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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
1.2 January 26, 2018 KPLC ILS team Add preferred browser
Add settings for using C folder
Add Vat instruction to Vendors
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1. Registration — New Vendors
Minimum System Technical Requirements for SRM SUS

For successful operation in the system the following requirements should be met: 1. Internet
browser. Microsoft Internet Explorer version 8.0 or higher should be installed.

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 is analyzed. Once the registration is approved, 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 register by visiting the link:
www.kplc.co.ke/vendorregistration

The following page will be loaded.

sa A

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 asterisk are mandatory

General Company Information

Cormpany Mame:™

Repion(Business Area); | _vJ
D-U-M-5 Number:

Language:” |English =l
Hormepage:

Tax Jurisdiction Code:

Currency: l Ll

Address PO Box Address

Country:™ I _vJ PO Box:

Regian | =l [T PO Box Without Number
District: Other City: / Postal Code:

City:* / Postal Code:™ Other Cauntry: | =]

Communication
Phane Number:* / Extension

Company Fostal Code:

House Murnber: / Street:
Fax Mumber: / Extension:

E-Mail:*

Building: / Floor: / Room:
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Fill in your data that which is marked in Asterisk as shown above:

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

Contact Details

Title:™ [ hatr. =
First Mame:™ Abc
Last Mame:™ wyz
Academic Title: [ =l

Departrment:

Function:

Product Categories

Mo product categories selected

Data Privacy Statement

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

@8end | |Undo Entries | | Close |

Phone Mumber:™ / Extension:
Fax Mumber. / Extension:
E-Mail:™

Language:™®

Country:®

9B7655678

abci@test ke

| English =l
| KENYA =l

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
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Selection of Product Categories
Select the product categories you can supply

Find: Go

Available Product Categories
K Expand All ¥ Collapse All
Category MName
[ & SPC_LEVEL 1 Fuels
I_ [ e SPC_LEVEL 2 Industrial Lubricant

i ® SPC_LEVEL 3 Paints and Warnishes
[ & SPC_LEVEL 4 Solvents
[] ® SPC_LEVEL 5 Anticorrasion

i
i 0K || Cancel

Under Data Privacy Statement section Check mark Data Privacy Statement.

Data Privacy Statement

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

nl_:!D Ent.rii.aa :CII_:nsg

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

1. Supplier Administration Link
2. Password
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Your supplier registration has been completed

Created =1 RFCUSER

Dear Mr. Abc ¥yz,

We are pleased 10 welcome you as supplier Test Company,
The user ID 4FZXHBOGIGEYY has been generated for you,

Flease click the following URL to log on to the system with this user ID

within the next 31 days:

https: /fsapsrmdey kplc. local:8100/5apbebsp/srmsmefros_ext_2/fos_bsp second.dofsap-client=4008sap-user =4FZXHBOGIG Y
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 Tearm

You will receive your password for registration in 2 separate e-mail,

Password for logon after supplier registration

Created =1 rFcusEr

Within the next 31 days you can log on as supplier Test Company with
the user ID you have already received and the following password:
[c+4Chptic

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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User: * [4FZ¥HBOQGIGYY |

Password: * [svvessnnns |

Language: |English [~
[T Accessibility

Change Password

Copyright © 2015 SAP AG. All rights reserved. W
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Create Administrator account with User and password

Procedure

1. As the new supplier, choose the link to the SAP Supplier Life Cycle system as provided in the

welcome mail.

2. Use the password from the second e-mail.

password.

Field Name User Action and Comment
Values
User Enter the user name User and password entered here are used to access
you, as the supplier the supplier account in the future.
will use to administer
your SAP SLC Enter your own preferred user ID, Logon details
account in the future | from the welcome mail are no longer valid.
Password Enter your own Password from the welcome is no longer valid.

Confirm Password

Enter the password
again

Make sure that you remember the new user and
password

Box | have read the
data

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

Title: hlr. Phone Mumber / Extension: 987655678
First Mame: Abe Fax Mumber / Extension:

Last Name: Hyz E-Mail: abe@test ke
Academic Title: Language: English
Department: Country: KENYA,
Function:

Create Your Administrator Account

User™® Admin a8
Password:™ sssssens 8
Confirrn Passward:* e @

Formats and Settings

Date Format: | DO RN Y Yy Y =
Decimal Format: |1.234.567 a3 |
Time Zone: | =]

Data Privacy Statement

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

—
!iigeate| Jndo Entries| |Cluse!

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

taioni =8 kplc.coke

File Edit View Favorites Tools Help
s 2 AnsBlue hotspot login (2) £ Suggested Stes v | Family disappears duri. ~ 5~ B -5 mn v Pagev

’ B Y

Your administrator account has been created.
\ Plsass continu o

Please save a copy of thie link for future processing

[ Clase

Step  |Action

(1) |Click Login Login

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: * |Admin j

Password: * [ewssvnns ]

Language: [English [+]
[l Accessibility

Change Password

Copyright @ 2015 SAP AG. All rights reserved. w

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.

