign Delete

| Coliaboration Roam | Created on

Collaboration Reom

o]
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Step

Action

(1)

Click

Once you click collaboration area the below screen appears:

NOTE: Collaboration link appears only when it is initiated by KPLC procurement team.

Otherwise, suppliers can use attachment section to share documents
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3.3. Collaboration Folders - cFolders

:

B &

Home Refresh Seal
==l

Folder Collaboration Folders

@lcolaboration RFx 2000000088
&A|RFxResp 4000000081 MOBIL OIL (KE...
S c ation Folders Folder

To save any changes made, click Save_

Current Path: Collaboration RFx 2000 > RFxResp 4000000081 MOB__ > Collaboration |

rName | Collaboration Folders
Subscribe (]
Authorization | Write

Notifications|[Additional Functions «|[Cancel

To create folder objects, select Creafe. To copy or delete objects, select the required object

Delete.
Folder Contents Upload PDX Package] [Create Copy as Bool
Names |current Version Create pAtUs | Change
[1|®IRExResp 4000000081 |W RECUSE

Step | Action
(1) |Click Collaboration Folders Cellaboration Folders,
(2) |Click Create,

Below screen appears. Click on document

3.3.1. Create Object - cFolders

S hittpesssapsrrngas.kplclocakES000 sap(bD1ILIZjPTOwh O — & I ES Create Object - f

=| =)

Create Object
S Colaboration RFEFx 2000000058

Mawvigation: Folder Owenrnview

EA|rRFxResp 4000000081 MOBIL OIL (KE___

Current Path: Collaboration RFEx
i Collaboration Folders

WWhat do yvou want o create’?

SoBill of Materizl

e

FlBocokmark
GFDiscussion

EJoocu rnentl—(i\)

yEna Inecering Change Mumber

LS

BRipmanuracturer Part Mumber

&Elraterial

A N e

Step | Action

(1) [Click Document Document,
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3.3.2. Create Document — cFolders

ES hittpisssapsrmgas.kplclocak8000,/sap(bD1IbiZiPTQwk 2 — & I ES Create Docurmer

PLM cFolders

Create Document

S Colaboration REx 2000000085
SR RFxResp 4000000081 MOBIL OIL (KE
i collaboration Folders

Mawigatiomn: Folder Oowenrnwiewnw
Current Path: Collaboration REF

Create Docurment

Enter the name and a descripti

ranme
Description

Subscrilb»e
PSP Documents

S =1 =1

Step | Action
(1) |Click Continue [EERINE

Once you click continue the below screen appears:

3.3.3. Create Version - cFolders

‘:ﬁi (& http://sapsrmqas.kplclocal 8000/sap(bDLIBIZIPTOW O & I @ Create Version - cFolders _
1 -

2| &l
WCollaboraﬁon RFx 2000000088 o . .
MNavigation:  Version Overview

RFxResp 4000000081 MOBIL OIL (KE__
& RPxResp ( Current Path: Collaboration RFx 2000__ > RFxResp 4000000(
'3 Collaboration Folders Version

e

v PLM cFolders

Create Version

To select the required file, choose Browse and then Save.

| -
==

Step | Action

(1) |Click on browse.
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The below screen appears:

Choose File to Upload

| = Choose File to Upload

v .. == Documents » MMy Documents » ITET » - Search IT&T p

COrganize - Mew folder

-

7T Faverites = Documents library
Bl Desktop IT&T

Arrange by Folder =

& Downloads Fiamne
il Recent Places
L O 8 A

iE_LﬂTELEPHONE CABLES AMD MF BATT.docx
S IT 8¢ T ITEMS - LIKOMI.docx

wa Libraries
@ Documents
J'! Pusic
[e=] Pictures
B wvideos

8 Computer
&, WindowsT7_05 (C

=
*@‘3 Lenowvo_Recowvery — [

File name: | = [&n Files =)

[ Open

Step | Action

(1) |Click on the document you want to attach in the RFX

(2) | Click Open .