= :! Supplier Data Maintenance
Lz C’Jla'_'"“’“”“s Starl Page > List of Emigloyass
In Process = List of Employeas
Submitted
Be Car Actions Slatus Employee Mame User E-Mail Address
= Employees I=} LUnlocked Idr Abc kyx ALk ahofiltest ke

Cieale Errpluyee
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o » List of Employees > Display Employee > Edit Employee

'Eisplay

Contact Details

Title:™ 1. x|

Academic Title: I j

First Mame:™ Ahe

Last Mame:™ wyz

Function:

Department:

Language:* [English |

E-Mail:* abci@test. ke

Country:* # Phaone Number:™ / Extension: IKENYA j 937655678
Country: / Fax Mumber: / Extension: I j

User Details

Usar AN

FPassword;

Confirm Password:

Date Format: |DD_MM_YYYY j
Decimal Farmat: |1_234_56?,89 j
Time Zone: | |
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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

< Qualifications
Mew
In Process
Subrnitted
To Be Clarified

< Employees
Create Ermployee
List of Employees
COwn Data

= Company
Attachments

ertificates

Start Page » Company Data
Edit

| General Company Information

Company Name:™
D-U-N-5 Murnber:
Language:™
Homepage:

Tax Jurisdiction Code:
Currency:

| Address

Country:™

Region:

District

City:™ / Postal Code:™
Company Postal Code

House Murmber: f Street:

Test Company

English =l
KENYA SHILLINGS =
[rEnva I |
I [
Nairobi 000001

PO Box Address

PO Box

Other Country:

Other City: # Postal Code:
PO Box Without Number

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

button.

=

= (ualifications
My
In Process
Submitted
To Be Clarfied
= Employees
Create Employee
Ligt of Employees
Own Data
= Cormpany
Company Data
Certificates

Start Page = Attachments

: List of Attachments

Description

File Marne

Status
B Mo result found

Test Attachment|

|C:\User5\l—<1 4337980 Desktop\pdf-sar  Browse.. Add Attachment

File Mame

Description

Created By

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.

*hhhhhkhkkkkhkhkhrrrhhhkhkhkhhkhkhrrrhirhhkhkhkhkhrrrrirhhhhhhrrrrridhhdhhkhrrrriridhdhhhhiirriiiikhhiix

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://sapsrmagas.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.

*AhhkhkAhhkhkhhkhkkhhkhkrhkhkrhhkhhhkhhkhkhkkhkhkhkihhkhkkihhkhkirhhkirhhkrhhkrhhhhhhkhhkhkhkhhkhkhhkhkihhkkihhkihikkihhkihikkiiikkikx

Page 14 of 39


https://sapsrmqas.kplc.local:8100/sap/bc/bsp/srmsmc/ros_ext_2/ros_bsp_second.do?sap-client=400&sap-user=Z5ZUMWOHZH8M
https://sapsrmqas.kplc.local:8100/sap/bc/bsp/srmsmc/ros_ext_2/ros_bsp_second.do?sap-client=400&sap-user=Z5ZUMWOHZH8M

SRM — VENDOR REGISTRATION. RFx AND PURCHASE ORDER COLL ABORATION

2. Second email contains password. For example mail like below is triggered from KPLC
SRM system to supplier contact person.

R R R e R R R R R R R R R R R R R R R R R R R S S R R R R R R R S R S R R R e e

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: CnNp}HGJ(%

R R R R e R R R R R R R R R R R S R R R R R R R R R S R R R R R R R S R S S R R R R e e e e

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
= @ AriaBlue hotspet login (2) a Suggested Sites v E] Family disappears duri... v f_} -

User: * [GRCGVJSKWDXT

Password: * [secoesenee ]

Langusge: T —
["] Accessibility

Change Password

Step |Action
(1) |[Click Log On Leg@n,

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: Mt Phone Mumber / Extension: O57E55E75
First Marne: Abc Fax Murnber / Extension:

Last Marne: Xyz E-Mail: abei@test. ke
Acadermic Title: Language: English
Department: Country: KEMY A
Function:

Create Your Administrator Account

User™ Admin a
Password:® ssesveee @
Confirm Passward:* e @

Formats and Seftings

Date Format: | DD.WML Y Y Y =
Decirnal Format: |1_234_5Ei? 89 B2
Time Zone: | j

Data Privacy Statement

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

!@ eate| Yndo Entries| |Close!

Once you click create the below screen appears

.| = kplc.co.ke

File Edit View Favorites Tocols Help

- 5k ] AriaBlue hotspot login (2) £ | Suggested Sites v = | Family disappears duri... ~

- § N

.

Your administrator account has |
\ Please continue herejl ogin o
Please save a copy of this link for future processing.

Close |

|

Step |Action

(1) |[Click Login Login

The screen below appears
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File Edt  Vies Favootes Tools Help

G 2 Al hotspat login (2) o | Suggested Sites v 2 Family diappears duri. ¥ b

E- ¥ Business Client

oH U E E

Ermrpizyess Cusificatons Corpary

20
38, viork Overview

%

',  Perscmalizzon
&
of

| SauLser Setinga
} Personalization

oy RPRand Auctions

Step |Action

1) [: |

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‘w Supplier Data Maintenance
= Q':EE‘HEUHS Start Pape = List of Employees
' = Listaf Employess
Rctiorg | Bialus Employes Mame User EMail Address

[ Unlocked

AW abeditest ke

wr Lata
@ Cornpany
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Contact Details

|

Title:™
Academic Title:
First Mame:™
Last RMame:™
Function:
Department:
Language:™

E-Mail:™

Country:™ f Phone Mumber™ f Extension:

Country: £ Fax Mumber: / Extension:

User Details

User:

Fassword:
Canfirrm Fassward:
Date Format:
Decimal Format:

Time Fone

Click on the Save button.

IMr. Ll
I =
Abc

Hyz

|Engllsh LI
aboc@test. ke

[KEMY A, =1
I =l
ADRIN

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

SE7E55E75

Page 18 of 39



SRM — VENDOR REGISTRATION, RFx AND PURCHASE ORDER COLL ABORATION

3. Participating in an RFx

3.1. Supplier’s Portal - Login

SAP NetWeaver

System: =01

Chiant: * 400

Usear ™ lever_fard

Pas=sword: * =00 0| ssssssss | -
Language English -

Acce==ibility

Changs Passwaord

st copyn

Step |Action
(1)  |Click Log On [EXHel|

Once you click “Log On” the below screen appears:
3.2. Supplier’s Portal — Responding to RFX
L- .-.‘.-' i

Y Business Client

™ G B C C E

Home Administration Confirmations Invoices and Credit Memos Messages Notifications from Purchaser

« Work Overview

. 22 Work Overview b
« RFx and Auctions %d @

L]

¢ Personalization

=7=7 |RExand Auctions _®

Step |Action

Click RFx and Auctions
(1) RFx and Auctions

Page 19 of 39



SRM — VENDOR REGISTRATION. RFx AND PURCHASE ORDER COLL ABORATION

3.2.1. Display RFx

h:_.'l Business Client

I T i f E & |~ E E i [ i

Home Erplsyarn

Cunkications Camgmny Adrmisaben Confrmatons Frveces and Cradk e Uanmagan Hatficatens from Parctamsr Parchaas Ordarn Scbudzing Agwmmer Arleasan Skpping Finifcrion

Wk Dyarvaw
Ardve Coecine

sAFas BNIEEY Pubistetill Frfad 0t Covgdsted i

+ Rt wed Auticr

effus - AF

[ ol i Varsioraece |

[RaTm— | | #
Ewent Shates x
creston a2 5 [ B e
Dt Cnta Fig =
siaien =
RespEnse Tavefran |
[ty |[Ciar |
| o e Vi 1| e Evietl s s Sl it | Rikeen T &
|ty Ewertiunter | Event beacrmten | EueniTyse (EvmCutes | SwiDee | EiDele | Fespsctumer | RemmcSuhs | DestVes; | Resseveson | 084 aTiee | Eaine -
FURCHABER 11 082045 1308 RFe Pesificien)  Pabéabed 1852016 i Saved e
NPLMGTICATY B0 06 PHI0MIR T RIx (Restriched) Prbistas 11802015 acoepied 0 Moo 153200
PURCHAZERS 20 043095 1215 R Pk Pathated TN Busrind 0 woeoe | 135k
Step |[Action
(1) |[Click on RFX number as shown above
The below screen appears as shown below:
3.2.2. Display RFx - Participate screen
II Display RFx :
FrotPrevve | | | 1 Jr{[Partidate | Do et Pamcipats || Tardatrs || Expot | &
RExMumber 2000000082  RFMNama FURCHASERS 180020151724  RRXSWWS Pubisnod  FEx Stant Daw Submission Deadhng 15062015 175000 CET
Remalning Time D Day: 00:0%20  RFxOwnar RFCUSER  RFX Varsion Number RFx Varsion Type At Varsion
m liemz. Moes and Aflachments
RFx Parameters - Questione | Mol and Stachmeme
Time Zone: GET
Start Diate- | [ 6000
Sunmission Deadling: = 18082015 |[17.50:00
Opening DAl 18062018 || 1751.00
End of Bnding Perind”
Cumncy: KES
S T ] |
| Dataiis [ At . i Gens E-dsi | Cail | Ged Fillsr Sattirgs
| Funchion MHumier | Hame | Phone Mumizer
| | = Reauaster Dummy Renusstar Bia Dacoupling
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

d 1) .
= Create Bid
[#] "fou have been regislered. You will be infarme; u'ru’ru'la‘ﬂl-‘;esda e-mail

RFz Mumber 2000000088 RFx Hame PURCHASERS 18.056 2015 1754 RFX States. Publizned RFx 5tart Date

Submiesion Deadiine 45 06,2095 175000 CET
Remaining Time 0 Dars 000427 FFx Dwner RFCUSER RFs Version Bamis; RFs Wersion Type  Acthe Varsion
CRFKInformaton | tems | Notes snd eftachments
FFx Paramerers  Cuesfions | Mok and Atachmeants
Time Zona:  CET
Start Diabe G0:00:00
Submission Deadine * | 13082015 | 17:50.00
Opening Date: (78082015 | [17:84:00
End ofBnding Pariod
Cumency. |HES
R e — ]
Dretalfs || Ade Sand E-ail || Ca Cléa Filler Sathmgs
Funciion | raurneer Hame | Prane Humer |
| | + Reousstsr

CumnTy Raguaster Bid Dacouplirg

Step |Action

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

Fill in the RFX Information details

Create RFx Response
Bupmn RaagOnly  Frrm Praview

Chagk Close Save Delete Expon Impan [+
|
Response 400000081 created
RFX Respanse Number 400000008 1 RFx Husmber 2000000083 Stats Savad Submission Deadine 18,06 2015 175000 CET ‘Opening Date 18 00 2013 1751 00 GET
Remaining Time 0 Days 00:04-13 RFx Owmer RFCUSER Target Value 0,00 KES RFx Respon=e Version humber Adive Yerzion Rix =i bl ks
—_— — e
RFx Infoamation Aema Mates and Aftachmants Surenarny | Tracking
BasicData  Questions | Mefes and Atachments ||
Event Parameiers