Click on save and logout from the cFolder

B3 http:/Ssapsrmgas.kplc.local8000/sap(bDLIbiZPTwk 2 ~ & l &8 Create Versi
P psrmg P P i

w\&M w &;ﬂ . -- PLM cFolders

2 al

@R Collaboration RFx 2000000088

Create Version

RFxR A000000081 MOBIL OIL (KE S D —
& RFxResp (KE... Current Path: Collaboration
73 collaboration Folders Version

To select the required file, ch

| Cllsersikpl16668\Documents

Step |Action
(1) |Click Save

Page 26 of 38



SRM — VENDOR REGISTRATION, REFx AND PURCHASE ORDER COLL ABORATION

Step |Action

(2) |Click Logout.

(3) | Then click Close I3l

Submit RFx Response

1
Chgdte RFx Response
‘ Read Only Print Preview ‘ Check Close Save Delete Export Import

RFxResp 4000000081 MOBIL OIL (KENYA) LTD

18.06.2015 17:45:46

94
RFx Response Number 4000000081 RFx Number 2000000088 Status Saved Submission Deadline 18.06.2015 17:50:00 CET ‘Opening Date 18.06.2015 17:51:00 CET
Remaining Time 0 Days 00:03:01 RFx Owner RFCUSER Target Value 0,00 KES RFx Response Version Number Active Version RFx Version Number Active V'
RFx Information ltems Notes and Attachments | Summary Tracking
w Notes E‘
Add a4 Clea Filter Settings
Assigned To | Category Text Preview
w Attachments ]
Add Attachment  Edit Description g Filter Settings
Assigned To Category Description File Name Version Processor Checked Out Type Size (KB) Changed by Changed on
!_Tl The table does not contain any data
w Collaboration |
Collaboration Room Created on =

Step |Action

(1) |Click Submit

NOTE: Supplier can withdraw the submitted bid and then resubmit with the changes only

before the submission deadline.
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4. Purchase Order Collaboration

4.1. Supplier’s Portal — Login

e =)~ - R = Logon

SAP NetWeaver

System: sa1

Client: * 400

User * LEVER_OFRD

Password: * === 00 eessssese .

Language:- English -
Accessibility

Change Password

w Copyri

Step | Action
(1) |Click Log On EFNEl

The below screen appears

4.2. Supplier’s Portal — Responding to Purchase Order

E"Business Client g

We o e e v ¢ ¢ v ¢ [

Home Emplojees ~ Qualfications ~~ Company ~~ Administraion ~ Confimations ~~ Invaices and Creditbemos ~ Messages  Noffications from Purchaser | Purchase Orders o

+ Work Overview

é}& Work Overview Personalization
+ RFx and Auctions
Q ‘@

SRM User Setings
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Step |Action
(@) Click Purchase Orders tab.

The below screen appears:

42.1. List of Purchase Orders

Check the purchase order whose status is NEW in the List of Purchase Orders as shown below

Yahoo

=:l-_l’.l Business Client

Ly = - = =

Home Employees Crwaalifications Company Administration
A (R =R Changed In Process Confirmed Partially Confirmed
 Find 4 List of Purchase Orders

= Qualifications
= Purchase Orders
A0

List of Purchase Orders

[ & Print || Download

T External Reference Moo Mumi
rMew
Changed FI00040TAST ITOoo
In Process FI00040TASE g e lull
Mew SJ000407 459 SZT0
In Process 3000407460 <y aelell
Confirmed a3 ol = 1 s rgelall
Partially Confirmed
Rejected | 300007 Soooworaer ) 2700

SO000407 455 g e lull

Canceled —_—
Submitted S000407 4565 ST0m
L SOONANTFTASA fcwranlall

Step |Action

(1) |Click on purchase order number

The below screen appears:
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4.2.2. Process Purchase Order

« 5

E:! ? Business Client

[~ — —— —— -

e = B E =

Home Employees Clualifications Company Administration
All Mew Changed In Process Confirmed Partially Confirmec
[ Find 4 List of Purchase Orders > Disp

= Qualifications
=~ Purchase Orders

Purchase Order: 3000407481
Iil}Pmcessl'E 1 hy Documen

All
New = nil::atinn and Cc
Changed
In Process
Step | Action

(1) |Click |[& Process .