Incnter 3l
Validity Parind: 2

currency. |KEMTA SHILLINGS

Target Value cIRFxReepanss: |

Status and Statstics
Cregted Om: | TR0E 2015 1T 4545 CET
0.00] KES

Croated By, [Mr. Oportuna Wangan
Terna of Payment | [, -

———= o LaziFrocessed On: | 180623015 174545 CET
Bank Araa Code: ™ (234

LasiProcessed By |Mr.Operluns Wangan

Colsis Ssnd E-Mal Gl Clep Fifter Semngs
Function | Mumaer |

Walid from
(3] The table does not contain ary data

Walidto = Fhona Mumber

Step | Action

182 The Bank Area Code and Bid Bond details:

field is filled out with Bid Bond
numbers

Then, clicking the Items ™% tab selects it and the screen below appears.
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Fill in the Items details

Submit. | Read Only  Primt Freview | Check Close Sawe uel.eﬂe Export Import Q. I

; W t-mr Status sma mm !immlsmmmm i  Date 1‘5.062{}151?‘5LW£EF
Remaining Time nmsmaﬁ l#:@vrnr -RFQUSE TargetValue (00KES  RFx Responsa Varsion Number Achys Versian 1 Wersion v Acive

* Metes and Allzchments | [ thlnwir Tracking |

Step |Action

(1) [Price field is filled (Exclusive of Vat.)

3.2.4. Create RFx Response - Notes and Attachments
Clicking the Notes and Attachments '°tes andAfachments 1. selects it and the screen below
appears

Submn | ReaqOnly PantPredew | Check Close Save Delste Expot |mport D4

: R Bumber 2000000063 Saed  Submission Deadime 15.05.2015 17S000CET  OpeningDate. ﬁuﬁmﬁnmmm
Rw—nrn.aﬁww wxmm&m 1mv¢lnm!€a REx Responss Varsion Humber Aclive Version RFx Version Number Acive

Adla Tl ﬁnwseﬂiﬁ_qs_
| hasigned T | categary Ted Presen

Add sltschmant E@tDesmplion  Nersmning. Daleis  Graste Qusificaion Pl Filter Setlings. |
| AssignaaTa | eategery Desenpmon | Fuemame  version | Processor  ChecksdOut | Type | SmageE) | Changegty | Crangsd on |
[ [i] The tabia dos= not contain any ats

JE]

Crmat=  Asmgn  Cejeie

CroHaboration Bogm
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Step |Action

(1) |Click RFxResp 4000000081 MOBIL OIL (KEMYA) LTD.

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

Prerequisites for using Collaboration Area

All first time users of the Collaboration Area are required to accept the ensuing privacy
statement and accept the terms
Next — go to settings

WXM w ﬁ . PLM cFolders

==
BHicollaboration REx 1000000711

SAIRFxResp 4000026123 ROJAGIMU ENTE...  [v]
»3 Collaboration Folders Folder

Folder Collaboration Folders Hely

Current Path: Collaboration RFx 1000... > RFxResp 4000026123 ROQJ... > Collaboration Folders

To save any changes made, click Save.

Below screen appears uncheck the plug in field and save your changes

Functions Settings Karonei Sarah Halo
2 Competitive Scenarios | General | Layout. . Meetings . Notifications User, . Roles
2 Collaborative Scenarios
2 Standards On this tab page, you select a language or specific technical terminology (vocabulary). Specify the scenarios you want to
@ Meetings use and whether you want to work with Standards and then specify your home page. In addition, choose whether you want
_g_v S to activate the accessibility functions and the plug-in for editing documents online (that is, editing your file directly without
9 Received Notifications needing to download and upload it locally). Also define the file server you want to work with.
2 Sent Notifications
& Notification Templates Fixed Values
o ztatus;I Management La ge m
2 Searc 4
o User Groups Scenarios | Collaborative and Competitive Scenarios V|
& About cFolders Standards 5
Homepage |About cFolders v
Used ECL Viewer fheck Automatically v

Special Functions

Display Tooltips |
Check my local installation (recommended)
Display umbnal i}

=, [}
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Accept the changes and click on back arrow to go back to the Collaboration Area

Message from webpage >

Mote:

Settings were saved.

B hitpe/ kst me.kp!llecal:.e'i_-'!l-'_\:l.'-’-i::)‘:ihlip'l‘T.';:..'.]:_L-‘l:i".':I_s'c--Ip-’c' TEmez1T

{2 Settings - Karonei Sarah - c... ¥

SUCIM2FBTKS0TNhcHMZHMybWFweDHU1AXz8ziTNhe + & Search...

cFolders

Collaboration on the Web

Favorites Settings Help Logout

Functions Smngﬁ Karonei Sarah Help,
2 Compeiitive Scenarios | General .[_ Layout Meetings . Notifications | User | Roles

< Collaborative Scenarios

SO P

On this tab paoe. vou select a lanouaae or specific technical terminoloav (vocabularv). Spacifv the scenarios vou want to
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3.3. Collaboration Folders - cFolders

8 htipysapermaac pic tacabEnon ,cap bDTMZPTOwh O3 = & ) & Folder - Colloboration Fold,, =