Once you click process the below screen appears:
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Confirm All items screen for Purchase Order

E.-';' Business Client

e

Home Employees CQualifications Company Administration r
Al Mew Changed In Process Confirmed Partially Confirmed f
- | IIPPII IH NULITT-aLIJdn =

All Number:
In Process
Sent Mame:
= Confirmations Date-
All
Status:
In Process

Completion Reported
Approved
Rejected
Canceled

= Invoices and Credit Memos
All
In Process
Document Sent
Approved
Rejected
Create Invoice

= Motifications from Purchaser

Goods Receipt - All
Goods Receipt - New

Follow-0On Documents:

Ly 1 2
Purchase Shipping |
Order
Response

Item Overview

' & Confirm All ltems ject All

[ Confirm All kems }

Mumber

10 & L3¢

Step | Action

(1) |Click | € cConfirm All ltems .

NOTE: you need to click send button to acknowledge the PO

Once you click “Send” button the below screen for create ASN appears:
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4.3. Create ASN for Purchase Order

€5

E:!? Business Client

B — — - =

U = = = =

Home Employees Cualifications Company Administration
Al Mew Changed In Process Confirmed Partially Confirmed
[> Find 4 List of Purchase Orders > Displ

= Qualifications
= Purchase Orders

| Info: Your changes have beer

Al Purchase Order: 3000407461
New | Create ASN E 1 hy History ||:
Changed = | [Create AN} tion and co
In Process —

Mew

ln Prrmvoiee

Step |Action

(1) |[Click |Create ASN . (Advance Shipping Note)
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Goods delivered to recipient for Purchase Order

Yahoo Al

.Y Business Client

Uy C = E = | & C L

Home Employees Qualifications Company Administration Confirmations Invoices and Credit Memos Mess
All Mew Changed In Process Confirmed Partially Confirmed Rejected Canceled
P Find 4 List of Purchase Orders = Display Purchase Order > Process ASN
< Qualifications Display ASN: 5000000014
« Purchase Orders | +# Goods Delivered to Recipient||[E]Save || % Cancel | | | S Print || Download
All
New ~ | General Information
Changed
In Process Basic Data Delive
MNew Number: 5000000014 Deliver
In Process MName: ASN Shippin
Confirmed Date: 18.06.2015 Means
Partially Confirmed Status: Created Transp
Rejected Bill of L
Canceled
Submitted
To Be Clarified =~ ltem Overview
< Shipping Notifications T
Al Select All || Deselect All|| Propose Outstanding Quantities |
In Process
Sent Number Description Product Quantity Unit of Meas. ..
+ Confirmations 10 MILD STEEL BL 0000000000... |10 -F@
All

Step | Action
(1) [Fill the quantity to be shipped

Atfter filling in the quantity to be supplied then ensure the means of transport field, means of
transport ID code, and bill of lading field is completed as shown below:
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Yahoo =5 Al %

EYY Business Client

i & B & B = = = = T

Home Employees Qualifications Company Administration Confirmations Invoices and Credit Memos 15 fram Purchaser Purchase Order
All New Changed In Process Confirmed Fartially Confirmed Rejected Canceled
D
P Find 4 List of Purchase Orders > Display Purchase Order > Process ASN

“ Qualifications
« Purchase Orders

Display ASN: 14
| & Goods Delivered to Recipient | | [E]Save || 3 Cancel || | & Print || Download

All

New = | General Information

Changed o

In Process Basic Data Delivery Information

New Number: 5000000014 Delivery Date (Expected) 18.06.2015 [ 15:00
In Process Name: ASN Shipping Date: 18 06 2015 M 15:00
Confirmed Date: 18.06.2015 Means of Transport: Truck
Partially Confirmed Status: Created Transport ID Code:
Rejected Bill of Lading: O
Canceled

Submitted

To Be Clarified

Item Overview
<7 Shipping Notifications

tact Al Nacalact aull o ¥ Fay inc |

Step | Action

(1) |Fill the means of transport field.

(2) |Fill the means of transport ID code (eg truck number)

(3) |Fill the bill of lading field. (insert delivery note number)

Then click Goods delivered to recipient as shown below:

.Y Business Client
L = = = | = |

Home Employees Quualifications Company Administration Confi
Al Mew Changed In Process Confirmed Partially Confirmed Reje
>
[+ Find 4 List of Purchase Orders > Display Purchz
¥ Qualifications Display ASN: 5000000014
= Purchase Orders - = T G Reciier 1 Sav
All 1 S
New = ceneral |I"I|{ Goods Delivered to Recipis
Changed o
In Process Basic Data
Liwaar Pl rmibus - [—Talalalalalalal]

Step |Action

(1) |Click goods delivered to receipt tab.
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4.4, Invoice Creation Process

After log on:
Access the option 'Purchase order' from the Navigation Menu. From the list of purchase orders,
choose the Purchase order with status ‘confirmed' for creating Invoice

\/ o
& Kenya Power z R
-
Kenya Pover Lighting Co. Ltd i}
4Back Forward»  History Favortes Persondlize View Help Welcome: DE
Administration Confirmations Invoices and Credt Memos Messages Matification from Purchaser Purchase Orders Scheduling Agreement Releases ‘Shipping Notifications: RFx and Auctions HOME
Al New  Changed  InProcess  Confrmed  Partialy Confimed  Rejected | Canceled by Customer
Purchase Orders = All Full Screen | Opt)
b Find 4 List of Purchase Orders
ey Uit
> Confirmations SPrirt
b Invoices and Credit Memos % Exteral Reference No. Number Name Date Total Value Status
b Motifications from Purchaser __| 300039117 3000000090 PO 11.05.2015 20.000,00KSH Confirmed
[ Scheduling Agreement Releases | 30003%118 3000000088 PO 11.052015 1.000.000 00 KSH Confirmed
b Messages | 300039115 3000000085 PO 11.05.2015 12500 00KSH New
i x;"'ﬂ“ 00000063 PO 11052015 20000 p0KSH Rejcted
ministration
3000396112 3000000082 PO 11052015 20.000,00 KSH Confirmed
b Administration :
3000000081 PO 11.05.2015 20.000,00 KSH New
| 3000386110 3000000080 PO 11.05.2015 500,00KSH New
|| 3000396109 3000000079 PO 04052015 12,500 00 KSH Confirmed
|| 3000396108 3000000078 PO 04052015 12,500 00 KSH Confirmed
|| 3000396107 3000000077 PO 04052015 20.000,00KSH Confirmed
|| 3000396108 3000000076 FO 04052015 3.000 00 KSH Confirmed
__| 3000336104 3000000075 FO 03052015 1.000 D0 KSH Confirmed
|| 300039103 3000000074 PO 0305.2015 20,0000 KSH Confirmed
| 3000396102 3000000073 PO 02052015 600,00KSH Confirmed
__| 300039101 3000000072 PO 02052015 500,00KSH Confirmed

Click on 'Invoices and Credit Memos'.