PLM cFolders

Home Reffesh Search Favol

= sl

Folder Colfaboration Folders

m",n aporation BFx 200000006808
Current Path: Colaboration REx 2000, = REXResp 4000000051 MOB... = Collaboration |
SE{RFsResp 4000000087 MOBIL GIL (KE._ [~]
T3 collaboration Folders Forder

To save any changes made. click Sove

Mame | Eollaboration Folders
Subscribe =]
Authorization [ Winita

il | Motncations| |Additonal Functions af| Cancel

Tocreate folder objects, select Greafe To copy or deiete objects, select the required object

Delere

Folder Contents Upload POX Package| [Create [Copy as Bool
|Mames |Gurrent Version B onie jtatus Change

O |®gExEesp so000000aT  |EBP_CFOLDERNTZEY - RECUSE

Step |Action
(1) |[Click Collaboration Folders Sellaboration Folders,

(2) |Click Creaie,

Below screen appears. Click on document

3.3.1. Create Object - cFolders

PLM cFolders

==

S Collaboration RFEx 2000000088
SEARFxResp 4000000081 MOBIL OIL (KE_ .|~ |
T3 collaboration Folders

Create Object

Mawvigation: Folder Owemwiew
Current Path: Collaboration RBFX

What do you want o create”

& abill of Material

FBookmark

BPDiscussion
EJoocumeni}—{ 1)

ZyEnGineeanG Change Number

ERianuracturer Part Mumber

nln laninlisleles

Elriaterial

Step | Action

(1) |Click Document Document,

3.3.2. Create Document — cFolders
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=S http://sapsrongas. kplc.locabS8000/saplbDL IBIZP T Qw0 - o S Create Docurmer

_x_ BT 48
heme— ——

Sl Colaboration REx 2000000058
ErrFxResp 4000000087 MOBIL OIL (KE
BT collaboration Folders

LM cFolders

Create Document

MMawigatiom - Eoholer O e M
Current Path: Coliaboration RFE

Create Docurment
Enter the name and a descript

HMarme
CheESc PRt ho

Subscribe
S Dyoec e n s

Continue k

Step |Action
(1) |Click Continue EERNRNE.

Once you click continue the below screen appears:

3.3.3. Create Version - cFolders

Sl
WCollaboraﬁon RFx 2000000088 e S ) I
Mavigation:  Version Qverview

RFxResp 4000000081 MOBIL OIL (KE.__
&7 RFxResp (KE..[M] o rent Pati: Collaboration RFx 2000.. > RF¥Resp 4000000(
»& collaboration Folders Version

Create Version

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

| IHO

B
2 Cancel

Step |Action

(1) |Click on browse.

The below screen appears:
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Choose File to Upload

& a{_‘;}m -|_:.'5= -’,D Upload - »ﬁif
% ki~ BonEETE My Docurments b TTET & v | %o [l Secret i o |
Crgoanize - Fews folder HEaim 1 L =]

S Favorites Documents library At s Baiider 2

B Deskiop ITET
B Downloads

Mame
il Recent Places
ISR

ESYTELEPHOMNE CABLES AND MF BATT.cdocx 1]
E=i] IT 82 T ITEMS - LIKOMNIL.docx

L Libraries

|78 Documents
J’ PAusic
=] Pictures

B videos

T Computer
£, windows7_0Os (C
¥ Lenovo_Recovern, = < | (1] ] v

File name: | - | [anFies - |

[ ©pen I»r| [ cancel |

Step |Action

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

() |Click Open [ Open |v]

Click on save and logout from the cFolder

Note: The Attachment section allows you to attach softcopies of supporting documents. There is no maximum
size for all attachments however there is a limit of L00MB per file. The only file type allowed is
pdf. and zipped files of any type will not work with this solution.

= http://sapsrmgas.kplclocal:8000/=ap(bDLILIZPTOQwh 2 = & fll &8 create Versi

-:...,.\Lp..... w ‘g;‘;ﬂ T PLM cFolders

==l

@ Collaboration REx 2000000088

&7 RFxResp 4000000081 MOBIL OIL (KE.._ |~ | Teri et e e
3 collaboration Folders Version

Create Version

Mavigation: Version Owven

To select the required file, ch

| Chalsersikpl16668\Diocuments
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Step |Action
(1) |[Click Save
(2) |[Click Logout.

(3) | Then click Close I3l

Submit RFx Response

7
mmm 4000000081 RFx Humber 2000000083 Staws Saved Submission Deadiine. 18.06.2015 17:50:00 CET Opening Date 18.06.2015 17:51:00 CET
Remaming Tima 0 Days 0003401 RFx Dumer RFCUSER Target Vales 0,00 KES RFx Respunse Version Number Adliva Varsinn RFx Version Nembar Active
 RExlnfematian i tems - Hotes L summary | Tracking
Adda Clew Filigr Seflings
| Assigned To | Category | Ten Pravie
P e WA=l
Ch |
Addattachmend  Edil Desmiphon  Vemsicnings Delete  Ciaals Guatficalion Piofile Filter Seffings
| AssignanTo | categon | Dasonption | File rame | Varsion | Procsssor | checksa o e | mmeEy | changadby | changad on