Click on 'Create Invoice' option from the menu. Navigate to the link ' For a Goods Receipt' to create

invoice for the available goods receipts."

i Kenya Power &

Lightiny o Ltd
Kenya Power A

*,

Agiministration Confirmations Invoices and Credit Memos I | Messages Notification from Purchaser Purchase Orders Scheduling Agreement Releases Shipping Nofifications RFx and Auctions HOME
Al Approved | Create invoice | Document Sert | InProcess  Rejected

4Back Forward »  History Favortes Personsiize View Hel

Invoices and Crect Memos > Create Invaice

b Find 4 Create Invoice
> Purchase Orders Create Invoice
I Shipping Notifications
" For a Purchase Order
b Confirmations For a Confirmation
I Invoices and Credit Memos
I> MNotifications from Purchaser For a Gaods Receipt
b Scheduling A Rel, | |
> Messages
P Messages
b Administration
b Administration
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Choose Goods receipt from the Document Flow of the Purchase Order.

4
¥ Kenya Power & =
-
ey Foner Lighting Co. Lid }z
aBsck Forwerd»  History Favorles Personsize Yiew Help Welcome: DEALERY
Administration Confirmations: Invoices and Cred Memos hessages Notification from Purchaser | Purchase Orders | Scheduing Agreemet Releases Shipping Natifications RFx and Auctions HOME
Al New  Changed  InProcess | Confimed  Parlialy Confrmed  Rejected | Canceled by Customer
Purchase Orders > Al Full Screen || Options
b Find 4 List of Purchase Orders > Display Purchase Order > Display Document Flow > Display Goods Receipt
b Purchase Orders =
b Shipping Notifications —
b Comn lons [ Accept | EiCreate e | | [ Display Document Fiow] |
b Invoices and Credit Memos E_I Ganarallnformaton =
b Notifications from Purchaser X
I Scheduling Agreement Releases Basic Data
b Messages Nunber: 5000000040
b Messages
b Administration Name: GR
b Administration
Date 11.05.2015
Status: Newr
| Hem Overview =
Number Product Description Purchase Order No. Purchase Order ltem Quantity Ordered Goods Receipt Quantity
1 000000000000103711 BEND NORMAL PYC 90MM 3000396112 10 10,000 Piece 10,000 Piece
= .
= | Partner Information =
Partner Number Name: Street House Number PostCade City Telephone Fax E-mail
Sold-to Party 103 KPLC company Parksland 23451 Nairobi +254-74656940 an.alex.abraham...

The below screen appears

Click on "Accept’ to accept the Goods Receipt.

U s
& Kenya Power & :
-
Kenya Power Lighting Co. Ltd }"
Back Forward »  History Favortes Personsize View Help
helminisration Confirmations Invoices and Credt Memos Messages Notification from Purchaser | Purchase Orders  Scheduling Agreement Releases Shipping Notifications RFx and Auctions HOME
W New | Changed | InProcess | Confirmed | Partially Confirned  Rejected | Cancelsd by Customer
jurchase Orders » Al
b Find 4 List of Purchase Orders > Display Purchase Order > Display Document Flow > Display Goods Receipt
b Purchase Orders % ]
Goods Receipt: 6000000040
b Shipping Notifications = =
b Confirmations Clazﬂa Invoice | | | Display Document F\uw“ S Print
[ Invoices and Credit Memos ;_‘ General Information
b Notifications from Purchaser
b Scheduling A Rel. Basic Data
b Messages Number 5000000040
[* Messages
b Administration MName: GR
b Administration
Date: 11.05.2015
Status: New
= 3
| tem Overview
Number Praduct Description Purchase Order No. Purchase Order ltem Quantity Ordered G
1 000000DO0000103711 BEND NORMAL PVC S0MM 3000396112 10 10,000 Piece
1 Partner Information
Partner MNumber Marme Street House Number PostCode City Telephone Fax
Sold-to Party 103 KPLC company Parksland 23451 Mairobi +254-74656940

The below screen appears:
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Click 'Create Invoice' button to create Invoice.