[3] The tabis doss nat cantain any data

Creat=  Assign  Delek=

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

SAPFP NetWeaver

System: S0

Client: ™ 400

User * LEVER_DFRD

Password: & ssssssss -
Language- | Englis_h v |

Accessibility

Change Fassword

B copyn

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

The below screen appears

4.2. Supplier’s Portal — Responding to Purchase Order

[
('rhé)ﬁ’/] 3 | H - _ Home i‘
Y Business Clent Lo

Mo o v 9 9w 8 ¢ 0§ |

Home  Emplopes  Quelfcaions  Company  Adminsteton — Corfmabions — nwicesandCreditbemos  Messages  Metfcahons fomPurhaser | Purchase Orders o

+ Work Overview

%& Work Overvien 4 Persteaialin
+ RExand Auctions | :
i SR User Seftings
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Step |Action
1) 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

;;:.-l;’ Business Client

i - —
Ly = = = I
Home Employees Trualifications Company Administration
Al Mew Changed In Process Confirmed Partially Confirmed
b Find 4 List of Purchase Orders

AT C SR RO S List of Purchase Orders

= Purchase Orders

[ & Print || Downicad

Al
e T External Reference Moo Mume
Changed 300040TAST s gele]
In Process SOO040T 458 STF0m
MNew S000407 459 ST
In Process 3000407460 FITOM
Confirnmed - S FOOH
Partially Confirmmed

= & 300040? e rgelall
Rejected —

SO0 T 4535 e lull

Canceled —_—
Submitted SIOOCL40T 456 s rgelell
- = p—— ONOANTA54 fcwranlall

Step |Action

(1) |[Click on purchase order number

The below screen appears:
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4.2.2. Process Purchase Order

==..I ¥ Business Client

I = = = =

Home Employees Clualifications Company Administration
Al M ew Changed In Process Confirmed Partially Confirmec
[» Find 4 List of Purchase Orders = Disp

= Qualifications
= Purchase Orders

Purchase Order: 30004074861
I [&F Process IE 1 hy Documen

All
New == il::atiun 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".-';f' Business Client

T

e =

Home Employvees Clualifications Company Administration _E
All MNew Changed In Process Confirmed Partially Confirmed f
Dxf ST RIS

All Number:

In Process

Sent Mame:
= Confirmations Date:

All

In Process e

Completion Reported Follow-0On Documents:

Approved

Rejected ” 1 -

Canceled Purchase Shipping |
= Invoices and Credit Memos Cirder

Al Response

In Process

Document Sent
Approved
Rejected
Create Invoice
< Notifications from Purchaser
Goods Receipt - All
Goods Receipt - New

Item Overview

'€ Coniirm Al items 1 Vject Al

Mumiber

m'ﬁr'ﬁ

[ Confirm All Rems }

Step |Action

(1) |Click | € confirm All items |

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

==.'I'r' Business Client

U = = = =

Home Employees Clualifications Company Administration
All MNew Changed In Process Confirmed Partially Confirmed
> Find 4 List of Purchase Orders = Displ

= Qualifications g Info: Your changes have beel

= Purchase Orders
Purchase Order: 30004074861

All z
New | Create ASN 1 hy History ||
G = tinn and Co
In Process —

Mew

In Prnv-oca

Step |Action

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

| B a0

XY Business Client
I & = e e E B ¥

Home Employees - Clualiﬂcation_s_ Company_ Administration Conﬁrmation_s Invoices_and Credit Memos Mes:
Al MNew Changed In Process Confirmed Partially Confirmed Rejected Canceled
[+ Find 4 List of Purchase Orders > Display Purchase Order > Process ASN
G s Ly Display ASN: 5000000014 I
= Rurchase Onders | # Goods Delivered to Recipient || [E]save || % Cancel | | | & Print || Download
All
New ~ | General Information
Changed
In Process Basic Data Delive
New MNumber: 5000000014 Deliver
In Process Name: ASN Shippin
Confirmed Date: 18.06.2015 Means
Partially Confirmed Status- Created Transp
Rejected Bill of L
Canceled
Submitted
To Be Clarified = | 1tem Overview
< Shipping Notifications .
Al Select All || Deselect All | Propose Outstanding Quantities |
In Process
G Number Description Product Quantity Unit of Meas. ..
= Confirmations 10 MILD STEEL BL 0000000000... |10 '@
All

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

After 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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LY Business Client

& | T ! [ [ | [ [ | T
Homs Emgloyees Qualifications Company Adminisiration Confirmations Irwoices and Cradil Memos Messages Hotifications from Purchas er Purchose Ordes
Al Haw Changad In Process Cordirmed Pamally Cenfirmad Rapacled Cancaled
i)
B Find 4 List of Purchass Orders s Display Purchase Onder = Process ASN
= Qualifications Display ASH: 5000000014

AR e i +.Goods Delivered o Recipient| | [ElSave | X cancel | || & Print || Doanioad |

General Information
Basic Data Delivery Information
Humber 5000000014 Delivery Date (Expected) 18 05 2015 M| 1500
Hame ASH Shipping Date 18.06 2015 B/ 1500
Date: 18,06 2015 Means of Transpost Truck [wa]
Status Created Transport [0 Code ol 209] £l
Bill of Lading:
g it of Lading
Submitted
ey | ltem Owverview
= Shipping Neotifications
Dbt Al | P aioei 01| D .