Fill the required data such as invoice number and date

& Kenya Power & 5 :
Kenya Power Lighting Co. Ltd y }1

4Back Forward »  History Favorftes Personaiize View Help

Administration Confirmations Invoices and Credi Memos Messages Natification from Purchaser | Purchase Orders | Scheduing Agreement Releases Shipping Notifications: RFx and Auctions HOME

Al New | Changed  InProcess  Confimed | Parfialy Confimed  Rejected | Canceled by Customer
Purchase Orders = Al

Find 4 List of Purchase Orders > Display Purchase Order > Display Document Flow > Display Goods Receipt
Purchase Orders
Shipping Notifications
Confirmations

@ Info: Your changes have been adopted successfully

Invoices and Credit Memos | EiCreate Invoice || | Display Document Flow | | | & Print
Notifications from Purchaser

veYvvTvYTYTYY

= =
Scheduling Agreement Releases __1 General Information
Messages Basic Data
I Messages
b Administration Nurmber: 5000000040
Marne: GR
Date: 11.05.2015
Status: Document Read

1 Item Overview

: Partner Information

Partner Number Name Street House Number PostCode City Telephone

Nurnber Product Description Purchase Order No. Purchase Order ltem Quantity Ordered
1 000000000000103711 BEND NORMAL PVC S0MM 3000396112 10 10,000 Piece

Sold-to Party 103 KPLC cornpany Parksland 23451 Nairobi +254-74656940

Goods H

Fax

1

Click 'Send' to complete Invoice Creation

l Kenya Power & * 3
Kenya Power Lighting Co. Ltd d }1

b Administration
b Administration

Attachments

4Back Forward »  History Favortes Personaiize View Help Weka
e Inveices and Credt Memos Messages Motificaion from Purchaser | Purchase Orders | Scheduing Agreement Releases Shipping Notifications RFx and Auctions HOME
AN New | Changed  InProcess | Confrmed | Padtialy Confimed  Refected | Canceled by Customer
Purchase Orders = Al Ful Screes
v ring ~ List of Furchase Urders > Uisplay Furchase Urder > Uisplay Locument Flow > Uisplay i0ods Receipt > Hrocess Invoice
i z:f”'_“" Orders Process Invoice:
ipping = =
" ! =]
b Confirmations | ‘®Send||E]Save || 3¢ Cancel | || Update Prices | || & Print || Download |
b Invoices and Credit Memos. = Communication and Collaboration
b Notifications fram Purchaser
b Scheduling Agreement Releases Message to Purchaser
b Messages
P Messages

& Add Attachment
B Mo Attachments Available

|~ | General Infarmation

Basic Data Terms of Payment

Nurnber: 2000000030 Payment in Days Discount in %
Name: GR o 0,000

Date: 11.05.2015

Extemal Reference No 3000396112 £ b
Status: In Process i

Once you click send the below screen appears
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Check for success message.

L

Kenya Power

Administration Confirmations:

Al Newr Changed inProcess
Purchase Orders = Al

b Find
> Purchase Orders
> Shipping

Invoices and Credit Memos Messages Netification from Purchaser Purchase Orders

Kenya Power &

Lighting Co. Ltd

«Back Forward b Hstory Favortes Personsize View Hep

| Scheduling Agreemert Releases Shipping Molifications: RFx and Auctions HOME
Confimed  Partialy Confimed  Rejected | Canceled by Customer

4 List of Purchase Orders > Display Furchase Order > Display DfZontent Area - To enter press Tablls Receipt > Display Invoice
|B Info: Your changes have been adopted successfully |

b Confirmations
b Invoices and Credit Memos
b MNofifications from Purchaser

b Scheduling A

Display Invoice: 2000000030

Set Status || [[3Copy || Create Credit Memo | | | Display Document Flow | | | &Print || Download

> Messages
> Messages
b Administration
b Administration

;‘r ication and Collab

i‘ General Information

Basic Data

Terms of Payment
Nurmber: 2000000030 Payment in Days Discount in %
Name: GR 0 0,000
Date: 11.052015 0 0,000
Extemal Reference No 3000396112 o
Status:

Document Sent

Status (New): Accepted by Customer S

Unplanned Delivery Costs: 0,00 KSH

Your invoice now is submitted for payment processing
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