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:

==.-';' Business Client

L = = = = |

Home Employvees Qualifications Company Administration Confi
Al Mew Changed In Process Confirmed Partially Confirmed Reje
D
b Find 4 List of Purchase Orders > Display Purchs
w Quadlifications Display ASN: 5000000014
= Purchase Orders o = TWET O e lﬁ
All =, A
— _=_, General Int{ Goods Delivered to Recipie
Changed
In Process Basic Data
Lenaar Bl 1t b e P tatatatatale |

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

L Kenya Power & 5 ;
ok by Ughting Ca. Lid 2 L ?

aBak Forewd s Hehoy Farles Peroneioe Vew Fep iy
Agninsirene ConmraRn: Inpies and (redt Wemng Mesnages e aion Ton Purchases Furchise Orgers FCR0UTY) L e el Shepng Meticarny R L utiong: HHE
AN Mew  Chaged | mProces: | Confemed  PmialyOondened | Felecled | CAnCel by Cistomer
Purchase Crdery = AL Full Screen - Oyl
b Fing A List of Pasthoisa Ordins
I Purchase Orders :
b Shipping Holifications it of Porchess Ovdary
L Condlemailons
b Inwices and Crodi Momos [Humbses Hawe [Cisbe Tonal Walue | Stahm
b Wotificadons from Purchaser F000ew PO 152085 20.00000KSH Coafumed
b Schuduiing Agraveent Relgases 000008 5 111062015 1,000,000 00 KEH Cosfimed
I Messoges ANC00HS PO e 250 HKSH v
E :::_‘f A 0000083 Fo 11052015 .000,00KEH [—
P .l.dn::hi:h: B Pl 105205 200000 KSH
00000081 PO 1N EEs AOMKSH New
00000 P 1106205 S0 D0KEH Tew
00000073 Pl 040520 1250 MKEH Cosfimed
00000073 pid 0405 20% 1250 00KEH Cosfirned
Aar? ] 0a0s 205 20,000 MKSH Coafirmad
00000075 PO 04052005 2000, 00KSH Coafimed
FHTs ] LELC I 1000 B0 KSH Conbemed
JOCO007E Pid 03052015 20000, M KSH Confmed
00073 PO 0205 0% B HIKEH Cosfirned
3000072 2] 2052088 E0000KEH Coafimad

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."

s "
L Henya Power & 5 .
i o Lighting Co. Ltd 4 };

4Bad Fuwsd » Hgtoy  Foweles Pergirpde View Hep

Artrastrabon Confrmabarrs Imvoices and Condit Memos. I Mersages Matificabion from Purchazsr Furchase Srders Schedulrg Agreemer Releszes Shggang ticlifications Ffx and Aucliorss HOME

al Approrved | Creste Ineoice Docurend Sert In Frocess Feecied
Irmgice aed Crol Memos = Creale naoios

. Eind 4 Creale woice
B Fuf:hm On!-sm ) Bk =
I Shipping Notifications __F '_“""I_h o
b Confirmations r:' ;rL:“ ?r: :'rcer
b Involces and Credit Memos PN T

b Motifications iom Purchaser I For SlG\J-JIJS Reaceipt |
b Scheduling Ag Hel

b Messages
b Messages
b Adminksisation
b Administration
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Choose Goods receipt from the Document Flow of the Purchase Order.

v
L Henya Power &
P Ughring Co. Lt
Tk o e PR Paiss N e P DEALER
Mibrkbeton Cpglerelkng Iwocss sl Credt Meted  Besseger  PtiSesen NomPuchsser | Puiimee 0uders | Tbedg A Frsscer  Eriprwhoifcetkns RRoandiudbos  HOMVE
B New  Tanged | wBwospe  Cormnred  PutisbyCociimed  Feced | Cencsied by Customes
Parrtogse ovoers 3 il Soreen [ Ddees
b Find A Liet of Parchiase Drdore » Drapsy Pusceinn Driter > Display Document Flaw > Daspligr Gosde Reosipt
b Purchase Ouders — _
5 Feaigl. b
I Shipping Hotficatisns
B ConfitmaRions #* peanplfy ICrestaineice || [0 play Bacument- Blgw] | | £y Print
b It sanl Cradil Mamos (=1 = ——T, =
b Nutficatices b Puschaser o
U Scheduling Agreemant Aeleases B hatn
P Mysaigen. Murrier [iiaaniati]
I Memages
B Adminiviraiion Harva: GR
b Adminimration
Datw 1082015
Bstur Haw
| e Oversiew -
LIl Pt o L e L I s e e AL S0y Dl | frkambe Ry oW
| OO000000000G1037T 11 MDRMAL PG S0MM A00EEA2 10 10,000 Piece 10000 Piece
.-_I Pariner Infarmation -
Fanner Humbsr Parm e =TT Hesega Numbae PutiCade | Cry. | Tabiphosa Fax E-mal
Solib Party ] HELE compayy  Parksand TuEl Naiabi o Froe an alex. abrabam

The below screen appears

Click on "Accept’ to accept the Goods Receipt.

'
L Henya Power &
el Lighting Co. Ld

Finck st Halory Famcss Feeorsios e Hel

vl aticn il el Ireticis and Sl Misthics Meisages Dictifiaon o Pus chassr | & lEra | Sehihiig Ag Shipging RFx aid Autons HINE

i e Chand n Frocess Confrmed  Fuciially Comfrmed  frammcied Canceied by Cudoma

[frchace Orders = &1

| b Fand A Ligt of Purchase Grdens > Desplay Purchase Oser > Bsplay Dooumant Flow > Display Goods Recalpt

: ::I':‘l::::i;;mw Soo EP‘:
b Eanfiiraton J:_q’ﬁuqﬂ .ﬁ’. Greate Iwoice || Display Documert Flow || S Pri |

| b Imvoices anil Credil Memos |" Ganaral Information

| b Watifications fram Purchaser —

| b Schaduling Agrasmant Rels asas Basic Data

| b Messages Mumiber EO0000004]

| b Messages

| b Administration Mamg: GR

| b Adminisiration

| Dita 11.05 2018
Sistus. Bow

| bem Dverview
Mumbce Product Diazenpbion Purchasa Ordsr Mo Pwichaze Ordar Ham Quanhty Owdarad (=
1 o000 0o 11 BERL MORMAL FWC S0M A0 ] 0,000 Fiece
|| Panmer inforration

Partrer Numier Pane Stre House Nenbar | PostCade ity Telaphore: Fax
Suold-1o Parly RUE] KPLC company Parksland 3451 Nawobe +I54.7AESEA0

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 &
Frech e Uighting Co, Lin
aBack Torwad s Mory Favorbes Pursonakze View  Hein
Aririiicn Confrmalions Wrvoices N et Mermoe Wessagee Wotitoston fomPurcrater | Pairehien Ordars’ | Screduing Asrzement Reiesces Shiopiney Nt sbons ¥ and Suchons HOME
A Mew  Cronged  aProcers Confiimed | Rasllaly Confrmed | Fejected | Canceed by Cuskener
Purchvins Orcare = Al
B Fmd A Lt of Purchas o Ordars = Display Puichess Oreder > Display Documsen Flow = Display Goods Recaip
O Purchase Ordees
i@ Info: Your changes have been adopted sucosssfully
& Shipping Noifficaiions
B Confirmations
B Irmsices and Credil Memos
& Matifications fiam Purch = 2
b Scheiufing Agreemen Releases || G I it
5 Wesgiy Basic Data
L Mesages
& Administration Hurmnar 00000040
& Administration
Nama ER
Date 1106 2015
Statug: Document Read
-
| e Dvenvive
Fasrber Product cipton Purchase Order No. Furchase Cider lhem Duaniity Ondesed Geods F
1 DOOODOO000001037 11 B UDRMAL P SOWM T2 10 10000F ieca
; Pantuer Infarmatian
Parinar Nummihar Hamna Stren | House Mumiar Pnstiads City Talephons Fax
Eodckta Party e} KPLE cormpany Parksland 23451 Mairk +254-TEE50540
. f f . .
Click 'Send' to complete Invoice Creation
| '
L Henya Power &
Pk, Lighsing C. Lag 3
ABeA Porwds  Heley Peeees Pesrelie Yew Hen il
Advinizgrln Comdrralions e ared Crout Wores Heragey Pocemaer | | e Plaza Shppeg Hollcatirs 15 el Ausons e
AN Mew | Charged | ePumess  Corfiemed Palely Cofied  Bemelel | Conceled by Cusiome
Puachacs Criders. = Al Fidi Sicrme
¥ rea ™ LIS O HUMCRaEe LI > LIGIERY SUITNiEE LRIEr > LISHISY LIOCU RGN Hite 3 LISisy L0003 HECEEED > MDDIRE FVICE
» Corpig s Bz s eIt
R i Sava || ¥ Cancal || | Upcits Prices || | GPrnt | Dreniozd|
P bmvoices amd Cre it Memos | Commanication and Collaboration
[+ Mot Bcations from Puschaser
b Schaduling Ageamant felaases Massage 1o Purchisst
I Mesages
I Messages
I+ Adhminisiration
I Auminkstrasion
P A Antac il
B M Aftachmants Arvailable
* | Gomosal Information
Basic Data Terms of Paymant
Mumbe: 2000000030 Farpmaant i Oy Dirscount in %
HNama: GR a 0,000
Diats 1.Eas
Extamal Reforance No - 000795112 a 0,000
Statue; In Procass n
—

Once you click

send the below screen appears
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Check for success message.

; Kenya Power & »
R Pt Lighting Co. L1d i P

4Back Foowmd ¢ Msory Favorles Perscnsize View M

Adnriotrancn Cephrretng Frvoioes At Crait e Mrzoagen Bamnceton fron Furckizer | Purckaas Droers. S Sppng FF= and Auckons HAE

AN Mew  Thanped  mPesse  Confened  Padtally Coriered | Resched | Dwncsbd by Cuthansy
Prchaese Orgers = 0J

b Find A Uit of Purchise Ouders > Display Puchess Onder > Dispbap CfEErmart frer - T eroes pewes Tab }s Feceipl = Display Imolce

[: :::a::.b&n 8 Info Your changes hive adopied sucespelaly

I Confitmatinns Display Inwalce: 2000000030

b Inveizes and Credit Memos "Set Sxatus | (T3Copy || Creste Crodi Mome | | [Dispiay Documeed Fiow | | [ B Prnt| Dennoad

I Notilcations om Puschaser 2

I Seheduling fgresmant Feleases " | Commamication and Collabosation

I Mosages

I Messages.

: ::::ﬂm: '_ General Infonmativn
Basic Data Teuens of Payment
Humber. 000000030 Paymsent in Days Drscoun m %
Name: GR 1} 000
Crate: 105215 o 0.om
Entemsl Ressenee Mo 00039112 1
Slatus Docursanm Sent
Status e
Unplarmes Defvery Costs 007 KSH

Your invoice now is submitted for payment processing
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